
Payments Insider
Updates on how to export a report

1.  Generate your report in your usual process and create a 
unique name for the report. 

2.  Start the download by clicking the “download” button.

3.  If the download begins in 10 seconds, you will see the file 
in your browser (A) ready for use.

4.  If the download takes longer than 10 seconds, you will 
receive a notification (B) and you can leave the screen.
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5.  Continue working on other projects, tasks, or reports, and 
the alert bell will signal when your report is ready.

A

B

6.  Click the alert bell to see a link to download your requested 
report. This link is active for 48 hours, so you can return to 
this link at any time during that period. 

Experiencing the ChangesHello.
We’ve got great news for all our Payments 
Insider users that generate reports to help 
run their business. 

We’ve created a new reporting enhancement 
that allows you to run a report and let it 
download behind-the-scenes. This new 
capability let’s you to initiate a download, 
leave the screen to continue working on 
other projects, and receive alert notifications 
with a link to each of your reports when 
they’re ready. 

Although most reports can still be requested 
and downloaded within seconds, this 
process improves your experience when 
downloading larger reports that could have 
kept you watching the process for many 
minutes.

This enhancement offers the benefits of:

• Saving time by eliminating the downtime 
from waiting on one screen for several 
minutes while the report is generated; now 
continue working on tasks and projects 
while your report is being created.

• Getting more done by having the ability to 
queue up multiple reports to run behind-
the-scenes and receive individual alerts 
once those reports are ready.

• Avoiding the run around of having to 
resubmit a report request because the 
large report timed-out during processing.

Visit Payments Insider today and check out 
the changes we made to improve the way 
you run the reports for your business. 


