
Start on the Public Folders page



Click Provider folder to open it



Click on the PAWS folder.

You may see different folders and reports depending on 

your security access.



Click on the Enrolled PAWS report to open it



Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved 

Enter your contract number and click SEARCH

8500018

that you have saved 

as a file. 



Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved 

Click on the contract number and click INSERT

8500018

that you have saved 

as a file. 



Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved 

Choose a date range of approved PAWS, usually a month

8500018

that you have saved 

as a file. 



To scroll, click on the 

side bar and drag down.

Scroll down



Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved 

This is the report prompt page.Click FINISH

that you have saved 

as a file. 

Make sure you entered a 

contract number!



A pop up window will appear. Click Open.

Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved that you have saved 

as a file. 



You may need to click the yellow “Enable Editing” button.

Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved that you have saved 

as a file. 



Enrolled PAWS report opens in Excel.

Right click on the 

screen shape> Format 

Shape > Fill > Picture 

or texture fill> File > 

choose any picture 

that you have saved that you have saved 

as a file. 


