
 

 

 

Lockbox Reporting  
List View 
Quick Reference Guide 

  



 
2 

LOCKBOX REPORTING 

VIEW LOCKBOX SUMMARY REPORT: 

1. Select Lockbox Reporting from the Reporting menu 

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. In the Locations and Lockboxes drop down, select ALL or a specific Lockbox. 
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5. Click Submit to view Summary Report. 

6. When the Summary Details display, click LIST In the View Toggle section 

 

 

VIEW LOCKBOX DETAIL REPORT: 

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

 

 
 
 
 
 
 
 
 

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

clicking the toggle menu icon below.     

 

 
 

 
 
 
 

9. Images may be viewed by clicking the check icon  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. 

 

 

 

 
 
 
 
 
 

 
4. Click Save Changes. 
5. A saved Note can be edited or deleted by clicking the    icon next to the transaction. 

 


