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Payments Reports – User Guide

This reporting feature gives businesses the ability to build and 
run reports based on their Business Banking ACH & Wire 
payment data and template data. 

“Reports” shows in the main 
Business Banking menu. 

Business Banking Reports offer six (6) report types.
• Completed Payments Report
• Scheduled Payments Report
• Declined/Failed Payments Report
• Templates Report
• Scheduled Recurring Payments Report
• Pass-through Report

Upon first access, the business sees default report templates for each report type.

Notes:  
• Unlimited report templates are allowed.
• Filter options (see next page) do not reflect transaction types granted 

to the business, e.g. the business will see International Wire as a 
payment type even if it’s not enabled for the business.

• When running a report, the user’s entitlements are enforced, even if the 
report template contains selections the user is not entitled to view.
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Choose which fields of data to 
include in the report. Options 
depend on Report selected. 
“Export Only Fields” includes 
additional fields shown only in the 
downloaded CSV file.

Set date filter, based on created or 
settlement date. Max one year in the past 
to one year in the future.

Select payment type(s).

Choose funding account(s) –
closed accounts are included..

“Run report” generates an ad hoc report. 
“Save report template” prompts the 
business to create a report template name.

Select transaction type(s).

Select the type of report, which 
determines the filters (“Scheduled 
payments report” in this example).



September 2020 3

Payments Reports – User Guide

This screen shows the Reports landing page once the first template is created.

Filter by report type.
Build a new report.

Search for a 
specific report.

Current report templates 
listed with last run date.

Options: Edit, Run Report, 
Export Report, Delete

Run a report from the build a report screen or from the template options. The first 100 
records display on screen and the Export option provides all records.

Select “Export report”, give the report 
an export name, and the browser 
provides the .csv file to open or save.
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