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Information Reporting



Q2 Advisory Services

Information Reports is accessed 
by clicking on “Business 
Banking”, and then “Reports” 
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Information Reports you have 
previously run or scheduled are 
displayed
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Click + New Report

Click + New Report
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You can make the report Private or Shared. 

You can make the report 
Private or Shared. Private 
means only you can see the 
output.
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You can name the report

You can name the report or use 
the default name instead.
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You can choose which accounts to run the reports against.

You can choose which accounts 
to run the reports against.
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You can select or pick dates

You can select dynamic dates, 
such as Weekly, Monthly etc., 
or you can pick a specific range.



Q2 Advisory Services

You can select how often you want the report to run. 

You can select how often you 
want the report to run. On 
Demand means to run it now.
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Click Create and Run 

Click Create and Run if you 
want to run the report now, or 
Create if you want to run it 
later
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Your report will be Scheduled initially

Your report will be Queued, 
and “In Progress” while 
generating 
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The report will be available in PDF and CSV, and possibly BAI

When complete, the report will 
be available in PDF and CSV, 
and two reports will have BAI 
output - the Balance & Activity 
report and the Cash Position 
report.
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