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How to Navigate and Create Reports  
 

1. Navigate to Reports. 

 
 

Create Prior Day Balance Report 
 

1. Select Prior Day. 

 
 

2. Select desired account from drop down and select Update to generate prior day balance 
report. 

3. Select Details to generate a BAI2 formatted report for download to CSV. 
 
Create Activity Report 

1. Select Activity. 

 



 
 
 

4607 W. Sylvania Ave. | Toledo, Ohio 43623 | 419-841-7773 | www.signaturebankna.com | Service is our Signature. 

2. Select the filter icon, then select All Transactions. 

 
 

3. Select Groups or Specific transactions.

 
 

4. Select Transaction codes. 

 
 

a. All Debits/All Credits will show all transaction types and All ACH Credits/All ACH 
Debits will only show ACH transactions. 
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5. Select the desired date range. 

 
 

6. Select Update and Activity will populate. 

 
 
Create Summary Report 

1. Select Summary, desired account from drop down and select Update. 
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2. Zero balance will show until activity has happened in date range selected. 
 
Create Positive Pay Report 

1. Select Positive pay. 

 
 

2. Select Report type (Items, Items Maintenance, or Items exceptions), select date range and 
select Update. Your report will generate with requested information. 

 
 
Run Saved Report 

1. Select Saved Report. 

 
 

2. Saved Reports will be listed. 

 
 

a. You can select any saved report or Rename/Delete any saved report.  

 
 


