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User Summary Report 
 
The User Summary Report will allow you to see who has access to CHOICES at your 
Agency. It also shows the user’s email address, phone number and role. 
 
Reports 
 
From the Main CHOICES Screen, click Reports. 
 

 
 
In the Reports area click User Summary. 
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Note: From the Report Filtering screen you could Click Run Report  to get a listing of 
all Users of CHOICES. 
  
We would like to see a listing of users for our Agency, so we hover over the Select link 
with your mouse pointer. This changes the Select link into a dropdown. From the 
dropdown choose Agency. 
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Hover over the Enter Value link with your mouse pointer. It will change to a Look Up 
Records button. Click the Look Up Records button. 
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From the Look Up Records box type part of your Agencies name in the Search: field 
then click the Search button. 
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Click the Agency name from the returned list to add it to the Selected records section. 
 

 
 
Then Click the OK button. 
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Now the Agency name appears in the Report Filtering Criteria screen. 
 

 
 
Click Run Report button. 
 
The User Summary Report will run. 
 

 
 
 

 
 

 
 

 
NOTE: 

The Account Status will be Enabled if the user has access to CHOICES or 
Disabled if they no longer have access to CHOICES. This way you can tell what 
users from your Agency actually have access to CHOICES. 


