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Overview 

Use Reporting to create custom reports from account summary 
and transaction data.  

The following reports are available via Business Internet 
Banking reporting. The reports available to you are dependent 
upon your Reporting package. 

Transaction Search  
Transaction Search allows users to search and report on 
specific transactions within Reporting. Search criteria includes 
Account, Date, Transaction Type(s), Amount (or Range), 
Check Serial Number, and Show Transaction Description. The 
transaction search results may be sorted by Date, Transaction 
Description, Dollar Ascending/Descending, and Reference 
Number. If check imaging is implemented, then paid checks 
can be viewed via the search results. 

Quick Balance Report  
The Quick Balance Report displays current business day (with 
both a date and time stamp) or prior end-of-business day (with 
a date stamp) balance information for all accounts (both 
checking and savings). The report is available for screen 
viewing. More detailed transaction information for individual 
accounts may be accessed through this report.  

Summary Report 
The Summary Report displays summarized account 
information and totals for a selected date. The report allows 
filtering of report information by Account Number for the 
current date, prior date, or a specific date. The report is 
available for screen viewing or downloading. 

Transaction Detail Report 
The Transaction Detail Report displays transaction details for 
selected accounts. The report allows filtering of report 
information by Account Number, Date Range, and Transaction 
Type, with or without Detail Text. The report can be sorted by 
Date, Transaction Type, Dollars (ascending or descending), or 
Customer Reference and is available for screen viewing or 
downloading. 



Combined Report 
The Combined Report is a combination of the Summary Report 
and the Transaction Detail Report. The report allows filtering of 
report information by Account Number, Date Range, and 
Transaction Type, with or without Detail Text. The report can 
be sorted by Date, Transaction Type, Dollars (ascending or 
descending), or Customer Reference and is available for 
screen viewing. 

Account Detail Report 
The Account Detail Report displays detailed account 
information. You can print reports, or export transaction data to 
the accounting software on your PC. The report allows filtering 
of report information by Account Number, Transaction Type, 
and Date Range. The report can be sorted by Date, 
Transaction Type, Dollars (ascending or descending), or 
Reference Number. 
 
Note:  QuickLinks may be used to save frequently used report 
selection criteria for Summary, Transaction Detail and 
Combined Reports. 
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Transaction Search 

Transaction Search allows users the ability to search and 
report on specific transactions. 

To access the Transaction Search Criteria page: 

1. Select Transaction Search  under the Reporting  or 
Account Reporting  module on the navigation bar. 

The Transaction Search Criteria page will display. 

Transaction Search Criteria Page 

 
2. Click the Account  drop-down arrow and select an account. 

3. Enter a Date or date range or use the calendar icons to 
select a date. To select a specific date, enter the same date 
in both date fields.  

4. Select Transactions , or accept the default of All 
Transactions . Use Ctrl-click to select multiple transactions. 

5. Enter a transaction Amount  minimum and maximum value 
(optional). If a value is entered in only the first field, then the 
system will assume a specific dollar value. If you intend to 
select transactions “up to” $X, then you must enter 0.00 (or 
0) in the first field and the X value in the second field. If no 
decimal is entered, the amount is interpreted as a whole 
dollar.   

6. Enter a Check Serial Number  (optional). No field validation 
is performed on the value entered in this field. 

7. Click the Include text information  checkbox to include any 
text information recorded by the bank. 

8. Click Search for transactions . 

The Transaction Search Results will display. The results display in 
a default sort order of descending date (newest to oldest). If there 
are no transactions found that meet the search criteria, then the 
text “No Transactions Found” will display. 



Transaction Search Results 

 
If Reference ID  is highlighted, then an image may be 
associated with the transaction. Click this field to display the 
image. A separate browser will reflect the image (where 
available). See Error! Reference source not found.  on page 
Error! Bookmark not defined.  for more detailed information 
on viewing check images. 

Transaction Search Results Field Descriptions 

Field Description 

Post Date The date the transaction was posted to Business Internet Banking. 

Reference ID  Customer reference number. 

Transaction Type The type of transaction (i.e. BAI Code, Check Paid). 

Debit The amount debited from the selected account. 

Credit The amount credited to the selected account. 

Notes: 
·  If all columns of the report are not visible, use the scroll 

bars to move from left to right or up and down. Computer 
settings can also be adjusted to change the resolution of 
the standard screen view. A resolution setting of 1024 x 
768 is recommended. If there is no available data for a 
field, then the field will remain empty. 

·  Transactions are not displayed in order of posting. 
·  The report information can be sorted by clicking the 

desired field name in the table header. An icon will 
represent the selected field.  

·  To change the report criteria, click the Transaction 
Search Criteria  link. 

 



Quick Balance Report 

The Quick Balance Report displays summary totals for all accounts. 
The report displays information for each type of account (checking 
and savings). Available balance detail categories are selected by the 
bank. Please contact the bank for an explanation of these 
categories.  

Use Quick Balance Report Criteria to select or "filter" the information 
displayed in the Quick Balance Report. 

To access the Quick Balance Report Criteria page: 

1. Select Quick Balance Report under the Account Reporting  
or Reporting  module on the navigation bar. 

The Quick Balance Report Criteria page will display. 

Quick Balance Report Criteria 

 
2. Select an Account(s) . 

Note:   The account information can be sorted by ABA, Account 
Number, or Description. Click the desired field name in the 
table header. An icon will represent the selected field. 

3. Select an Account Sort  option (the criteria upon which 
accounts will display), or accept the default of Account 
number . 

4. Select a Report view  option, or accept the default of 
Landscape . 

Note:   This option refers to the display of the data on the 
screen and should not be confused with the print orientation. 
Selecting Landscape  will display the report in a horizontal 
format, while selecting Portrait  will display the report in a 
vertical format. 

5. Click Generate report . 

The Quick Balance Report will display. 



Quick Balance Report 

 
All times are expressed in Eastern Time. Balance information 
with both a date and time stamp is Intraday (current day) 
activity. Balance information with only a date stamp is the most 
recent end-of-business day (prior day) activity. 

Notes: 
·  If all columns of the report are not visible, use the scroll bars to 

move from left to right or up and down. Computer settings can 
also be adjusted to change the resolution of the standard 
screen view. A resolution setting of 1024 x 768 is 
recommended. If there is no available data for a field, then the 
field will remain empty. 

·  The report information can be sorted by clicking the desired 
field name in the table header. An icon will represent the 
selected field.  

·  To review more detailed transaction information for an 
individual account, click on an Account Number. 

·  To change the report criteria, click the Quick Balance Search 
Criteria  link. 

 

 



Summary Report 

The Summary Report displays summarized account information 
and totals for a selected date. Use Summary Report Criteria to 
select or "filter" the information displayed in the Summary 
Report. 

To access the Summary Report Criteria page: 

1. Select Summary Report  under the Account Reporting  
module on the navigation bar. 

The Summary Report Criteria page will display. 

Summary Report Criteria Page 

 
2. Select an Output to  option, or accept the default of 

Screen . 

Select Screen  to display the report on the computer 
screen. Select CSV File  or BAI2 File  to download the 
information for use in other reporting packages.  

3. Select an Account(s) .  

Note:   The account information can be sorted by ABA, Account 
Number, or Description. Click the desired field name in 
the table header. An icon will represent the selected field. 

4. Select a Date range .  The calendar icons may be clicked 
to select dates.  

Select Previous business day  to display information as 
of close of business on the previous business day, 
Current day  to display Intraday information, or a 
Specific date  to specify a particular date. 

5. Select an Account Sort  option (the criteria upon which 
accounts will display), or accept the default or Account 
Number .  

6. Select a Report View  option, or accept the 
default. 



Note:   This option refers to the display of the data on the 
screen and should not be confused with the print orientation. 
Selecting Landscape  will display the report in a horizontal 
format, while selecting Portrait  will display the report in a 
vertical format. 

7. Click Generate Report . 

The Summary Report will display. 

Summary Report 

 
To review more detailed transaction information for an 
individual account, click on an Account Number . 

Notes: 
·  If all columns of the report are not visible, use the scroll 

bars to move from left to right or up and down. 
Computer settings can also be adjusted to change the 
resolution of the standard screen view. A resolution 
setting of 1024 x 768 is recommended. If there is no 
available data for a field, then the field will remain 
empty. 

·  The report information can be sorted by clicking the 
desired field name in the table header. An icon will 
represent the selected field.  

·  To download the report in a different file format, click the 
Download this report as  drop-down arrow, select a file 
format and click Go. 

·  To save the search criteria for future use, click the 
Create a QuickLink link. The reports are located under 
QuickLinks  on the navigation bar. 

·  To change the report criteria, click the Summary 
Report Criteria  link. 

Summary Report Field Descriptions 

Field Description 

ABA The routing transit number. 

Account Number/Account Name The account number and account name. 

Summary Information Summary information associated with the selected account. 



Note:  If the CSV file or BAI2 file output option was selected on 
the Summary Report Selection page, a download dialog box 
will display. 

a. Select Save. 

b. Enter a file name, typing over the system-entered file 
name, if necessary. Note the location of the file.  

c. Click Save to begin the download. 



Transaction Report 

The Transaction Report displays transaction details for 
selected accounts. Use Transaction Report Criteria to select or 
"filter" the information displayed in the Transaction Report. 

To access the Transaction Report Selection page: 

1. Select Transaction Report  under the Account 
Reporting module on the navigation bar. 

The Transaction Report Criteria page will display. 

Transaction Report Criteria Page 

 
2. Select an Output to  option, or accept the default of 

Screen . 

Select Screen to display the report on the computer 
screen. Select CSV File  or BAI2 File  to download the 
information for use in other reporting packages.  

3. Select an Account(s) . 

Note:   The account information can be sorted by ABA, 
Account Number, or Description. Click the desired field 
name in the table header. An icon will represent the 
selected field. 

4. Select a Date range .  The calendar icons may be clicked 
to select dates. 

Select Previous business day  to display information as 
of close of business on the previous business day, 
Current day  to display Intraday information, Since last 
download  (valid for Quickbooks only) to download 
information since the last report download or From/To  to 
specify a particular date or date range.  

5. Select a Transaction type, or accept the default of All 
Transactions . Use Ctrl-click to select multiple 
transactions. 



6. Select an Account Sort  option (the criteria upon which 
accounts will display), or accept the default of Account 
number .  

7. Click the Include  transaction  detail checkbox to include 
any text information recorded by the bank. 

8. Click Generate Report . 

The Transaction Report will display. 

Transaction Report 

 
All times are stated in Eastern Time (ET). Information with both 
a date and time stamp is Intraday data. Information with a date 
stamp is the most recent end-of-business day data. 
Transactions are not displayed in order of posting. 

If Reference ID  is highlighted, then an image may be 
associated with the transaction. Click this field to display the 
image. A separate browser will reflect the image (where 
available). See Error! Reference source not found.  on page 
Error! Bookmark not defined.  for more detailed information 
on viewing check images. 

Notes: 
·  If all columns of the report are not visible, use the scroll 

bars to move from left to right or up and down. 
Computer settings can also be adjusted to change the 
resolution of the standard screen view. A resolution 
setting of 1024 x 768 is recommended. If there is no 
available data for a field, then the field will remain 
empty. 

·  The report information can be sorted by clicking the 
desired field name in the table header. An icon will 
represent the selected field.  

·  To download the report in a different file format, click 
the Download this report as  drop-down arrow, 
select a file format and click Go. 



·  To save the search criteria for future use, click the 
Create a QuickLink link. The reports are located 
under QuickLinks  on the navigation bar. 

·  To change the report criteria, click the Transaction 
Report Criteria  link. 

Transaction Report Field Descriptions 

Field Description 

ABA The routing transit number. 

Account Number/Account Name The account number and account name. 

Post The date the transaction was posted. 

Cust Ref Customer reference number. 

Transaction Description A description of the transaction. 

Credit The dollar amount credited to the account. 

Debit The dollar amount debited from the account. 

Note:   If the CSV file, BAI2 file, or Quickbooks® file output 
option was selected on the Transaction Report Criteria page, a 
download dialog box will display. 

a. Select Save. 

b. Enter a file name, typing over the system-entered file 
name, if necessary. Note the location of the file.  

c. Click Save to begin the download. 



Combined Report 

The Combined Report is a combination of the Summary Report 
and the Transaction Detail Report. Use Combined Report 
Criteria to select or "filter" the information displayed in the 
Combined Report.  

To access the Combined Report Criteria page: 

1. Select Combined Report  under the Account Reporting  
module on the navigation bar. 

The Combined Report Criteria page will display. 

Combined Report Criteria Page 

 
2. Select an Output to option or accept the default of 

Screen . 

3. Select an Account(s) . 

Note:   The account information can be sorted by ABA, 
Account Number, or Description. Click the desired field 
name in the table header. An icon will represent the 
selected field. 

4. Select a Date range .  The calendar icons may be clicked 
to select dates. 

Select Previous business day to display information as 
of close of business on the previous business day, 
Current day to display Intraday information, or a Specific 
date to specify a particular date.  

5. Select a Transaction type. Use Ctrl-click to select multiple transactions. 

6. Select an Account sort  option (the criteria upon which 
accounts will display).  

7. Click the Include  transaction  detail checkbox to include 
any text information recorded by the bank. 

8. Click Generate Report . 

The Combined Report will display. 



Combined Report 

 
All times are stated in Eastern Time (ET). Information with both 
a date and time stamp is Intraday data. Information with a date 
stamp is the most recent end-of-business day data. 
Transactions are not displayed in order of posting. 

If Reference ID is highlighted, then an image may be 
associated with the transaction. Click this field to display the 
image. A separate browser will reflect the image (where 
available). See Error! Reference source not found.  on page 
Error! Bookmark not defined.  for more detailed information 
on viewing check images. 

Notes: 
·  If all columns of the report are not visible, use the scroll 

bars to move from left to right or up and down. Computer 
settings can also be adjusted to change the resolution of 
the standard screen view. A resolution setting of 1024 x 
768 is recommended. If there is no available data for a 
field, then the field will remain empty. 

·  The report information can be sorted by clicking the 
desired field name in the table header. An icon will 
represent the selected field.  

·  To download the report as a BAI2 file, click the Go button 
associated with the Download this report as  field. 

·  To save the search criteria for future use, click the Create 
a QuickLink link. The reports are located under 
QuickLinks  on the navigation bar. 

·  To change the report criteria, click the Combined Report 
Criteria  link. 

If the BAI2  file output option was selected on the Combined 
Report Criteria page, a download dialog box will display. 

a. Select Save. 

b. Enter a file name, typing over the system-entered file 
name, if necessary. Note the location of the file.  

c. Click Save to begin the download. 



Account Detail Report 

The Account Detail Report displays detailed account 
information. You can print reports, or export transaction data to 
the accounting software on your PC. Use Account Detail 
Criteria to select or "filter" the information displayed in the 
Account Detail Report.  

To access the Account Detail Criteria page: 

1. Select Account Detail Report  under the Reporting  
module on the navigation bar. 

The Account Detail Criteria page will display. 

Account Detail Criteria Page 

 
2. Select an Output to option or accept the default of 

Screen . 

3. Select an Account(s) . 

Note:   The account information can be sorted by ABA, Account 
Number, or Description. Click the desired field name in 
the table header. An icon will represent the selected field. 

4. Select a Date range .  The calendar icons may be clicked 
to select dates. 

Select Previous business day to display information as 
of close of business on the previous business day, 
Current day to display Intraday information, Since last 
download  (valid for Quickbooks only) to download 
information since the last report download or From/To  to 
specify a particular date or date range.  

5. Select a Transaction type. Use Ctrl-click to select 
multiple transactions. 

6. Select an Account sort  option (the criteria upon which 
accounts will display). 



7. Click the Include  Transaction  Detail checkbox to 
include any text information recorded by the bank. 

8. Click Generate Report . 

The Account Detail Report will display. 

Account Detail Report 

 
If Reference ID is highlighted, then an image may be 
associated with the transaction. Click this field to display the 
image. A separate browser will reflect the image (where 
available). See Error! Reference source not found.  on page 
Error! Bookmark not defined.  for more detailed information 
on viewing check images. 

Notes:   
·  The report information can be sorted by clicking the 

desired field name in the table header (with the exception 
of Calculated Balance and Image). An icon will represent 
the selected field.  

·  Transactions are not displayed in order of posting, 
therefore, the Calculated Balance may not be accurately 
associated with the individual transactions.  

·  To download the report in a different file format, click the 
Download this report as  drop-down arrow, select a file 
format and click Go. 

·  To change the report criteria, click the Account Detail 
Report Criteria  link. 

 
If the BAI2 file, CSV file, QIF file, Quickbooks® file, or 
Quicken® file output option was selected on the Account Detail 
Report Criteria page, a download dialog box will display. 

a. Select Save. 

b. Enter a file name, typing over the system-entered 
file name, if necessary. Note the location of the 
file.  

c. Click Save to begin the download. 



 



Notes: 

 


