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1. Click the Reports
button

2. From the Reports

select the report
you wish to
generate

Name drop-down,

Printing Reports and Check Images

Follow these steps when you wish to run and print a report and/or check images.

File  Tools Setup Help

Jn & [
2 & wm &(@
Home Scan Queues EPay  Search§ Reports
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Scan Check
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Accept ECheck/ACH

Welcome Kristin Martin

Aerts

There are no alerts at this time.

Users

Kiistin Martin 8:47 AM

Accept Credit Card

File Tools Setup Help

Billing Amounts
Billing Transactions

Client Reconciliation

Date Range Surnmary

End Of Day

End Of Day Check

End Of Day Credit Card

End Of Day Date Range

Full Transaction Listing
MNaotification of Change

Pmts by Motice Type

Portal Users

Returned ltemns

Site Contacts

Site Crganization

Trans By Settlement and User
Transaction Details
Transaction Master
Transaction Master (Raw Data)

Transactions By Settlement
User Permissions
User Sessions

Billing Transactions By Settlement

Transaction Master with Ledger Rows

A :H: i [
B 4+ e % Report Mame || (
Home Scan Queues EPay Messages{14) Search Reports Tudit Settlernent Detail
Audit Site Detail l(
‘ Batch
H 4 of b M | & 2 = A3 B~ | [100%% ~||Batch User Summary With Counts

y  Date Type = Scan Date
)  Item Status = Approved

»  Transmit Date = current day’s date

In our example, we selected the Batch report. The report parameters show,
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Printing Reports and Check Images
,:;{ ETMI B =3 +
File Teols Setup Help
,:'\ v L= I '\ 0 Report Mame Batch -
Home Scan Queues EPay Search Reports
ﬂ]'ateType Sean Date - TransmitDate |G,r25,r2.|]2\|] |
QemStatus Approved o Page Break Batches () Tue (@ False
NOTE: Reports default to pull the prior File Took Setup Help
day’s information. If you wish to s _ i D
. . * = Report Name Batch
capture the same day Informatlon, Home  Scan Queues EPay Search Reports
select the/ Date Type TransmitDate |5,rz5;2|}2ﬂ |
. « S (Transmit Date )
) Date Type = Transmit Date - aate Page Break Batches () Tue (@) False
Y Item Status = Transmitted
»  Transmit Date = current day's date
3. Click the View Report button (right side of screen)
View Report
When the report is generated, the Report Summary shows on the page 1.
T
WS F ]
4 C| k th N t P File Tools Setup Help
. IC e Next Fage " =
N b (W] i “% o Report Name Batch -
iCOﬂ to VieW Home Scan Queues EPay Search Reports
detai|S. Date Type | gean Date 5 TransmitDate |5;25;21}2|} |
\ ltem Status Approved e Page Break Batches () True () False
M 4 1 of 3 @ & E A E- | 100w - Find | Next
WINDY: 99001100 Windy
Batch User: Kristin Martin
Scan Date: 6/25/2020 tem Status: Approved
Site Name Batch# Type Item Count Amoun_t
99001100 Windy
Batch #1 IMAGE 3 540,053.78
Batch#2 IMAGE 3 3322867
Total Batches: 2 1 540,376.45
Grand Total Batches: 2 6 540,376.45
G25/2020 11:08 AM Page 1 of 2
™
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Page 2 shows the detail of

Printing Reports and Check Images

1 of 2 b M P | B A3 H- | 100% - Find | MNext
each Batch shown on the WINDY: 99001100 Windy
Report Summary page. Batch User: Kristin Martin
Scan Date: 6/252020 ltem Status: Approved
Date Type | Scan Date w
ltem Status | Approved = Report Summary
Site Name Batch# Type Hem Count Amount
|| 99001100 Windy
4 4 2 of2 @ Batch # 1 IMAGE 3
WINDY: 99001100 Windy Batch # 2 IMAGE 3
Total Batches: 2 i1
Batch
Pr— Grand Total Batches: 2 / 5 / 540,376.45
99001100 Windy /
1 0825 IMAGE 50518734 Approved 1058 243.52
1 08/25 IMAGE 50518735 Approved 2092 £40,000.00
1 0525 IMAGE 50518738 Approved 2345 $10.26
3tems:  $40,053.78 /
2 06/25 IMAGE 50518738 Approved 2368 §280.72
2 0825 IMAGE 50518738 Approved 2352 $16.95
2z 06/25 IMAGE 50518740 Approved 1047 $25.00
3 tems: 3322 B
B/25/2020 11:08 AN Page 2 of 2
The report can be printed or File Tools Setup Help
exported (saved as various 2 J ik m & @ Report Name Batch .
. . Home Scan Queues EPay Search Reports
format OpthﬂS) using the
. Date Type = TransmitDate 6/25/2020 in
toolbar icons. Scan Date | B
ltem Status Approved o Page Break Batches (O) True (@) False
H 4 2 of 2 :, ',]_(-_*.’ 100% - Find | Mext
WINDY: 99001100 Windy \ o
Excel
Batch ce User: Kristin Martin
PowerPoint
Site Name Batch#  Scan PDF kus Check# Amaount
99001100 Windy TIFF file
1 0gizs MHTML (web archive) oyed 1058 S43.52
1 06/25 CSV (comma delimited) Dved 2082 '540,000.00
oo neEs XML file with report data fred L)
3tems:  §40,053.78
Data Feed

-
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Printing Reports and Check Images

Printing Check Images
1. Click the Search

button File Tools Setup Help
[ . 1
2 ¢ &
Home Scan Queues EPa eports Exit

\ POWERED BY Welcome Kiristin Martin
45’

T Merts
V{' v’ F N I There are no alerts at this time

Users
/ Kristin Martin 8:47 AM
]
Scan Check Accept ECheck/ACH Accept Credit Card
~
2. Enter or select the applicable search parameters | Clear | Search |
Site (Search Includes Children)
NOTE: If you wish to print a report by BATCH |- Any - ~]
(scan), enter the Batch ID Range to filter your Search Seope
search by batch number. O Archive Storage @ Active Storage
ltem Type Date Range
|Aﬂ!{ Vl |Scanned Date V|
3. Click the Search button to initiate the search From:
tem ID Range
Dollar Amourt Range Settlement Account
Min: | | |J\ny V|
T —
Entered By ltem Status or CC-Result
Ay R v|
ABA # or CC-Ref Account or CC-Number®
| | | |
Check # or CCCust Payor *
| | | |
Custom Field 1 Custom Field 2
| | | |
Custom Field 3 Ledger Fields *
| | | |
Change Log Fields * I3A Log Fields *
| | | |
Page 4 of 6
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Printing Reports and Check Images

Your search results show to the right.

[ Clear | [ Search |

Site (Search Includes Chiren)
[179371 Westey Chapel ~]

Search Scope

O Archive Storage ® Active Storage

tem Type Date Range

[y v [ScamedDate  ~|
o
"

Baich ID Range tem ID Range:

4. Selecting items to print
y To print all items,
a. Highlight the first entry
b. Holding the Shift key, click the last item
Y To print selected items,
a. Highlight the first entry
b. Holding the CTRL key, click each entry you wish to print
5. Right click to access the popup menu

6. Select Print Check Detail

Process Transaction
Select All

Review Selected
Hold Selected

Approve Selected

Error Selected
Discard Selected
Return Selected...

-
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and/or export your data.

Printing Reports and Check Images

When the report generates, the check detail is shown. Use the toolbar icons to navigate through the report, print

Include Back Images @) True () False

Check Image Only () True (@) False
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C |1 of 22 b Bl | ¢ @ & B @ .'.;v)wo-x. - Find | Next
Item Number: 172515407 ABA # 283182817 Settlement:
Processing Type: Image Account # 10050004351164 4442 - Fidelity National Title of Florida, Inc.
Status: Approved: USER Check# 1775 As Of Date: 8/23/2020
Type: Personal Amount: 21,000.00 Deposit Date: 6/23/2020
CarlLar: 1000 Field1 Payor:
Coupon: Field2
Endorsement: Fidelity Endorsement Field3
Colt Col2 Cold
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