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PAYMENT DETAIL REPORT AND TEMPLATE DETAIL REPORT

USER ACCESS

Permitted users can access the Payment Detail and Template Detail report. Follow these 
steps to permit a user to these reports: 

1.	� Navigate to User Maintenance and Add a New User, or Modify Existing

2.	� In Step 2 – Set Permissions, click the Reporting tab

3.	� Scroll through Reports options to Payment Reports

4.	� Check Payment Details 

5.	� Check Template Details

6.	� Click Update. User must be in Approved Status for changes to take effect

 

ACCESSING THE REPORTS

1.	� Login and Navigate to Reporting > Reports Management

2.	� Payment Detail Report will be listed as an available report

3.	� Template Detail Report will be listed as an available report

4.	� Click View
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PAYMENT DETAIL REPORT- SELECT THE REPORT CRITERIA:

1.	� Select from the available Report Criteria: 
a. �ID - enter a Payment ID
b. �Creation Date – enter the date payment was created
c. �Amount – enter the Wire Payment Amount, Transfer Payment Amount.  

For ACH payments enter Batch Amount. 
d. �Enter the Value Date
e. �(optional) Check box to Save this Report

2.	� Click Run Report

3.	� After a brief pause, your report will appear

4.	� Report can be exported as PDF, CSV or Plain Text

SAMPLE REPORT - WITH ID OPTION



Payment Detail Report and Template Detail Report  
Quick Reference Guide 3

SAMPLE REPORT – WITH AMOUNT OPTION
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SAMPLE REPORT - WITH VALUE DATE OPTION

TEMPLATE DETAIL REPORT- SELECT THE REPORT CRITERIA:

1.	� Select from the available Report Criteria
a. �Template Code - enter a Payment ID
b. �Creation Date – enter the date payment was created
c. �Amount- enter the Wire Payment Amount, Transfer Payment Amount.  

For ACH payments enter Batch Amount 
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SAMPLE REPORT – WITH TEMPLATE CODE OPTION

SAMPLE REPORT – WITH CREATION DATE OPTION


