REPORTS USER GUIDE

Reports

The Reports feature provides basic information about an organization’s activity. It automatically
defaults to the Dashboard screen and a pre-set array of graphs/metrics.

To open the Reports feature, go to Business Services— Reports.

Reports

Dashboard  Reports

Account Summary DaveRasge | Past7Daye 7
Aug 14, 2025 - Aug 21, 2025
Checking Accounts

50.01

Cusrent Deposit Balance

5000 im the past T days

Balance Trend IRDIVIDUAL ONLY

Transaction Overview (Deposit Accounts Only)

By selecting the Reports tab, users can view a Daily Reconciliation Report that may assist in

their reconciliation process. Click Daily Reconciliation Reports to open the report. The report
will automatically update each time it is opened.

Reports

Dazhboard  Reports

Standard Reports

B
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Dashboard  Reports

< All Repots

. e 08/20/2025
Daily Reconciliation Report
Selest Multiple Accounts S B B
CHECKING

_ l Spend Local Business
account

| spend Local Business Previous Day Closing Balance $0.01

Opening Balance

Debits $0.00

Ending Balance $0.01

TRANSACTIONS

Users can also create two custom reports:

o ACH Detail: Organizations can see detailed information about their ACH activity.

e Transaction History: Organizations can see detailed information about their transaction

history.

What type of report would you like to create?

ich %

ACH Details Transaction History

The administrator of the online banking profile also has access to the Sub User Activity report,
which has a report of all user’s activity with customized attributes.

What type of report would you like to create? x
= s 2
ACH Details Transaction History Sub User Activity

NOTE: All reports can be printed or exported as a PDF or CSV file format.
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CREATE A CUSTOM REPORT

Go to Business Services— Reports— then select Reports. To create a custom report, click

Create Custom Report.

Custom Reports

Create Custom Report

MAME DESCRIPTION CREATED ON

Select the type of report you would like to create.
What type of report would you like to create?

T 1 2\

ACH Details Transaction History Sub User Activity

Click the Pencil icon /2 next to the report to add the name of the report. Enter the name of the
report and click the Checkmark button to save.

Dashboard Reports

< All Reports
Al Report
s Save Dynamic Report

Untitled Report »

Add [ Remove Columns Date Range | Past 30 Days

Dashboard Reports

< All Reports

Save Dynamic Report

l ACH Depositg o 4

Add / Remove Columns Date Range Past 30 Days L

= All Reports -
v v Save Dynamic Report

ACH Deposits #

Add / Remowe Columns Date Range | Fast 30 Days S

To add or remove columns from the custom report, click Add/Remove Columns. Place
checkmarks in the categories you wish to add to your report. Leave blank if you do not wish to add

the information to your report.

Click Update to save the changes or Cancel to abandon them.
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= Al mepars

ACH Deposits ~

Select Columns X

Paosting Date

| Effective Date
2| Account

| Debit/Credit
v| Type
3| Description
+#| Check Number

z| Amount

Cancel

Click Save Dynamic Report, enter a name, description, date range, and share type (“Private-
Only”is accessible by you or “Full Business-Accessible” is available to all users in the
organization). You can also opt to receive an email when the report is ready.

Dashboard Reports

AC':'DmepOSItS / Save Dynamac Report

Add / Remove Columns Date Range Past 30 Days ~
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Click Save.

Save Dynamic Report x

Description

ACH Deposits

Your custom report is
created.

= You can now access this repom on the report
Dare Ramge

list page

Share Type

Private - Only accessible by you

Full Business - Accessible by all users in
the business

Notification

Emadl rive when réport i réady

— =l

EDIT CUSTOM REPORTS

Go to Business Services— Reports— then select Reports. Select the report you would like to
edit.

Custom Reports

Search VF Report Narr =1 Filter | All Reports w Create Custom Report

DESCRIPTION CREATED ON &

Depasits 22 Ilu.‘J 4

10~ | perpage 1 result 1 of 1 w5

Click Add/Remove Columns to add or remove choices in the report.

Place checkmarks in the boxes for the columns you wish to add or clear the checkboxes for the

columns to be removed.
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Click Update.

Click Update Dynamic Report and make any changes before clicking Update again to finalize
and save report changes.

EXPORT CUSTOM REPORTS

Go to Business Services— Reports— then select Reports. To export a custom report, click the

Download icon next to a save report.

Custom Reports

ACH Depasits = ACH Deposits 22 Aug

You can also open a report and click Download Report to download the current report.

Dashbeard Reports

ACH Deposits #

Add / Remove Columns DateRange | Past 30 Days w

DELETE CUSTOM REPORTS

Go to Business Services— Reports— then select Reports. To delete a custom report, click the
Trash Icon JJ] next to asaved report.

Custom Reports

ACH Depasits = ACH Deposits 22 Auig

Confirm deletion by clicking Yes, delete in the confirmation window.
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