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[bookmark: _Toc440566509]Welcome to this video on how to run and view, the Organisation user report. 
This report displays details about your organisation’s registered users and Organisation Authority. 
To access the report, Select the Organisation report link from My Agency.
The first page of the report provides information about the Organisation Authority for your organisation. The Organisation Authority is an eBusiness role responsible for approving all access requests for your organisation. If the Organisation Authority is no longer working at your organisation or the details are incorrect please contact the eBusiness Helpdesk. 
Reports always consist of at least two pages. To view information on the second page, SELECT the forward arrow. 
This page displays the contact details of all registered Funded Agency Channel users for your organisation. 
If a registered user no longer works at your organisation or the details are incorrect please contact the Funded Agency Channel Helpdesk.
To export data from the report, SELECT the SAVE button. A drop down list will appear. SELECT the format you wish to export the data to. In this example, we are using Excel.
A pop up box will be displayed at the bottom of the screen. You may choose to open the file, or save it before opening.
Once opened an excel spreadsheet is displayed. 
Information on Sheet 1 is identical to the first page shown in the web based report.
SELECT sheet 2. Information on sheet 2 is identical to the second page in the web based report. 
When you are finished, save and exit.
Thanks for watching. 
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