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How to Run Reports 
 
Pathway Net has standard reports that can be used to gather information about 
transaction activity, cardholders, merchants and allocation.  Documentation 
about the report is available by clicking on the Report Name field.   

 
Use the following procedures to run and download a report: 
 

1. In the menu bar, click on Requests and then on Reports. The Reports: 
Select tab appears.  

 

 
 
2. Select a report from the report number column and click on Next. 

Depending on the report you selected, you will now proceed through 
several views where you can specify the report's options such as date 
ranges, hierarchy levels and/or cards to include. 

 
3. When finished specifying all report options, click on the Run Report 

button. The report is listed in the Request Log tab when complete. 
 

 

Click on the link to view 
documentation 
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4. When you click the Run Report button the following messages appears. 
Click OK to continue. 

 
 

5. To review the report in the log window select Requests from the menu bar 
and click on Log. The Request Log tab appears.  The report Type of TXT 
allows you to download the file or copy and paste into Excel.   

6.  

 
 

7. To view the report left click on the hyperlink to the report.  To print the 
report either select your printer icon or go to File then Printer.   

8. To download the report to your desktop, right click on the hyperlink to the 
report. A drop-down list appears. 

9. Select Save Target As from the drop-down list. The Save As window 
appears. 

10. Enter a file name for the report and click on the Save button.  
 

 
 
 


