QUICK REFERENCE GUIDE
Completing a User Access Review
UAR Reviews Platform

You will receive an email notification when an access review is assigned to you. Log in to the UAR platform and action each item, approving continued access or revoking it. Please complete all items before the campaign deadline.

STEP-BY-STEP PROCESS
	1
Access the platform
▪ Navigate to your organisation's UAR portal or click the link in your notification email.
▪ You will land on the My Reviews page.
	2
Review your dashboard
▪ Check the summary statistics at the top: total, completed and outstanding items.
▪ Use the filters to sort or narrow your list.
	3
Action each item
▪ Click the green Approve icon to approve access.
▪ Click the red Revoke icon to remove access.
▪ Click the blue Details icon for more info or to reassign.
	4
Submit and confirm
▪ Actions are recorded as you go.
▪ Work through all items until none remain outstanding.
▪ Log back in at any time to check your progress.

	
REASSIGNING A REVIEW ITEM
If you are not the right reviewer, you can reassign it:
▪ Click the blue Details icon on the row to open the details panel.
▪ Type the correct manager's name and select from the list. If unsure, choose Reviewer Unknown.
▪ Click Submit Review to save.

	
BULK ACTIONS
To action multiple items at once:
▪ Tick the checkboxes next to the relevant review items.
▪ Use the Approve Selected or Revoke Selected buttons in the top-right corner.
▪ Useful when a staff member's access across multiple systems needs to be confirmed or removed together.

	NOTE  Decisions can be updated after submission. Change the filter to “All Statuses”, navigate to the relevant item, click the yellow Reset icon and select a new action. Your most recent decision will be recorded. Ensure all items are actioned before the campaign closes, as incomplete reviews may be escalated.



	APPROVE
The user should keep access to this system or application. No further action required.
	REVOKE
The user's access should be removed. IT will be notified to action the removal after the campaign closes.
	REASSIGN
You are not the right reviewer. Transfer the item to the correct manager or flag as unknown.





