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How to Download Custom Payment Reports

1 Log in to paytrust.silverbills.com

2 On the "Bills" section, click on the "History" tab.

https://paytrust-dev.silverbills.co/bills
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3 At the top of the "History" page, click "Create a Report."

4 Click here to set the dates for the payments you would like to download.
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5 A calendar will pop up. You can toggle through each month using the arrows at
the top.

Or, you may click on the current month in blue to bring up the menu for the full
year.

6 Currently, you will be selecting the beginning date for the list of payments to
download.
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7 When viewing dates by year, you can toggle through each year using the arrows
at the top next to the current year displayed, or you can select the month from the
menu below.

Tip: If you click on the year in blue at the top (not the arrows on either side), it will
bring you to a decade view, and then if you click on the decade at the top it will
bring you further out to a century view.
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8 Once you've zoomed into the correct year and month, find the date you would like
the report to start showing payments and click on that calendar day.

9 Now, you will select the date you would like the report to end.

The second date you select therefore is the last day that the report will show
payments for.
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10 Click the month at the top to zoom back out to the yearly view and find the month
you would like the report to stop displaying payments.

Instead, you may also toggle through the arrows on either side of the month to
find this date as well.

11 In this case, I zoomed out to the yearly view and clicked December.
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12 If you zoom too far out and want to go back to the current view, click "Today" at
the bottom left to take you back to the current calendar date.
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13 If you accidentally selected the wrong date range, you may click "clear" to start
again.

14 Once you have selected the appropriate month, click the date you would like the
report to end.

Click "Apply" at the bottom right corner of the calendar to set the date range.
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If done correctly, you should see dates between the beginning and end dates you
selected highlighted in a lighter blue. As you can see in the example step above.

15 After setting the date range, you will be brought back to the "Report Settings
Menu."

Click the "Payee" section to select the payee you want to print the report for.
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16 Click "search" and enter the name of the payee you would like to print a report for.
Once you find the payee(s) that you want added to the report, click on the payee
to select it. You can repeat this step and continue to search for and select payees
that you want to add to the report.

If you do not wish to use the search function, you may scroll through the list of
your payee(s) below and click on to select the payee(s) you would like to add to the
report.
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17 You will see a blue check mark next to the payee(s) that you select.

18 If you would like to select multiple payees to print the report for at once, you can
go down your list of payees, and click on the circle next to the ones you would like
to add to the report.

When your payee's show a blue check mark in the circle to the right, this means
that they will be added to the report that you download.
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19 If you would like all payees to show in your report, click the "select all" text at the
bottom right (just above "Apply").

20 Click "clear" at the bottom left to clear your selection and start choosing payee's
again.
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Please note: Once you have selected a payee, you may "unselect" it by clicking on
it again to remove the blue check mark. Therefore, you do not need to clear your
whole section if you accidentally select one payee from the list by accident.

21 Lastly, click on "Select Funding Account" to choose to include the payments only
from specific funding accounts on your report.
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22 As with your Payees, you can search and click on the funding accounts you want to
include from the active and inactive lists.

You can also choose to "Select All" at the bottom right to download payments
from all funding accounts on your report, or click "clear" at the bottom left to clear
your selection and start again.
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23 Once you have selected the correct funding accounts, click "apply."

24 Once you've completed all fields, click "generate report" to download the
CSV/excel document with your payment information.
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25 Click "Download".
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26 The payment report will be uploaded to your device, and you will be able to find
your transaction history wherever downloads are stored on the device you used to
download the report.


