
 

Exchange 
Reporting 
 
 
 
This Quick Reference Guide is to assist you in navigating balance & transaction reports within Exchange.  You will learn 
how to use the card view to make a transfer, export/download reports, view balance history and much more.  Use the 
table of contents below to navigate to different topics within this guide. 
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Accounts Overview 
 
 
  

To view current and previous day balance and transaction 
activity, from the Reporting menu, select Accounts. 

Whether performing a transfer using the card drop method 
or clicking “Transfer”, you are directed to the New Transfer 
screen to supply the additional info to fulfill the request, 
such as date and amount and recurring option. 

Once complete, click “Submit”. 

Accounts are displayed in a card view 
providing current balance information for 
both checking and loan accounts. 
• You may click and hold one card 

and drag over another to perform a 
quick transfer. 

• Selecting “Details” will take you to 
activity details for that account.  

• Selecting “Transfer” is another way 
to perform an account to account 
transfer. 
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Accounts - Details  

When viewing deposit account detail, you are provided with a Balance and 
Transaction summary for the account as well as the date and time it was 
updated.  Prior history up to 18 months can be searched in 90 day increments. 
 
You may “View Another Account” by clicking the dropdown and selecting another 
account. 

Loan account provides similar 
Balance and Transaction 
summary information for the loan. 

Beneath the balance information is the transaction history. 
• Providing post date, transaction description, transaction detail, running balances 

and whether there is an image available to view.  Customizing the view by adding 
or removing columns may be necessary for a complete view. 

• If an image is associated with a transaction, an icon is shown under the “Image” 
column.  Click the “icon” to open the image. 
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Accounts – Viewing Images  

Once the image opens: 
• If viewing a deposit, you may export to a CSV file all deposit offset detail, by clicking the “Export” icon at the 

top left under the account name/number. 
• You are able to view front or back of the item by selecting the view to the left of the image. 
• You may also print, zoom or save the image. 
 
Just below the image, if viewing a deposit, is a list of all items that made up that deposit.  Clicking “View” next to 
any item will provide you an image of the offset. 
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Statements & Documents 
 
  

To view DDA, Account Analysis or Loan Statements, 
from the Reporting menu, select Statements & 
Documents.  Note:  Statements & Documents 
maintains seven years of statement history and 
begins when the service is added for the account. 
 

• Select the “Statement type” you wish to view, e.g. AA or 
DDA.   

• Select “Accounts” for the statements you wish to view.  
The list of selected accounts appears under the 
“Selected accounts” tab.  Up to 10 accounts may be 
selected in a single search. 

• Select the “Statement Period” you wish to search.  
Fields automatically display the oldest statement period 
found in the “From” field and the most recent statement 
period in the “To” field. 

• Click “Search”. 

• Click “View” to open statement in another browser tab. 
• Click “Download” to generate a PDF statement to save to your computer. 
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Exporting and Downloading Information 
 

• When exporting content, the file is built and 
retrieved under Download. 

• From the Reporting menu select Download. 
• Some exports will provide a pop up notification 

at the bottom of the screen when the export is 
ready to retrieve now or later under Download. 

• Before attempting to download, click “Refresh” if the export status does not show 
“Complete”. 

• To download the exported data, select “Download” from the “Actions” dropdown 
menu for the file to download.  Depending on your browser setting, either you 
will be prompted to provide a location for the file, or the file may appear at the 
bottom of your browser window. 

• To create a new export, click “Export” in the top left.   
Note:  Downloads are purged after 90 days. 

For all exports an “Export Data” window opens. 
• Select the “Export Type” ex: CSV, Quicken, etc. 
• The “File Name” defaults to a system-generated name, but it is editable to change. 
• Based on the “Export Type” selected, there may be additional criteria to select or input. 
• Once you have selected your criteria, click the “Create Export” button to create your output file. 
 
NOTE:  Balance Reporting exports that included multiple days and accounts will show all balances at 
the top with all transactions listed below. 


