
Reporting



Navigate to Reporting



For more on notification 

and alert options, attend 

this class: Access Online: 

Standard and scheduled 

reports

Reporting resources

Presenter Notes
Presentation Notes
For more on reports, we are offering a class entitled Access Online: Reporting - How do I run standard and scheduled reports.

Facilitator note: The User Activity Audit Reporting link does not display in the ACAG demo site.
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Transaction Management reports

Presenter Notes
Presentation Notes
Under Program Management, select the Transaction Approval Status link to run a report that will help with management of the approval workflow Click on the Transaction Detail link that will run a report showing all the transaction information that we saw from the Transaction List.

NEW – April 2023 Access Online will now have a new report providing users access to authorization details in real-time. This report will include information on approved, declined and reversed monetary authorizations.
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Facilitator note: The User Activity Audit Reporting link does not display in the ACAG demo site.
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Reports for viewing receipts

We also have resources for viewing 

transactions receipts. 

Select Multiple Attachments 

Request for a single file with all 

receipt attachments from a specific 

date range of transactions.

Select Transaction Summary (with 

PDF output only) for a report 

containing links to each transaction 

to view in Access Online (must be 

logged in to view).

Presenter Notes
Presentation Notes
You can request a file of transaction attachments.
The Transaction Summary report run by pdf provides a link for you to view receipts; the Excel output lists the attachment file name.




Now that you have completed this session, you 

should be able to:

Client Training| Proprietary

End of session

✔ Navigate to Transaction Management

✔ Review information in transactions:

 View transaction information

 Approve/Reject/Add/Remove transactions

 Run Reports

 Setup Back Approver(s)

 Set up Notifications

 Navigate Online Mobile App




