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1. Introduction

Running this report in Xplan will provide an overview of Active & Datafeed only users showing access level details and total the
cost for each user.

2. How to run the user report

In the top right hand corner of the screen place your cursor into the search box.

Click on Users and hit Enter on your keyboard
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A list of users for the practice will load.
Navigate to the cog wheel in the left-hand panel and click on Reports > Merge Report

AIVIP FINAN CIAL R Practicel, AMPUser -~
PLANNING

5 < Admin

Users Group AMP HO - Demo Prasefi
=z O Include sub-groups
& Search greae
R Access Level |A\I Levels v
i} e Status [ Al status v
1
Search Result (1to30of 3)
[ Name User Id Access Level Phone Email Last login
[ - Eracticel, AMPUSer  axauser.practicel H CF IPS RR WSSP XT XT+ ats@amp.com.au 10/02/2023 10:34:52
[0 - -Practice?, AMP User axauser.practice2 H CF IPS 11/02/2021 2:07:41p
[ - Eracticed, AMP User  ayauser.practice3 H CF zzzaxademo(@axa com.au 17/01/2023 4:04:15p
»
AMP Limited

ABN 49 079 354 519 2



Select the category Xplan User Reports from the drop down menu. Click on the arrow next to the report
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Click Execute

The report will now start generating and when it is ready for download it will be available in the notification bell at the top of
the screen. Click on the notification bell and download the report
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Open the Excel file and click on “Enable Editing”
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