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Search Function 

 

To search for your facilities, you can utilize the Search option on your 

dashboard. 

Click on the search tab. You must enter at least two criteria to search. 

 

 

Enter the criteria and select Search 

 

 



History  Functions 

 

From the dashboard, select the open button for the facility you wish to view. 

 

 

Select History under Section Details 

 

 

 

 

 

 

 



The History display has a Status History and an Activity History 

Status History 

This view tracks all faciity submissions by Status 

 

 

Activity History 

This view shows Upload attempts and email logs 

 

 



Comments 

To submit a comment to your Analyst, click on the Comment option in Section 

Details 

 

 

Select Add New Comment  

Enter your comment 

Click on Alert Analyst box at the bottom and Alert Analyst button 

Your analyst will receive notification of a pending comment 

 

 



Reports 

From your facility screen, click Reports. 

Select either Audit Report Summary or SRB Report Summary. 

View or Print.  The print option opens as a PDF. 

 

 

 

 

 


