
How to request access to Report2Web and specific folders: 

1.  Log into MyPack Portal and navigate to For Faculty and Staff Tab, then on the left hand side under Campus 

Resources click on Security Access/SAR. Then click on SAR as illustrated below: 

 

2. Once you have logged into SAR you will be in the Main Menu, click on Update Access: 

 

 



3.  Enter the last name of the person you will be entering a request for and hit Search, once you have located the 

person in the list, highlight the name and click on Continue: 

 

4.  In the next window, you will asked to select an application, scroll down and find Report2Web and highlight it, 

then click on Continue: 

 

 



5.  On the request form below, all you need to enter is the folder you would like access to Financials for the 

NCMBMR or Research Administration for the Contracts & Grants Reports, then click on Preview Request: 

 

6.  If the request looks ok, then click on Complete Request and you are done. 

 


