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The User Settings page supports user management and displays user information, permissions, and the
last time the user logged in. An Employer Portal administrative user navigates to the Audits > User Settings
page.

Important Note:Important Note: The Audits menu option only displays to Employer Portal users with an Admin role.

The Select Practice field defaults to the practice attached to the user. If a user is a Grouped Employer
Portal user, ALLALL is selected by default when the user is Viewing All Practices. However, users can click the xx
iconicon next to ALL to remove it and select individual practice names instead.
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Click the SearchSearch button to run the report. The Search Results display at the bottom of the page. Select the
ExcelExcel button to download Search Results in an excel file format.

The search results include the following information:

• User NameUser Name: The user’s login user name
• First NameFirst Name: The user’s first name
• Last NameLast Name: The user’s last name
• EmailEmail: The user’s email address
• PhonePhone: The user’s phone number
• Practice(s)Practice(s): The practice(s) that the user has access to
• Employer(s)Employer(s): The employer(s) that the user has access to
• AdminAdmin: Yes/No does the user have Admin permission
• GroupedGrouped: Yes/No is the user a Grouped Employer user
• Special PermissionsSpecial Permissions: Permissions assigned to the user:
◦ View EPS Documents
◦ View WC Documents
◦ Review EPS Documents
◦ Review WC Documents

• ActiveActive: Yes/No is the user account is Active
• Last LoginLast Login: Last date and time the user logged in
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