Information Reporting

VERITEX

COMMUNITY BANK

Scheduling and Running a
Repori

My Accounts
. . , . Home =)
1. Click on the ‘Reports’ option under the Messages
) R »
Transfers & Activity’ menu. Transfers & Actviy ACCOUNTS
s e Available: $225.27 @
Current: $225.27 @
SmiCeer Commercial Checking **2607 : Commercial Checking **2608 :
Avallable Balance $13.59 Avallable Balance $211.68
Reports Current Balance $13.59 Current Balance $211.68
E-Documents
Reports A search
. . -
2. Click the ‘New Report’ link and select the
Results Fiters: @ Private  Shared + New Repo
desired report from the list. Previous Dey(s) Transaction Reporss Currenc Day Online Banking Acivity
ACH Activity Report - Previous ACH Passthru File Uploads Bal and Activity Stmnt - Current Bal and Activity Stmint - Prev
Dayl(s) Day Day(s)
Cash Position - Previous Day(s) Company Entitlements Report
Checks Paid Report - Previous Company User Activity Report

Day(s)
Online ACH Originations
ZBA Activity Report - Previous

Day(s) Online Wire Originations
Transaction Report

User Defined Report - Prev Day(s)

Wire Transfer Report - Prev
Day(s)

. o New Bal and Activity Strrift - Prev D
3. Indicate whether the report is Private or i e T ey

S h O red . Do you want this report to be private or shared?

) Private

Change report type

® Shared

4. Designate the desired name for the T m——
report. ot

What accountls) do you want to include?
Al Accounts (2)

Select specific account(s)

What dates do you want to include?

How often do you want this report to run?
@ On Demand
) Every Business Day

Every Calendar Day

) Weekly

) Monthly

5. Indicate which accounts need to be p—
included in the report.

Questions2 Call our customer support.
Phone: 833-VERITEX (833-837-4839) or 469-443-9912 (Treasury Support: 972-349-6195)
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NOTE: This step only corresponds with reports
associated with account information.

a. Click the 'All Accounts’ box fo
include all available accounts in
the report.

b. Click the ‘Select specific
account(s)’ link to choose
individual accounts to be included
in the report.

c. Select the accounts to be included
in the report. Either select by label
or by individual account.

6. Select the date(s) to be included in the
report.

Select one of the dynamic date
range options. (A rolling date
range that shifts in accordance
with the current day)

NOTE: Information can be pulled as far back
as the oldest fransaction that exists within
Online Banking for the respective account(s).

7. Select ‘Create and Run’ to run the report
immediately and to save the recurrence.
Select ‘Create’ to schedule the report
without immediately running it.

Questionse Call our customer support.
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SELECT ACCOUNT(S)

Q,
Showing: m Selected

Accounts:

Selectall | Clear afl

! Commercial Checking
00X 2607

I ceount selecred Cancel “

What dates do you want to include?

Last Business Day
Last Week

Last Month

Last 30 Days

Last 60 Days

Last 90 Days

Custom Dates i

How often do you want this report to run?
) OnDemand
() Every Business Day
! Every Calendar Day
Q Weekly

() Monthly

Cancel Create and Run
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8. The status of the report will display on the
screen as it is scheduled, queued or in
progress.

9. Click the Actions option to View History,
Run On-Demand, edit, copy, or delete
the specific report.

Questionse Call our customer support.
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Reports A Search

Results Filters Private  Shared

Name Last Run Download Type

Sample 10/16/2023 Scheduled Balance and Activity Statement - Previous Day(s)

+ Wew Report

Actions

View History

Rur Now

Edic

Copy

Delete
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