
Accessing  and viewing the report 

Expiring Authorization Report 
Quick Reference Guide 

1) Click the Reports icon on the menu bar towards the top of the screen.  
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2) Expand the Clients folder and scroll down to locate the Expiring Authorizations report.  

3) Click on the report name. 

4) Use the filters to select the Company Name, Location and set the Date From and Date To for dates in 
the future. 

5) Click the Preview button towards the upper-right corner of the screen. 
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The report opens in a separate window and will display any authorizations that are expiring during the date 
parameters specified. 

Use the report toolbar to print or download and save as an PDF file. 
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