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Learn how to access and configure your ACH activity reports through Gulf Capital
Bank's business banking portal. This guide walks you through the steps to filter by
account, date range, and report frequency to streamline your financial monitoring.

1. To create an Information Report, select the "Business Banking" menu and then
select "Reports".
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2. Select "Create New Report" and then choose the desired report from the drop-
down menu.
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3. Designate whether the report will be "Private" or "Shared". Shared reports are
assessable to all users who are assigned to the same user role.
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5. Select the account or accounts to be included in the report.
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6. Please note that this step only corresponds with reports associated with account

information.
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7. Select the date range for the report. Information can be pulled as far back as the
oldest transaction that exists within digital banking for the respective account or
accounts.
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9. Select "Create and Run" to run the report immediately and to save the
recurrence. Select "Create" to schedule the report without immediately running

it.
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If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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10. The report will display as either "Queued" or "In Progress" while it is being
generated depending on how many reports are currently being generated.
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11. Click the "Actions" option to "View History", "Run Now", "Edit", "Copy" or "Delete"
the specific report.
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