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	Quick Reference Guide shows how to Run Filings Report in CMS Portal.

	





From Portal Home page, click:  Organisation Administration
Organisation Administration screen displays:
[image: ]
Click:  Filings Report
Filings Report screen displays:
[image: ]


Click:  Search
Search fields display:
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Complete required panels and fields.
	Panel:  Filing Report

	Field:
	Action:

	My Reference
	Type case reference assigned to case.

	Case/Record Number
	Type case or record number assigned to case.

	Filed by (Email)
	Type email address of person who submitted case.

	Filing Status
	Select relevant option.

	Filing Date From
	Type date.

	Filing Date To
	Type date.




Click:  Search
Search results displays:
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	Note:
Filings report results can be sorted by column headings.

	
	


Click:  Download
Results download as Excel spreadsheet:
[image: ]
	[image: Icon

Description automatically generated]
	Note:
Save files as per internal processes and naming conventions.
No more than 1000 records can be downloaded at one time.
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Organisation Administration

Manage Users

Add, modify and block users within your organisation.

Resend Account Invitation Email

Resend CMS Portal account invitation email to a user in your organisation.
Account activation emails are only able to be resent to users that have not previously activated their CMS Portal account.

Filings Report

Run reports of your organisation's previous filings and case access requests,
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