How to Review Employee

Reports in Enterprise Health
Supervisor Portal
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Supervisor Access:

This is a step by step guide for Supervisors to review employees’ reports.

1. After logging into Enterprise Health, click on the Supervisor Access link.
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PLEASE SELECT FROM THE MENU BELOW.
YOU HAVE ACCESS TO MORE THAN ONE PORTAL ENVIRONMENT.
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It will open the Supervisor Portal, click on the Reports Tile.
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3. It will open available reports, click on the desired report that needs to be reviewed.
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4. 1t will display employees’ records.
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5. To generate a .csv file, click on the paper icon.
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6. Once the .csv is generated (paper icon will change into download icon), to download the file, click on the

download arrow.
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To download the generated CSY,
click on the download arrow
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7. Once the file is downloaded, use the Open button to open the file, or Save As to save the file.
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use Open or Save as options to
review or save the file.
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8. To go back to Enterprise Health Main from the portal, click on the hamburger menu.
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9. Then, click on the Return to Enterprise Health Tile.
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Settings
Click on the Return to
Enterprise Health Tile
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