
1. Click Reports.
2. Click Generate New Reports.
3. Select Bill Payments for Report Category.
4. Select Debit Advice for Report Name.
5. Select PDF for File Format.
6. Click Search.
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7. Click Select by Account.
8. Enter an Account No.
9. Select Value Date.
10.Click Review Information.

Download the Debit Advice from the Reports Menu



Download Report – Debit Advice

3

13
12

11. Review the report details.
12. Click     Send a copy to my registered email.
13. Click Submit.
14. The system will display “You will receive a notification    
    with a link to download when your report is ready.”
15. Click Go to My Generated Reports.
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16. Select Debit Advice PDF Report to be    
     downloaded.
17. Click Download.

When you click download, the system will display 
a Start Downloading pop up. The file will be displayed 
on the screen, depending on your browser.
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Reports can be retrieved for the previous 12 months.
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Example of the Debit Advice. 
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