
Running a report to show all accounts with Individual registrations 

 

 

In the “Menu” drop-down, 

click on “Reports & Alerts 

 

       



 

 

Click “Reports” and a new 

window will open 



 

 

Click the down arrow 

hyperlink in the “menu” 

column of the “Account List 

Report” row 



 

 

 

Click “Edit” and a new 

window will open 



 

 

Click in the “reg type 

code” “criteria value” box, 

and chose “unselect all” 



 

 

Scroll down the list to 

“Individual (I)”, and tick 

the selection box 



 

Click in the “RR2” 

conditions box and 

select “equals” 



 

 

Enter your 3 letter 

NFS rep code 



 

 

Select “Excel” from the 

“Report Output” drop-

down box 



 

 

Click the “view” button to 

start the report 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the “open” button to 

open the report in Excel 



Sample Report Output 

 

 


