Central Bill Reconciliation =135
Go to reports/create










From the drop down menu select: Transaction










Locate report named Central bill Reconciliation and click on it.
Note this report can be run as either a PDF or excel document. 








1. Name your report/select report format
2. Select your date range/from drop down menu select “cycle Is”/choose billing cycle needed
3. Heirarchy: click on + icon and select your agency by clicking on the + sign next to ST of CT. Note if you remember the ID  for your agency you can just key it in.
4. Click on process report.








Available downloads screen will come up showing the status of the report just run.
Once report status is succsessful  run the report by clicking on report.









Once you have clicked on report to open you have the option to either open or save the report at bottom of the page.
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Available Downloads

Dounlosd Adobe® Resder®
Reports and exports (screen view downloads) vill automstically be removed from the list after 7 days. All mappers vill remain on the list for 365 days. To manually delate 2 file, chack the box and click the Delete button.

My Dovnloads Only v

Name Category RunBy Mierarchy ID Created Status Mark as Successful
[ Esatal Bil aconciiztion.adr Report - 09/17/2013 05 Successtul
[] Mastercard Enhanced Merchant Dataxis Report = - 09/13/2013 02: Successful
[] Mastercard Socio-Economic.pdf Report - - 09/13/2013 02: Successful
[] Mastercard Enhanced Merchan Data.pdf Report == - 09/13/2013 02: Successful
[ Transaction Detsil.odf Report - - 09/11/2013 01 Successtul
[] Statement of Account Portrait.pdf Report - - 09/11/2013 01 Successful
[ Transaction Detsil.odf Report - 09/11/2013 01 Successful
< »
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Report List
A ~ T
Tl =
Description.
My Saved Reports. Tvpe
Custom Thiz raport can be uzed o analyes purchases mads from 1055 marchants, Tha report s NCC, HEC
1055 erchd sdministration Merchant  Description, Marchant Name, Marchant City, Marchant State/Province, Marchant ZIP/Postal, Merchant DBA Name,
rccounte Tax Payer D, Total Number of Transactions and Total Transaction Amount.
Transacion The report can be used to monitor dalinquancies as it identifies accounts that are 30 and 60 days past due. The
0andsogMerchant | Accounts  report lsts: Account Numbr, Cardholder Name, Status, 30 Days Past Due Amount, 60 Days Past Dus Amotint,
Hiumber of Days Past Dus, Last Transaction Date and Current Balance.
This raport can be used to track all account limit information, including but not imited to: Account fiame, Account
~ACCOUNT LIMIT - us ExceL Accounts  Status, Open Date, various account limits (e.g., credit, cash advances, monthly, etc.) and MCCG speciic amount
limits. This report vill be sorted by default in an ascending order by Account Numbar. OPTIMIZED FOR WS EXCEL. =
This report provides ail card changss mada over = sslsctad dats rangs. This raport lists: Aczount Number,
— Accounts  Change Date, Change Time, Field Name, Previous Value, New Value and Modified By.
This report provides ail card changss made over = sslscted dats range. This raport lists: Aczount Number,
Change Date, Change Time, Fisld Name, Pravious Value, New Valus and Modified By. This rapot wil be sorted
Account Audit - S EXCEL Accounts by default in an ascending order by Account Number and Field Name and descending order by Change Date and
‘Change Time. OPTIMIZED FOR MS EXCEL.
This report can be used to monitor past dus accounts per cardhaldar. Subtotals are provided for sach hisrarchy
P unte 12vel, 25 vell 25 grand totals for the sntire report. The raport lsts: Hierarchy, Accoun Number, Account flame,

Employee ID, Past Due Amounts in each of the folloving categories: 1-30 Day, 31-60 Day, 61-90 Day, 91-120
Day, 121-150 Day, 151-180 Day, Charge-off Amount, and Current Balance.

The report identifies accounts that are suspandad or cancelled. The report lists: Hierarchy, Cardholdar Name,
Account Suspenzion/Cancsllation ACCOUNS  Account Numbar, Status, Account Status Reason and Currant Balance.

This raport shovs the account, employes and rals hisrarchiss for all amployses - both cardholdars and non-
cardholdars. The report lists: User D, Last Name, First Nama, Employee Hierarchy, Account Numbar, Account
Hierarchy, Account Status, Role Hierarchy, and Scope. Please note that If the report is run using Hierarchy ID as a
criterion, that criterion will apply to the employee and not the accounts that belong to the amployee.

This report shovs the account, employee and role hierarchiss for all employees - both cardholdars and non-
cardholders. The report lists: User 1D, Last flame, First Name, Employaa Hierarchy,Role, Hierarchy - Role, Scope,
Account snd Emploves Hisrarchy - MS EXCEL Accounts  Account Numbar, Account Hisrarchy and Account Status. This repart vill be sarted by dafault in an ascanding ordar
by User ID and Account Number. Plaase note: f the report is run using Hisrarchy ID as 3 criterion, that critarion
will 3pply to the amployes and not the sccounts that belong to the smaloyes. OPTIMIZED FOR MS EXCEL.

This report can be used to help monitor cardholders who have a low available cradit and dstermine if their credit

Account snd Emploves Hisrarchy Accounts.

ccounts uith Low Available Cradit Accounts  lines are sufficient. The reportlists: Cardholder Name, Actaunt Number, Current Balance, Date Effactive,
Available Credtt, Credit Limit and Cash Advance Limit.
This report vl be used to snalyze the dollars spent on air travel for each account vithin each hierarchy level. -
« i ] v
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This report vil be used to analyza the dollars spant on air travel for =ach account within each Pierarchy level. Sub-
totals ara providad for each hisrarchy level, as well as a grand total for the entire raport. The report lists: Hisrarchy,

e TraNSacton pccount Name, Account Number, Traveler Name, Departura Dats, Transaction Date, Origination, Destination, Ticket
Number, Referanced Transaction Amount and the Transaction Amount.
This report vl be used to analyzs the dollars spent on ai travel for each account within sach hierarchy level.The
A Tesvel Aty - s BxCEL Transaction TePOrt lists: Account Name, Account Numbar, Traveler Name, Departurs Date, Transaction Dats, Origination,

Destination, Ticket llumber, Referenced Transaction Amount and tha Transaction Amount. This report will not be

Sorted in any default ordar. OPTIMIZED FOR MS EXCEL.

This report summarizes the dollars spent on air travel for sach account vithin each level of Hisrarchy. Sub-totals are.

Air Travel Summary by Hierarchy Transaction provided for each Hiararchy level, as vell 35 a grand total for the entira report. The report ists: Hierarchy, Account
Number, Cardholder Nlame and Total Transaction Amount.

This report is used to analyzs the charges mads to = central travel sccount (CTA). Sub-totals are provided for each

cantral travel account, 25 well 35 3 grand total for the entira report. Tha report ists: Central Travel Account llumber,

AirTravel Summan: for CTA TraNSacton Tiansaction Date, Merchant Name, Transaction ID, Ticket Number, Travelar Name, Departure Date, and Transaction
Amount.
e ekt Cradit Summa ramsaction This report can be used to monitor aifine cradit transactions. The report lists: Tickst Number, Departure Date,

Traveler Name, Merchant Name, Transaction Dats, Post Date, Travel Agency and Credit Transaction Amount.
This report is used to analyze only cash sdvance charges mads by cardholders. It groups the transactions by
Cash Advance detsil by Hisrarchy Transaction hierarchy and then by each cardholder. The report lists: Transaction Date, Post Date, Merchant Name, Merchant City,
Merchant State/Province, MCC, Dabit Transaction Amount, Cradit Transaction Amount and Sales Tax.
This report can be used o analyze the transactions and accounts that have baen charged to a cantral bill account.
‘Sub-totals are providad for each central bil account, 2 well a5 2 grand total for the entire raport. The report lists:
Central gill Reconciistion Transaction Central Bill Account lumber, Transaction Date, Post Date, Transaction ID, Merchant Name, MCC, Merchant City,
Merchant State/Province, Raferance Number, and Transaction Amount. Please note: Activity divarted to is ot listed
on this raport.
This report can be used to analyze the transactions and accounts that have baen charged to a central bill
account.The report lists: Cantral Bill Account flumber, Transaction Date, Post Date, Transaction ID, Merchant Name,
NCC, Merchant City, Marchant State)Province, Referanca flumber, and Transaction Amount. This report will be sorted
by dafault in an ascending order by Biled To Account, Cardholder Last Name, Cardholder First Nlame, Account
Number, Central Bill Account, Transaction Date, Post Date, and Transaction ID. Plaase note: Activity diverted to an
‘account number is not listad on this report. OPTIMIZED FOR MS EXCEL.
This report can be used to analyze the account activity for cardholdars that are attached to a central bill account.
Totals are provided for each individual and/or cantral bill account that the transactions ars biled to, as vell 35 &

Central 8il Reconclistion Summary Transaction grand total for the entire raport. The report ists: Billd to Account, Cardholdar Name. Account Rumber  Central Sill

< i |

Cantral Bill Reconilition - 1S EXCEL Transaction
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Available Downloads

Dounlosd Adobe® Resder®
Reports and exports (screen view downloads) vill automstically be removed from the list after 7 days. All mappers vill remain on the list for 365 days. To manually delate 2 file, chack the box and click the Delete button.
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] Gentral Bill Recondliation Report - 09/17/2013 03:01:53 AM _Submitted
[F] MasterCard Enhanced Merchant Datauxls Report - - 05/13/2013 02:17:21 PM_ Succassful
[ MasterCard Socio-Economic.odf Report - 09/13/2013 02:15:39 PM _ Successful
[F] MasterCard Enhanced Merchant Data.odf Report - - 09/13/2013 02:14:27 PM _ Successful
[F] Transaction Detail.odf Report - 05/11/2013 01:29:00 PM  Succassful
[l Statement of Account Portrait.odf Report - 09/11/2013 01:27:25 PM _ Successful
[F] Transaction Detail.odf Report - 05/11/2013 01:22:26 PM  Succassful
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