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User Guide- Reporting 

Introduction to Reporting 

The Reporting feature lets users view and generate reports that give a clear overview of your account activity. These reports come in a standard format. Users can’t 

customize the layout of the reports but can filter them by account number or transaction type to get personalized information.  

Please Note : To access these reports, your user role must have reporting permissions enabled. 

  
Overview: 
 
This guide explains how to create, generate, access and filter standard reports 
in your Digital banking system based on your user role. 
 
Navigation: 
 

1. Navigate to the ‘Business Banking’ tab available in the top menu bar. 
 

2. Click on the ‘Reports’ tile located in the ‘Reporting’ section. 
 

  
Section 1: Viewing and Managing Reports 
 

1. Filter: Use ‘Filters’ option to filter out and view ‘All’, ‘Private’ or ‘Shared’ 
reports. 
 

2. Search Reports: Use the search bar at the top to quickly find a specific 
report. 
 

3. Download: Under the Download column, click ‘BAI’, ‘CSV’ or ‘PDF’ 
options to download the report in your preferred format. 
 

4. Favorites: Click on the star  icon next to a report entry to mark it as 
favorite for quick access. 
 

5. Actions: Click the ellipsis (⋮) next to a report to- 
• View History - See past run details and edit it. 
• Run Now - Generate a report instantly. 
• Edit - Modify report. 
• Copy - Duplicate the report. 
• Delete - Remove the report. 

 
6. Create New Report: Click the ‘Create New Report’ button on the top 

right to create a new report.  

  
Section 2: Viewing History of a Report 

 
1. Click on the ellipsis (⋮) next to the desired report and select ‘View 

History’. 
 

2. You will be navigated to the ‘Report Detail’ page, where you can view 
the ‘Frequency’, ‘Last Run’ date, ‘Run Date’ and ‘Output’. 

 
3. To remove the report, click on the ‘Delete’ option in the top right corner. 

 
4. To modify the report, click on the ‘Edit’ option in the top right corner. 
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Section 3: Editing a Report 

1. When editing an existing report, the Private or Shared field is not 
editable.  

• ‘Private’ reports are accessible only to the user who created 
them. 

• ‘Shared’ reports are visible to other company users with the 
same User Role. 

2. You can edit or modify all other fields including Report name, accounts, 
date range and frequency. 

3. To discard the changes, click on ‘Cancel’. 

4. To finalize the changes, click ‘Save’ or click ‘Save and Run’ to execute 
the report instantly. 

5. A pop-up will appear indicating that the report is edited successfully. 

 
 

 
Section 4: Creating a Report 

1. Click the ‘Create New Report’ button on the top right of the ‘Reports’ 
page and select the desired report type to create a new report. 

2. You can change the report type by clicking on the ‘Change report type’ 
arrow in the top right. 

In this example we will be creating an ‘ACH Activity Report- Current Day’. 

3. To set the report visibility choose either ‘Private’ or ‘Shared’- 

a. Private - Only the creator can access the report. 
b. Shared - Other users with the same User Role can access it. 

4. Enter a Name for the report in the designated field. 

5. To select accounts to include in the report, check the ‘All Accounts’ 
checkbox to include all accounts or click on ‘Select specified account(s)’ 
to manually select accounts, then click ‘Submit’ to confirm or ‘Cancel’ 
to discard. 

6. Select the desired frequency in the ‘How often do you want the report 
to run’ option. 

7. Click ‘Create’ to save the report or click ‘Create and Run’ to generate it 
instantly. 

8. A pop-up will appear indicating that the report is edited successfully. 
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Section 5: Viewing a Report 

 
1. In the ‘Reports’ page, locate the report you want to view in the 

list of report entries. 
 

2. You can use the search bar or filter options to quickly find a 
desired report. 

 
3. Under the ‘Download’ column, click on your preferred file format 

to download the report. 
 

4. Once downloaded, open the report from your browser’s 
downloads menu or your device’s download folder. 

 
5. Review the report including account activity, transaction 

descriptions and totals. 

 


