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Report Types 
 

Report Name Purpose Note 

Account Activity Report Displays Debit and Credit 
transaction data for the 
account(s) and date range 
specified.  

This report supports a date 
ranges of previous-day data 
only, with PDF and CSV 
download formats. 
 
 

ACH Activity Report 
 
 

This report displays financial 
transactions entered by 
company users and is sortable 
by transaction type. 
 
No data from the core processor 
displays in these reports. 
 
 

These reports all support date 
ranges of previous day, current 
day and even future dated 
transactions.  
 
PDF output is the only 
download option available. 

Cash Position Report Displays real-time Account 
Balance information similar to 
the Online Banking Home page. 

 

This report is a snap shot of the 
balances at the time the report 
is generated.  
 
PDF output is the only 
download option available. 
 

Company Entitlement 
Report 
 

This report displays the 
Entitlement structure of the 
company within Online, 
including User Roles. 
 

This report is a snap shot of the 
entitlements at the time the 
report is generated.  
 
PDF output is the only 
download option available. 
 

Outgoing Wires Report This report displays all wire 
activity originated from within 
Online Banking during a 
specified period of time.  

The report can be filtered to 
include specific accounts and 
transaction types including 
Domestic and International 
Wires. 

This report supports user 
defined dates for a dynamic 
date range (i.e. Last week, Last 
business day, etc.) or a specific 
date range containing a 
definitive start and end date.  

PDF and CSV outputs are the 
download options available. 
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Transaction Report This report displays all generated 
transaction activity originated 
from within Online Banking 
during a specified period of 
time.  

The report can be filtered to 
include specific accounts. 

This report supports user 
defined dates for a dynamic 
date range (i.e. Last week, Last 
business day, etc.) or a specific 
date range containing a 
definitive start and end date.  

PDF output is the only 
download option available. 

 

Company User Activity 
Report 
 

This report displays all activity 
taken by company users within 
Online Banking, such as logins 
and password changes.  
 
The report can be filtered to 
exclude the financial 
transactions included in the 
transaction reports.  

 

This report supports date 
ranges of previous day and 
current day up to the time the 
report is generated.  

PDF output is the only 
download option available. 

 

Checks Paid Report 
Previous Day(s) 

– Contains checks paid by the 
company over the defined date 
range.   

This report supports user 
defined dates for a dynamic 
date range (i.e. Last week, Last 
business day, etc.) or a specific 
date range containing a 
definitive start and end date.  

PDF, XLS, and BAI2 output types 
are available. 

 

ACH Activity Report 
Previous Day(s) 

– Aggregates all ACH Activity over 
the given time period.  

Available in PDF, XLS, or BAI2 

 

Sheduling and Running a Report 
1. Click on the ‘Reports’ option in the navigation menu. 
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2. Select the report in the list on the right side of the screen you wish to schedule and run. 

 

 

NOTE: Each report instance can be renamed according to need.  Filters will vary depending 
upon which report is being generated.  The example shown below is the ‘Account Activity 
Report’.  
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3. Click on ‘File Formats’ to view the output formats available for the specific report being 
generated.  There is no additional action required for this step. 
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4. Select the account(s) to be included in the report.  Reports will turn red when selected.  
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5. Select the date range for the report.  A standard ‘From’ and ‘To’ date range can be 
designated or a dynamic date range (i.e. Last Business Day, Last Week, etc.) 
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6. Select the desired schedule for how often the report should automatically run.  
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7. Click ‘Save and Run’ to run the report immediately.  Click ‘Save’ to only schedule the 
report. 

 

 
 

8. The format icon(s) will appear next to the scheduled report once it has been completed.  
Click on the format icon to open the report.  

 

 

 
 

 

 

 



Reports 
 

Reports Modified 09/22/2016 10 | Page 

© 2016, Q2 Software, Inc. Confidential and Proprietary. Information within this document is subject to change. 

9. Click on the pencil icon to edit the existing report.  

 
 

10. Click on the downward facing arrows to edit or delete the existing report. 
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