
Processing Reports
Processing Reports will help you verify any postings that will affect a customer’s balance. You will be able to 
generate a report by date ranges or batch numbers. You can generate the reports for a specific date or for a date 
range, such as for an entire month.

Step Action Support

1.

Select one of the following report 
types that you wish to process: 
• Daily Billing Report
• Daily Receipts Report
• Daily Adjustment Report
• Daily Penalty Report
• Daily Interest Report

1.
optional

Daily Billing Report: This will 
allow you to verify the recepits 
that have been entered or reprint 
receipts reports as needed.

Daily Receipts Report: This will 
allow you to verify the receipts 
that have been entered or reprint 
receipts reports as needed.

Daily Adjustment Report: This 
will allow you to verify or reprint 
reports for adjustments made to 
the customer’s accounts.

Daily Penalty Report: This will 
allow you to verify or reprint 
reports for penalties that have 
been posted to the customer’s 
accounts.

Daily Interest Report: This 
will allow you to verify or reprint 
reports for interest that has 
been posted to the customer’s 
accounts.



Step Action Support

2.

Once you’ve selected your Re-
port Type, you’ll want to:

1. Enter From/To Dates
2. Enter in a Ref Number (optional)
3. In the second Report Type, 

you will be able to print or view 
a Detail, Summary or both 
reports.

4. Click Print or Preview.


