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Business online banking offers enhanced information reporting for clients who utilize ACH and wire 
services. This allows authorized users the ability to create and run custom reports.  
 
Navigate to Reporting, select Information Reporting  
  
 
 
 
 
 
Select Create New Report  
  
Select from the available 
reports.   
 
 
 
 
 
Note: Company administrators will have access to all available reports by default. The administrator can 
control the reports available to their sub users.  If you do not see a report you feel you need, contact your 
administrator.   
 
Reports are listed by category:  
 Current day reports  
 Previous day reports  
 Online activity reports  
 Transaction reports  
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Select the features for the report being created.  
 
Note: These options will vary depending on the report selected.  
 
 Private – Restricts 

report visibility to the 
report creator only. 

 Share – Allows the 
report to be shared 
with other 
information reporting 
users.  

 Name the report – 
Name is for reference 
on your information 
reporting list.  

 Select the accounts – 
Select the accounts to 
include in the report.  

 How often do you 
want this report to 
run – Select the 
report frequency.  

 What transaction 
codes (BAI) do you 
want included – 
Select the types of 
transactions you want 
to include in the 
report.   

 Create – This saves 
the report details in 
your information 
reporting list for 
future use.   

 Create and run – This saves the report details in your information reporting list for future use and 
runs an immediate report.  

 
Note: It takes several minutes to retrieve the information and generate a report.   
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To view/export reports, navigate to Reporting > Information Reporting. Select the ellipsis (3 dots) on the 
right of the row you want to use. Select the desired action from the drop-down menu.  
 
 View history – This selection allows you to view or export the reports that have been previously 

produced.   
  
 
 
 
 
 
 
 
 Run Now – This will generate a report.  
 
Note: It takes several minutes to retrieve the information and generate a report. You can use this time to 
complete other tasks online then come back to retrieve the report.  
 
 
 
 
 
 
 
 
  
 Edit – Make desired changes to the report.  
 Copy – Create a new report from the copy. Edit the report features as desired and save.  
 Delete – Delete the report if no longer needed.  
  
Favorited reports will be displayed at the top of the list.  
  

 


