Lockbox Reporting

List View

Quick Reference Guide

EASTERN TREASURY™

@Eastern Bank




Lockbox Reporting Quick Reference Guide

LOCKBOX REPORTING

Lockbox Summary and Detail Reports along with associated check payment images can be
viewed by clicking Lockbox Reporting within the Reporting menu. Additional Lockbox
Reporting features include creating customized reports and views, saving notes specific to a
payment and maintaining remitter information.
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Please note: this current version of Lockbox Reporting requires all summary and detail
information be accessed using the selection of LIST VIEW to ensure you are able to view
detail transactions for any specific date ranges requested. Additional instructions below.

VIEW LOCKBOX SUMMARY REPORT:
1. Select Lockbox Reporting from the Reporting menu

Lockbox Reporting Add Widget - .

Lockbox Reporting -3

Date(s) Transaction Type Locations And Lockboxes

Check Transactions Soloot- -
Document Only Transaction

2. Click the calendar icon to select a date or date range.
3. Under Transaction Type, check one or both types of transactions to view.

4. Inthe Locations and Lockboxes drop down, select ALL or a specific Lockbox.

Lockbox Reporting Add Widget > l
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Date(s) Transaction Type Locations And Lockboxes

06/29/2020 - 07/28/2020 Check Transactions Fed " (LBOEP) -

Document Only Transaction
m Reset
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5. Click Submit to view Summary Report.
6. When the Summary Details display, click LIST In the View Toggle section
Lockbox Report - (06/29/2020 - 07/28/2020) view Group

View Transaction Details
Summary for 1 Lockbox in 1 Locatien

Total ltems

42

Total Amount

17,452.00

P Export & Print

Filter | Select fields - Summary v
Deposit Date Lockbox Bank Batch No. Payment Type Total ltems Check Amount Total Items by 3
07/27/2020 Fed . (LBOEP) 3190003 Check Transactions 2 61300 2

Fed:  (LBOEP) 3190002 Check Transactions 6 2332.00 6
Fed . (LBOEP) 3190001 Check Transactions 1 743.00 1
7949090 Fare _. fiBAEDY 210001 bt Tomromrtinne % 12220
»
Viewing 1-10 of 34 records Display| 10 ~ |perpage - Page| 1~ [of4 3

VIEW LOCKBOX DETAIL REPORT:

7. Select the View Transaction Details link to view batch details and images.

+ Lockbox Transaction Details - Lockbox

Between 06/29/2020 - 07/28/2020 view  Lst | Group

Py Export & Print & Manage Remitiers Show: Check Transactions | Document Only Transaction

heck Transactions

Filter | Select fields -
Envelope Image Lockbox Date Processed Bank Batch # Entries Remitter Name Remitter Acct # Remitter ABA/RTN Tos|
View Envelope Fed. . (LBOEF) 07/27/2020 3190001 1 JAYNE MA 26653066 000008002 1
View Envelope Fed (LBOEP) 07/27/2020 3190002 1 KELLY 4668936__ adboiss 1
View Envelope = Fed: (LBOEP) 07/27/2020 3190002 1 ELIZABETH 2361100 . 231372691

8. Column headings may be adjusted based on specific data fields captured in Lockbox processing by

clicking the toggle.menu icon below. =

Alphagumeric hahi Alphahumeric 04
raNum to1 o 1@ Bank Batch @
Check # Check Amount Current Day Availabiy Date 01 Da
Date Processed Entries image Invoice Numbe
o N jumeric 0 P
Remitter ABA/RTN Remitter Acct & Remitter Name Trandagtion 1D Mumber
Update |

Image

9. Images may be viewed by clicking the checkicon = in the Image column.
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LOCKBOX TRANSACTION NOTES:
1. Locate the Notes column in the Transaction Detail Report (above).
2. Click Add Note.
3. Type the desired message.

Transaction Notes

43044 LBOEP Batch 7500

Transaction Note

Enter more information about this payment

4. Click Save Changes.
5. Asaved Note can be edited or deleted by clickingthe . icon next to the transaction.

Processed Image Bank Batch # Check No Amount Remitter ABA/RTN Remm Notes k-3

01/24/2020 e 160007 579 20,804.78 021001088 ICCN. B




