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Quick Reference Guide — Balance and Transaction Reporting (BTR)

The Balance and Transaction Reporting (BTR) workspace provides you with detailed balance and transaction
information from the accounts you have permissions to view.

1. Open the left navigation menu.
2. Click to expand the Reporting menu.
3. Select the Balance & Transactions link.

Home
Payments & Transfers

Reporting

Balance & Transactions

Statements and Reporis

User Management

Payment Fraud Control

The Balance & Transaction Reporting widget includes multiple functional tabs based on your permissions:

e All Accounts
e  Custom Reporting
e Account Activity

Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING  ACCOUNT ACTIVITY "= D
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ALL ACCOUNTS
Account information is presented in two formats, either a (1) tabular list view or a (2) title list view. You are able to
= D

toggle between these two formats via the icon in the upper right corner

Note: Title List view is only available for users with 20 accounts or less.

Balance & Transaction Reporting

ALL ACCOUNTS ~ CUSTOM REPORTING ~ ACCOUNT ACTIVITY ( E-

TODAYS OPENING LEDGER CURRENT AVAILABLE

$48762.92  $52,400.46

THESE BALANCES REFLECT ALL ACCOUNTS

Deposit Accounts

ALL ACCOUNTS O msofoznioozaosizem Y M | @ L &
Analyzed Business Checking 8885 4803378 51.651.35
testinfo image nickname #3036 74914 74911
view1.20¢2 weear [ |1

Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING ~ ACCOUNT ACTIVITY  WIRE DETAIL

Deposit Accounts

TEST INFO IMAGE NICKNAME ANALYZED BUSINESS CHECKING
ACCOUNT NUMBER ACCOUNT NUMBER
%3036 *3+8B85

CURRENT AVAILABLE CURRENT AVAILABLE

$749.1 $51,651.35
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In All Accounts list view

1. Click on + to view more information. You can also view the account details by clicking on the account name
link.

2. Click on the @icon to unlock masking view and view the full Account Number.

3. Click on the account name to view the Deposit Account Details screen.

Balance & Transaction Reporting

ALL ACCOUNTS ~ CUSTOM REPORTING ~ ACCOUNT ACTIVITY \'E-
Deposit Accounts TODAYS OPENING LEDGER CURRENT AVAILABLE

$48,782.92  $52,400.46

THESE BALANCES REFLECT ALL ACCOUNTS

ALL ACCOUNTS O mommnou ¥ [ | 8 L
ACCOUNT NAME ACCOUNT NUMBER TODAY'S OPENING LEDGER CURRENT AVAILABLE
Analyzed Business Checking 865 48033.78 5165135
test info image nickname 3036 74914 749.11
VIEW 120 2 DisPLAY ‘ Al ‘ 1
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From the Deposit Account Detail screen, you can

1. View transaction details of the selected account.
2. Assign a Nickname to the account displayed for all users.
3. View additional account balance information as available.

Deposit Account Details

DEPOSIT ACCOUNT Balances as of
02/10/2023 03:25 PM
ACCOUNTS

TODAY'S OPENING LEDGER CURRENT AVAILABLE

$48033.78  $51651.35

Analyzed Business Checking - ***8..

Assign Nickname

TRANSACTIONS FOR

‘ 02/04/2023 - 02/10/2023 [34]

ALL TRANSACTIONS - O Asofeznonezzezzsem YO | & L

DATE DESCRIETION

Pending Deposit Deposit - ACH BWE test -SETT-ACH 3,625.00

02/09/2023 Misc debit Withdrawal Internet Transfer to 1139, 1.00

48,033.78
02/09/2023 WDAL - ACH BWB test -SETT-ACH ORIG - Test File 1.45 4803478
02/09/2023 Misc debit Withdrawal Internet Transfer to 3502 1.00 48,036.23
02/08/2023  Deposit Remote Deposit = 100 2803723
02/08/2023 Chack Chack = 100 000000000001582 48,036.23

In tile view, clicking on the account name also presents the transaction details of the account.

Balance & Transaction Reporting

Add Widget v

CURRENT AVAILABLE

$8,487.43

LOAN Accounts

BUILDING LOAN

ACCOUNT NUMBER
36254512

CURRENT AVAILABLE

$5784.63

CURRENT AVAILABLE

$4,864.14

DEPOSIT Accounts
PREMIER 5% BUILDING ACCOUNT CAPITAL ACCOUNT
'ACCOUNT NUMBER ACCOUNT NUMBER ACCOUNT NUMBER
123123123 23235252 123456789

CURRENT AVAILABLE

$6,507.97
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Account Transfers Via Tile View

The tile view offers a convenient account transfer ability.
1. “Drag” atile onto another tile to indicate the from/to account pair for the transfer.
2. Enter the desired amount to transfer.

ACCOUNT SUMMARY

COMMERCI/

ACTOUNT MUMBER
1000000000003

53,917.81

DEPOSIT Accoumt () MMERCIAL CHEC...

PAYROLL FUNDING

ACTOUNT MUMBER
1000000000005

CURRENT AVAILABLE

$8,320.89

INITIATE TRANSFER

FROM ACCOUNT

Commercial Checking -
1000000000003 ($3,917.81 USD
Available)

$3,917.81 USD Available

TO ACCOUNT

Payroll Funding - 1000000000005
($8,320.89 USD Available)

$8,320.89 USD Available
TRANSFER DATE
06/17/201%

AMOUNT

MEMO

Clear

0.00

Optional

Member FDIC
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Custom Reporting

The “Custom Reporting” workspace allows you to create a single report with one or multiple accounts including

balances, transactions, and total debits and credits.

How to create a Custom Report
1. Click on Balance & Transaction Reporting from the main menu.

Select Custom Reporting.

2
3. Under Report Options select “New Report”
4

Enter a date or a date range under the Date menu.

Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING

ACCOUNT ACTIVITY ~ WIRE DETAIL

REPORT OPTIONS DATE
New Report v l ‘ 02/06/2023
Manage Reports
Today

REPORT CRITERIA

ACCOUNTTYPE

Previous Business Day
Last 7 days
Month to Date

Last Month

Deposit Accounts

Custern Range

5. Select Account Type.
6. Select the accounts to include in your report.

Member FDIC
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7. Select the appropriate Criteria - Status Balances, Daily Transaction Totals, and/or Transactions.
8. Enter a name for your report and Click Save Report.

REPORT CRITERIA
ACCOUNTTYPE ACCOUNTS
Deposit Accounts v ] [ Analyzed Business Checking - xxxxx8885,.. ] ﬁ Unmask account numbers in report output
Ik
N
[ Filter ]
Include B Analyzed Business Checking - xoxx88...

B testinfoimage nickname - xxxxx3036
@) Status Balances

@) Daily Transaction Totals m SELECTALL CLEAR

@) Transactions

RUN REPORT EXPORT  ~- CLEAR

Note: If you would like to unmask the account numbers in your report, click on the padlock icon to unmask
accounts. When the padlock is on the locked position the account numbers in the report view screen and on the
printed report will be masked. The account numbers in the export file will not be masked.

9. Click Run Report to launch the query for the selected report criteria.
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ALL ACCOUNTS ~ CUSTOM REPORTING ~ ACCOUNT ACTIVITY ~ WIRE DETAIL

REPORT OPTIONS

New Report v Modify Criteria PRINT EXPORT  ~/

Manage Reports

1 Account - 02/01/2023 - 02/08/2023 @ Expand account
Analyzed Business Checking ~ ****8885 FIRST DAY OPENING LEDGER  LAST DAY CLOSING LEDGER ‘TOTAL CREDITS (1) TOTAL DEBITS (1)
Period: 02/01/2023 - 02/08/2023 348’[]298[] $48’[]3378 s][][] s][][]

\/  Status Balances Analyzed Business Checking ***8885

FIRST DAY (02/01/2023 AMOUNT LAST DAY (02/08/2023 AMOUNT
Opening Ledger 48,029.80 Opening Ledger 48,020.80
Closing Ledger 48033.78 Closing Ledger 4803378
Opening Available 46,029.80 Opening Available 48,033.78
Closing Available 48,029.80 Closing Available 48,020.80
Average Closing Available MTD 48,033.78 Average Closing Available MTD 48,033.78
Total Credits (0) 0.00 Total Credits (1) 1.00
Total Debits (0) 0.00 Total Debits (1) (1.00)

' TransactionTotals  Analyzed Business Checking *+++8885

02/08/2023
REDITS AMOUNT DEBITS AMOUNT
Total Credits (3) .00 Total Debits (3) a0
Total ACH Credits (0) 0.00
Total ACH Debits (0) 0.00

| Transactions  Analyzed Business Checking ***+8885

DATE TRANSACTION TYPE TRANSACTION DESCRIBTION DEBITS CREDITS  BANK REFERENCE USTOMER REFERENCE RUNNING B
02/08/2023  Deposit Remote Deposit - 1.00 930970020 - 48,033.78
02/08/2023  Check Check 1.00 - 930970030 000000000001 582 48,032.78

Notes:

e  Each account included in the report begins with an account header containing the account name, number,
balance information, total count, and amount for credit and debits.

e  Status Balances, Transactions Totals, and Transactions are displayed below the account number header. By
default, the status balances section is open, transaction totals and transactions sections are closed to reduce
the amount of scrolling that may be required to view the full report.

e  Status Balances includes first day and last day balances for the period selected.

e Transaction Totals includes total credits and debit counts and amounts per day for the period selected.

e Transactions includes all transactions for the period selected with the running balance.

10. To rerun a saved report, select your report from the Report Options menu and click “Run Report”.
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ALLACCOUNTS  CUSTOM REPORTING ~ ACCOUNT ACTIVITY ~ WIRE DETAIL

REPORT OPTIONS DATE
New Report ~ l ‘ 02/06/2023
New Report =
90 days activity I/\\>
Last 7 days

Previous Day

Test Report ACCOUNTS

test123 v ] [ Select ~

How to Print a Custom Report
1. Once the report is run click on the Print tab

Balance & Transaction Reporting

ALL ACCOUNTS ~ CUSTOM REPORTING ~ ACCOUNT ACTIVITY ~ WIRE DETAIL

fomyose —

REPORT OPTIONS

Manage Reports

2 Accounts - 11/01/2022 - 01/31/2023 @) Expand oll accounts
Analyzed Business Checking  ****8885 FIBST DAY OPENMGLEDGER  LAST DAY CLOSING LEDGER TOTAL CREDITS (5) TOTAL DEBITS (7)

Period: 11/01/2022 - 01/31/2023 $62.36  $48,033.78 $48,026.03 $58.59

Note: Printing is defaulted to PDF and landscape orientation. Each account begins in a new page on the
printed report.

Print 47 shoets of paper
B8 Carnbridge 90 days activity
Report Generated: 02/07/2023 045213 PM Deposit Accounts  Period: 11/01/2022 - 01/31/2023 pestingtin B adobepoF =
B FRST DAY OPENING LEDGER LAST DAY CLOSING LEDGER TOTAL CREGHTS (5) TOTAL DEBITS P o -
s % | AT Semso w505
Perid 110172022 -0V 2023 ool =
S —
Moresetogs .
Opening Lecger @3 Opeung Ledger P
Closg Lecger @3 CosngLedger P
Opening Asiatie @3 Opening Asistie P
Gosng Avalaia @3%  Ciocng Aualabie 102980
Avrage Closn Avsiaia MTD @3 Averge Cosing AvsiatieMTD saosa7s
Tors Crecis () 000 Tow Crds () 150
Tors Debis ) 000 TomlOatts 0 000

Transaction Ttals  Analyzed Business Checking **+'8885

o2
g Tt e s e
Tatal Credits (1) 100 Total Debits (1) 200

Tatal ACH Credits D) 000
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How to export a Custom Report

1. To export a report, click on the Export tab.
2. Click on Export, the exported file is then created.

Note: The Export button has a default format of CSV delimited, however, you can select other formats from the drop-
down menu including BAI, Quickbooks, Quicken and STI CSV.

Balance & Transaction Reporting

ALL ACCOUNTS ~ CUSTOM REPORTING ~ ACCOUNT ACTIVITY ~ WIRE DETAIL

Modify Criteria PAINT EXPORT @

2 Accounts - 11/01/2022 - 01/31/2023 -«

How to Delete a Custom Report
1. Select your report from the Report Options.
2. Click on the Manage Reports link.
3. Under the Manage My Saved Reports workspace select a report and click Delete.

Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING ~ ACCOUNTACTIVITY  WIRE DETAIL

REPORT OPTIONS

[ 90 days activity ~ Modify Criteria

| Manage Reports I

Manage My Saved Reports

[T ACTIONS REPORT NAME DATE ACCOUNT TYPE SHARED
[m] Delete 90 days activity 11/01/2022-01/31/2023 Deposit Yes
[m] Delete Last 7 days Last 7 days Deposit No
[m] Delete Previous Day 02/06/2023-02/06/2023 Deposit No
O Delete test123 Last 7 days Deposit No

| DELETE I

How to Modify a Custom Report

1. To Modify a report, click on the Modify criteria link.

2. Modify the criteria of the report and click Run. The report will run based on the modified criteria selections,
however, changes will not be saved. A message stating “changes to this report will not be saved” is displayed.
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Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING ~ ACCOUNTACTIVITY  WIRE DETAIL

REPORT OPTIONS

90 days activity ~ ] | Modify Criteria |

Manage Reports

How to Share a Custom Report

Saved reports can be shared to all permitted users with the same company ID. It's important to note that when a
report is shared, users will only see account numbers, and balance and transactions for the accounts they are
permitted to.

1. Select areport from the Report Options.
2. Enable the “Make available to others” toggle. A confirmation that the report is set to shared is displayed. You
can also click this toggle when creating a new report.

Balance & Transaction Reporting

ALLACCOUNTS  CUSTOMREPORTING ~ ACCOUNT ACTIVITY  WIRE DETAIL

REPORT OPTIONS DATE

i 90 days activity ~ ] ‘ 11/01/2022 - 01/31/2023 @) Make available to others (report must be saved) (O

Manage Reports

Note: You'll be able to share your own reports, however, you are not able to share reports that have been created
by other users and shared with you

The Manage reports list view includes a column to identify which of your reports have been shared. If you want to
keep your report private, make sure the “Make Available to others” toggle is not checked.

Manage My Saved Reports

[ ACTIONS REPORT NAME DATE ACCOUNT TYPE SHARED
[m] Delete 90 days activity 11/01/2022-01/31/2023 Deposit Yes
[m] Delete Last 7 days Last 7 days Deposit No
[m] Delete Previous Day 02/06/2023-02/06/2023 Deposit No
a Delete test123 Last 7 days Deposit No

DELETE
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Account Activity

The Account Activity tab allows you to create a custom report that can be run at your convenience.

1.
2.
3.
4.
5.

Select one or multiple accounts.

Select Date range.

Select Transaction Type if needed.

Select Amount if searching for an specific amount.
Click Submit.

Balance & Transaction Reporting

ALL ACCOUNTS  CUSTOM REPORTING ~ ACCOUNT ACTIVITY ~ WIRE DETAIL

REPORT CRITERIA
oate ACCOUNTS TRANSACTION TYPE AMOUNT  Ritge

5] Select ~ Select v

o ¥ D | &4 48

o

a

Month Al

o|jo|o|DO

Bemo Saving Report MuLTI 2 Quarter to Date Al

6. Select “Save this report criteria”
7. Enter Report name.
8. Click Save.

Save this report criteria

I Previous Day Report l m

Member FDIC OLB-0133a Rev. 02/23 Page 12



csb Cambridge:

SAVINGS BANK

9. Report will be saved. Click on Run to retrieve it or Delete to delete report.

Saved Criteria

Y Om | & Lo

W]

O s ACTIONS REPORT NAME ACCOUNT DATE TRANSACTION TYPE
D Qtr. to Date - All Trans MULTI 2 Quarter To Date All
O Run Previous Day Report 7024 Previous Month All
Delete .
DELETE
Member FDIC OLB-0133a Rev. 02/23 Page 13
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