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How to Generate a 
Greenlight Report on 
Your Online Account

Log into your online account.  
Click on “My Account” in the  

drop-down navigation.

Select the account(s), up to a maximum of 5. Click on 
“Run Report for Selected Account(s)”.

•  If the report can generate in 10 seconds, then it 
will download right away to your computer. 
 

 

• If the report takes longer than 10 seconds to 
generate, THEN a yellow banner will be displayed 
to let you know an email report will be generated 
upon completion.

Under the “My Account” header, click 
on “Contract Items”.

Click on “Greenlight” button.
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The report can be found  in the “My Projects” header, click on the “Reports” link.
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