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Overview 
Exporting information in a concise file is a helpful tool to in the account reconcilement process. 

 
There are three areas to export essential transaction information: 

1. Quickly “Export” all transactions from Account Activities 
2. Create a file to your specifications of data from “Export Profiles” 
3. Download from “Reports” specifically for Payments, Transfers, and Checks 
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Select the date range you want to export. 
1 

l!lll"thOr'I ...... 
Se-.arch I Reset Crit eria I 

2 
Click “Search”. 

 
 
 

Export from Account Activities 
The following walks you through exporting transaction information from account activities. 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

1'Ti" ACCOUNT ACTIVITY 
-- Use  this page co view your  account aa iYity, including pendingand p.-o::e-ssed tra nsa ctio('}S_ 

e Export e ?nnt ? H el p 

6ALANCE SUMMARY-AS OF 10/08/2019 14:13 • 
Accou:nt 81000028 • Elanktestl  

 
 
 
 

Ledger- Balance 
 
 
Current Balance 

 
 
 
 
 

2'0 .065.10 USO   AsOl 10/08/201914:13 
 
 

29, 0 079.88 USO   As Ol 10/08/201914:13 
 
 

Accessible Balan ce • 
 
 

Related Avail.al>le Salance 
 
 

Net Activity Today 

 
283.504.75 USO AsOl 10/08/201914:13 

0.00 USO AsOf 10/08./2019 14:13 

14.78USO As Of 10/08/201914:13 

Closing Ledger 
 
 
 
 
 
 
 
 
 
 
 

Date 10/07/ 2019 liiEI 1 0.109fl 01'9 I@! 
 

 

624.60 USO As Of 07/0'l/2019 
 
 
 
 
 

   
 
 

  

VIEW'"' • 
• 

 
 

PEND ING TRAINSACTION!S 
October 2019 

s     M      T    w    T s 
Date T Tra nsaction Type • 2 3 4 5 

10/D!!12D19 l ndNid ua l Aut omat ic T 6   IE] 9      10      11     12 □IT FR ACC ODD80355670 

13 14 15 16 17 18 19 

sits..., Ealame 
 
 

19.00USD f.39.3S U50 

10/DB/2019 Indiv idual Aut omat ic T  
20 21 22 23 24 25 26 

□IT FR ACC ODDB0355670 0.17 USD 620 .3S U50 
 

10/0!!12019 lncfNid ua l Aut omat ic T 27    28     29    30    31 □IT FR ACC 0 0080355662 

10/D!!/ 2019 1ndiit  id u a1Aut omat ic Transfe r Debit ONLN BKG TRFN DEBIT TO ACC 00 080355670 

 
0.01 USO 620.21 USO 

 
 

1.20 USD 620 .20 USO 

• 



5  

 
 
 

 
 

1Ti ACCOUNT ACTIVITY 
-- U !::e th is page to view your account acf rvity, including pending.and p:roces!::ed tran sactions... 

 
 
 

BALANCE SUMMARY- AS OF 10/08/ 2019 14:13 

 
 

 
 

Account 
 

81000028 - Ban li:test 
 
 
 
 
 
 

L edge r- Balance 
 
 

Cur re nt Balance 

Access rbl  e Balan ce * 

 
 
 
 
 
 

290.0ti-5.1 0 USD AsOf l ll/O<ll/201 9 1 4:13 
 
 

290. 079.BB USD As Of l ll/O<ll/2019 14:13 

283,504.75 USD As Of l ll/O<ll/201 9 14 :B 

Rel ated Availab-le Billance 
 
 

Net Act M ty Today 

 
 

624.60 9 

 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Fo nt Ali gn men t r. Number r. Styles 

 D  
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1 
Click “Create Profile”. 

Select “Export Profiles”. 

2 
Enter a description for the export profile. 

4 
Select a file type. 

5 

3 
Enter a profile name for the export profile. 

Click “Next” to proceed. 

 
 

Export Profile 
Customize the information you want exported. 
First create an “Export Profile” that serves as a template with your data specifications. Then, use “Build File” to 
quickly export new data.  

 
Creating an Export Profile 
The following walks you through exporting transaction information from account activities. 
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6 
Select the type of data you want to see. 
 
Prior Day – transaction history 
Current Day – pending transactions 

7 

8 
Select “Absolute” to define a specific date range. Please note, the 
date range would need to be adjusted here each time you want to 
export new transaction information. 
 
Select “Relative” to define a flexible date range. 
 

9 
Click “Next” to proceed. 

Select the accounts you want included into the file. 

10 
Select the type of information you want included into the file. 

11 
Use to organize the order of information. 

Click “Next” to proceed. 
12 
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II 020 Avg. Clos ing  Le dger     MTD .., 

 
 
 

CREATE EXPORT PROFILE 

Step 4 of 5 Select transaction information    " 
 
 

File Type Comma Sepa rated 

 
 

Transaction Amount Range 
 
 
 
 

Trn n5action   Group !> 
 
 
 
 
 

Transa ctions  Codes. 

 
From 

 
Enter Amount 

 

 

0 Select From list 

II I BAI/Swift Code ..._ 

 
To 

 
Enter Amount 

 
 
 
 
 
 
 
 

Q I npu  t Transaction Codes Q No Transaction Code 

 

II 1 42 ACH  Credit Received 

II 301 Co mmercial Deposit 

II 195 Incoming Money Tranrler 

II 455 Pre-author   ized ACH Debit 

II 475 Check Paid .., 
< > 

Summery Codes         0  Select From l ist 0 I npu t Summary Codes 0 No Summary Codes 

II  I BAI/Swift Code .. I De l'licr ip tion a. 

II 010 Opening Ledge r 

II 011 Avg. Opening Le dger  MTD 

II 012 Avg. Opening Ledger  YTD 

II 015 Clos ing Ledger 

< - - - >

 

Click “Next” to proceed. 
15 
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PREVIEW EXPORT PROFI LE @O 
Step 5 of 5 Use this page to review Export Profile infor-mat ion 

 

 
 

Des cri ption 

Profile Name 

File Type 

Contents 

Accounts 

 
 
 
 
 
 
 
 
 

D, n,. R,,ng" 
 
 

Transa ct io n Groups 

Transa ct io ns Codes 

 
 
 
 
 

Sum mory ( od ,.s 

 
Account Reco nd liilti on 

Account Reco nd liilti on 

Comma Sepa rated 

Prior Day 
 

8880008001 m Operations - 322070381 
8880008002 - XYl Po yro ll - 32207038 1 
8880008004 - XYl R.. sidu a l - 32207038 1 
8880008 0 16 - XVZOp <'ratio ns forSto #2 - 32207 038 1 
81000028   - Ban kt.. st1  - 32207 0381 
81000044 - 8ank test 4 - 322070381 
81000048 - Ban ku st  S - 3220703 81 
81000032  - Bon kl    t l  - 3220703 81 
81000036 - 8ank test 3 - 322070381 

 
a..gin n in g o f Cu r r<'nt Month to Today 

 

 
142, 135, 145, 165, 166, 168,171,1 72,174,187,189,19 1, 201, 206, 213, 214, 301, 195, 455, 475, 495,508, 555, 
69,8 699, 010 , 015, 020,040 ,108, 108, T 109 , 115 , 118, 308, 34 2,344 ,353,3 . 357,359 . 362 . 3M. 366. 367. 368. 
376, 384, 397, 398, 399,408,415,451,466,468     , 469, 474,  477. 481, iUl4, 487,  489, 49 6,501,506,     512,513.   514. 
516 , 518,526  , 529, 531,533,535,540,216,218, 224 , 229 , 232 , 233,  236 . 237,  240,2 41,2  42, 249,  252,  254. 255. 

 
664 , 666, 668 , 673, 676 , 677,68 4 ,686,695,696 , 926 , 9 2 8 , 93 1 

 
 

030  , 060, 010, 011, 012, 015, 020, 021, 022, 024 , 025, 037. 039, 040, 041, 042, 043, 044, 045, 050, 051, 054, 055, 

••• •••••mmmmmammn• mtiM 
085, 0861,00, 101, 105,106,107,109,110,1,1320,0131, 14,014,61501,60,162,163, 167 , 170 , 178,180  , 182, 
185 , 186, 188, 190,  200 , 205,  207,210,2    15,230  , 23 1, 239,  245,  250,  251, 256,  260,270,   271,  280,  285,  294, 302, 
303, 304,3  05,3 07, 309,310,315,316,318,319,320,32 1,  324 , 325,  326,  327,  328,329,330,332,336,338,     340, 
341, 34 3,  350, 352 ,  355, 356,360,361,370,385        , 389,  390,  400, 401, 403,  405,  406,41  0, 412,  416 , 420,430  , 446 , 
450, 463,  465, 467,  470, 471,478,480,482,4  86, 490 , 500,  505,  507,  510, 515,  530,53  2, 534,536,   537,539,   550, 
55,1   55 6, 560, 570,  580,583,584,585,586,587           , 588 , 590 . 594 , 59,6    60,1    602,6  10,611.   612.  613, 614, 615, 617, 

 
65-5,1 05, 101,109,n o.160,10, .103 

 
 
 

Colum ns Orde r SortBy Sort Order 
 
 

Asct,n d ing 
 

 

 
 

Prod uct Su b-Type 
 

 

 
Account Currency 

 
 

 
 
 

Trt1nsa ct io n Ot,'1-Cr iption 
 

 

 
T rt1nsa ct io nTyp,, 

 
 

 
Deb it/ C redit I nd icator 

 

 
 
 

Successful Subm i t 
E1<port profile Account Reco nci liat ion has been successfu ll y created, 

BIH·Hl&fiii 
 

 

Lc,dg c,r Da t c, 16 
Click “Next” to proceed. 
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MA NAGE ACCO U NTS 0 

 

Downloading from Export Profile 
 
 
 

DASHBOARD 
 

ACCOUN TS -. PAYMENTS.., 
 

.i!! ACCOU NTS 

 
TRANSFERS..- 

 
CHEC K SERVICES • 

 
 

[2'j Edit 

 
REPORTS • 

 
ADM I NISTRATION ..- 

 
OTHER SERVICES -. 

 
AC CO U N T & RESEA RCH TOO LS 0 

 
Select “Export Profiles”. 

 
 

• Cu rr e nt Da y 

 
• Exp o rt Profiles 

 
• Exp o rt Hsi   t o ry 

• eSta te me nt 

• Tran sac ti on Se arc h 

 
 
 
 
 

.- MANAGE EXPORT PROFILES 
ill Use t his page to create, edit or dele t e Export Profiles. 

+ Crea t e Profile C' Re  frse  h e Pr int ? Help 

 
EXPORT PROFILES 

 
Profile Nam e .A. 

 
 

Accou nt Reco nc ilia tio n 

 
I Desc r i ptio n ... 

Acco u nt Re co nc ilia tion 

 
I Fi le Type ..._ 

Comma Se pa ra t ed 

 
I Con t en ts • 

Prio r Da y 

 
I Last Built ... 

 
 
 
 

Action 

 

 
 

1'Tt EXPO RT HISTORY 
U se this page to view Account Export info rmati on 

? Help 

 
EXPORT HISTORY 

 
Date/Time .,.. 

 
 
 

10/31/2019 13,01 

I Profile Name ... 

Acc o un t Rec o ncilia tio n 

 
I De sc riptio n .., 

 
Acco unt Reco nc ilia t io n 

 
 
 
 
 
 
 
 
 

Co m ma Sepa rated 
Prio r Day 

 
w 

OB • In Progre ss 
 
 

Show 10 

 
 

1'Tt EXPORT HISTORY 
Use this page to view Account Export in for mati on 

ei Pr int ? Help 

 
EXPORT HISTORY 

 

Date /Tim e ,.. 

 
I Pro file Nam e ... 

 
I De sc r i ptio n .., 

 
 
 
 

Fi le Type .., 
Co nte nts 

 
I File Siz e .., 

 
I Status.., 

 
 

1 0 13 1/ 2019 13'°1 
 

Acco unt Re co nc i lia t io n 
 

Acco u nt Reco ncilia t io n 
 

Co m ma Sep ara t ed 
Prior Day 

 
8958  B Co m ple t e d 

 

2 
Click on the link to download the file. 

De ros its O nly De r os its Only Com ma Sepa rate 1 
Click “Build File”. 



11  

" 

 
 

 
De> you wa nt t o o pen o r save Accoun  t  Rec on cil.. t ion,,csv (8.74 KB) from eastw.est   banktest  l !b,mkonline .com ? 

 
 
 
 
 
 

Sample of CSV file 
13J El '> · c' 
1111 HOM E 

Op en    11   Save     I • I I   Cancel )( 

 
""" J{,c ut 

p,.(j,  [     co py   • 

'ff f o rmat Pa inte r 

~·-·-- - ·-_-l 11 ·I K --■ • -  · -  - 
!,!_  •    8:! •  :!> • .4. • '£ Me rge&C e nt er • $ • % • 

 

fx Check.ing 

· I 'J 
Cond itional Form at a. 
Formatting • Table• 

L    AutoSum   •   A,._ 

Fill • ;;rt 
.t... ca m• Fi tEt 

[   dit      i ng 

 
 

1 
16 

 
 
 

19 
34 
as 
36 

Click “Open” to review the file. 
3 

N orm al 

Account Num ber   Acrount Name      Pro duct Sub -Ty pe   Account  C Bank ID        Bank Nam e Tran sact io n Descripti on Tran'H!cl io n Type  Debit / Cred it Indicat or    Am ount  Cust o m er  R e f er e n ce   Ban k Re fere n ce l edger D a t e Re f e r e n ce T ed 
8880008004 XVZ R ece iv a b l e s  Ch ecking 
8880008004 XVZ R ece iv ables  Checking 

USD 322070 381 EAST WE5T BANK  ACH Credit Re ceiv ed 
32.20703&1  EAST WEST BANK  ACHCredit Rece iv e d 

1 4 2. c 4 .00 000 15 8 70391 10/ 9/ '2SJ1 9 M er ch ant Servi ces Deposit 
10/ 9/ 'JfJ19 M er ch ant Services Deposit 

8&&0008004 XVZ R eceiv abl es Ch ecking USD 32 20703&1 EAST WEST BANK ACH Cred it Re ceiv ed 142. C '5 .00 000 158626&6 10/ 9/ 'JfJl 'J M erchant Servi ces Deposit - 
8880008004 XVZ R eceivables Checkin g USD 32.2070381 EAST WEST BANK ACH Credit Rece iv e d 142. C '5 .00 000 1584842.1 10/ 9/ 'lfJl 'J M erchant Service s Deposit 

8&&0008004 XVZ Rece iv ab les Ch eck in g USD 32.207038.1 EAST WEST BANK ACH Cred it Re ceived 142. C 37.86 3728-5 642.1 881 10/ 9/ 2019 Merchant Serv i ces Deposit 
8&&0008004 XVZ R eceiv ables Checking U SD 32.20703&1 EAST WEST BANK ACH Cred it Receiv ed 14 2. C '5 .00 000 15 902275 10/ 9/ 'JfJl 'J M erchant Services Deposit 

8880008004 XYZ R ece iv a ble s Checkin g USD 32.2.0 70381 EAST WEST BANK ACH Credit Re c e iv e d 142. C S 50.00 000 15 842.6 35 10/ 9/2.019 Me rchant Service s Deposit 

 



12  

 
 

Payment Reports 

These reports are created to provide specialized information relating to Wire and ACH transactions. 
 
 

 
 
 

Report Name Description of Information Included 
ACH Detail • Total debit and credit amounts 

• Detailed recipient information of your originated transactions 
ACH Summary • Total debit and credit amounts of your originated ACH transactions 
Wire Confirmation Detail • Includes information on incoming and outgoing wires 

• Confirmation references 
• Wire instructions/addenda included from the originator 

Wire Confirmation Summary • Includes information on incoming and outgoing wires 
• Confirmation references 

Wire Detail • Includes information on outgoing wires 
• Confirmation references 
• Wire creation and approval audit information 

Wire Summary • Concise list of outgoing wires 
• Confirmation references 
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Click on the Standard Report 
Name to review the file. 

1 

 
 

Standard Reports 
Clicking on the “Standard Report” will generate payments with today’s effective date (the day you are clicking 
on the report). 
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Customizing Reports 
Following the below steps will guide you to create a consolidated report with customized information. 

 

 
 

businessB ridge®Premier .!jj 
EAsTWESTBANK 

 

Welcome, 

 
 

 

DASI-IBOARD ACC OUNTS ,.. PAYMEN TS .., TRANSFERS .., CI-IECK SERVI CES ,.. REPORTS .., 
 
 

REPORTS 

ADM I NISTRATION ,.. 
 
 

[Zj Ed it 

OTI-IER SERV ICES.., 

 
REPORTS 0 
• P.ayment Reports 

 
• Transfer Reparts 

 
• Che ck Services R•pons 

 
• User Activity Re-port 

 
• User Audit Repon 

• User Setup Report 
 
 
 
 
 

PAYMENT REPORTS 
Use t:llis- page tD genet"ate r-epons on your payment activity. You can view a standard report or cl.lS(omize a .-eport to includ e select data.  

 
 
 
 

REPORTS 

STANDARD CUSTOM 
 

Standa rd Report Name Action 
 
 

Recipie nt Detail 

 
 

 
 

 

W-rreDetail Ei++H+H:E 
 

W-rre Tem plate Deta il 

Recipie nt Summary 

W-rre Confirmat ion Detail 
Select “Customize Report”. 

1 

W-rre Confirmat ion Su mma ry 

Click on the icon 
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Click Continue to proceed 
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Both credits and Debit s 

 
 
 
 
 

PREVIEW: CUSTOM PAYMENT REP ORT 
Before cont inuing.. r e view your custom repor t criteria. 

 
 
 
 

REPORT I NFORMATION 
 

Custom Repo r t Name 
 
 

Pay ment  Repo  rt Name 
 
 

Us.Jge 
 
 
 

Acco u nts 

Outgo i ng Wire Con fi r ma t ion s 
 
 

Wi re confirmat ion Detail 
 
 

Sha red 
 
 

8880008001 - XYZ Ope r at i on s - 322070381 - Deposit 

8880008002 XYZ Pay r oll - 322070381 - Deposit 

88800080 16 XYZ Ope r at ions for Sto re #-2 - 322070381 - Depos it 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REP ORTS 

 
Date Ra nge        From Beginning of cur rent Week To 

-- 
 

Today 

 

 

C USTOM 
 

Se le c t All I Cus to m Repor t Name ... I Typ e I Last Upda t ed Dat e/Time - Action 

□ 

Outgoing Wire Confi rm ation s Wir e Con firm<1t i on Detail 11/04/2019 13:45 

Items per page 

-•+11+11+ 
Click “Save” to proceed. 

7 

c red its/ Debits/Bot h 
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Click on “Custom”. 
1 

2 
Click on “Custom”. 

Click on “Payment Reports” 
from the Reports tab. 

 
 

Downloading Your Customized Report 
 

 

 
For assistance or questions, please contact our Business Customer Service Department at (888) 761–3967, Monday through 
Friday, 6:00 AM to 7:00 PM PT.  
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