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  Purpose 

This document explains how to perform the following actions in Synovus Gateway for Sub-
Accounting: 

 

• View account balances  

• Manage account settings 

• Transfer funds between master and sub-accounts 

• Generate reports 

• Entitle users to Sub-Accounting services and accounts 

 

Audience 

This document is intended for all Synovus Gateway users with commercial accounts for Sub-
Accounting. 
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CHAPTER 1: Home Page 

Use the Home page to view account balances for Sub-Accounting, create groups, view account 
transactions, and view account details.  

 

Primary Accounts 
Synovus Gateway allows you to designate accounts as “Priority Accounts” so that summary information 
shows on the Home page. You can also create custom account groups and view balances for accounts that 
belong to the group.  
 
Complete these steps to designate accounts for Sub-Accounting as priority accounts. 

1. On the Homepage, click View all accounts. 

 

2. Locate the account(s) you want to display on the Home page. For each account click the star 

 icon or click the actions  icon then Make Priority.  You can select master and/or sub-
accounts. 

NOTE: This screen does not have a Save button. Navigating away from the screen will 
automatically save your selections.   
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3. Click or tap Home from the main menu to see your priority accounts.  

 

You can also designate accounts as priority from Details & Settings. 

 

Account Groups 
Complete these steps to create an account group and use the group to view balances. An account can 

belong to one group only.  

1. On the Homepage, click View all accounts. 
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2. Click Create group.  

 

3. Enter a unique name for this group of accounts, then locate and select the accounts to add to 
the group.  
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4. Click Save group.  

5. A card displays the new group’s name followed by the number of accounts in the group.  

 

6. Click the group card to view its associated accounts.  

 

7. Hover the mouse pointer over the group card to access the actions  icon to move this 
group up or down in the list of groups, edit the group, or delete the group.  
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View Activity  

For Priority Accounts you can access activity two ways.  

1. Go to the Home page and click the account card.  

 

2. Go to the Home page and click the actions  icon then View Activity.  

 

For Non-Priority Accounts go to the Home page and click View all at the top or View all accounts at the 
bottom. 

 

Locate the account, click the actions  icon, then click View Activity.  
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Transactions 

 

• Search  - Click this to show/hide the search field. You can search using the transaction dollar 
amount or any part of the transaction description.  
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• Filter  - Click this to show/hide the transaction filtering options. Enter values and make 
selections in one or more fields, then click Apply to see transactions that match.  

 

• Export  - Click this, then select an option from the menu that displays, to export account 
activity as a file.  

NOTE: The data in the file will reflect any search criteria or filtering options that have been 
applied.  

 

• Options  - Click this then select Print to print a screen shot of the account activity page or 
select Ask a question to submit an account inquiry.  
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By default, summary information about each transaction displays. To view transaction details, click a 

transaction in the results table, or click the actions  icon beside the transaction then Toggle Details. 

 

 

Click the actions  icon beside the transaction then Print to generate a PDF and print the transaction 

details.  



 

Synovus Gateway Sub-Accounting User Guide (12/07/2022)  12  

 

Click the actions  icon beside the transaction then Ask a question to submit a transaction inquiry. 
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Details & Settings 
Click the Details & Settings tab to review account details, change the account’s global nickname, change 

the account’s personal nickname, or turn off/on the priority account setting.  

 

Click the print  icon to print a screen shot of the account details and settings page.  
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CHAPTER 2: Services 
Use the Sub-Accounting service to transfer funds between the master and sub-accounts, view sub-account 

balances, or view sub-account activity and settings. 

Sub-Accounting 

 

• Transfer Funds  - Click this then select Transfer To Master to make an Account Transfer 
transaction that debits a sub-account and credits the master account, or select Transfer From 
Master to make an Account Transfer that debits the master account and credits a sub-account. 

NOTE:  Transfers created from this service adhere to normal Account Transfer rules and 

restrictions (ex: transaction approval requirements) and can be reviewed or managed 

from Transactions > Activity Center.  
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• Print  - Click this to print a screen shot of the master and sub-account page.  

 

• Export  - Click this to export the sub-account details as a Comma Separated Value (.csv) file.  
Select a Master Account to view the associated Master IDs. 
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Select a Master ID to view a list of its sub-accounts and summary information about each account.  

 

Click the actions  icon beside a sub-account for more options.  

 

• View Activity – Select this to access the Transactions or Details & Settings for this account.  

• Transfer To Master – Select this to make an Account Transfer transaction that debits this sub-
account and credits the master account.  

NOTE:  Transfers created from this service adhere to normal Account Transfer rules and 

restrictions (ex: transaction approval requirements) and can be reviewed or managed from 

Transactions > Activity Center.  
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• Transfer From Master – Select this to make an Account Transfer transaction that credits this sub-
account by debiting the master account. 

NOTE:  Transfers created from this service adhere to normal Account Transfer rules and 

restrictions (ex: transaction approval requirements) and can be reviewed or managed from 

Transactions > Activity Center.  

 

Click a sub-account to view its details.  
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CHAPTER 3: Reports 
Use Reports to generate BAI, CSV, and PDF files with master and sub-account balances and transactions.  

Create Report 
Complete the following steps to create report instructions, run the report, and save the instructions.  

1. Click New Report. 

 

2. Select Sub Account Report.  
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3. Enter a value or select an option for each question. All fields are required.  
a. For question “What account(s) do you want to include?” click Select specific account(s). 

Then select master and/or sub-accounts for Sub-Accounting and click Submit. 
NOTE: Selection of non-accounts for Sub-Accounting may cause report creation to fail.  

 

 



 

Synovus Gateway Sub-Accounting User Guide (12/07/2022)  21  

4. Click Create to save the report instructions for future use. Click Create and Run to generate a 
report and save the report instructions for future use.  

 

Use the Search field to locate a report by its Name or Type.  

Click the star  icon beside one or more reports to pin the report to the top of the list.  

 

 

Starred reports with a date in the Last Run field also display on the Homepage for easy access. 

 



 

Synovus Gateway Sub-Accounting User Guide (12/07/2022)  22  

In the Download column, click BAI, CSV, or PDF to export a copy of the report generated from its last 

run.  

 

If the export options do not display, click the actions icon  beside the report, then select Run Now. The 

Download column displays a status of In Progress while Synovus Gateway generates the report. If desired, 

you may leave this screen and come back later to retrieve the reports. The amount of time for Synovus 

Gateway to run the report depends on the date range selected, the number of accounts, and the number 

of transactions retrieved. 

Select the actions  icon beside a report for more options.  

 

• View History – Select this to access historical reports that have been run.  
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• Run Now – Select this to generate a report based on saved instructions. The Download column 
displays a status of In Progress while Synovus Gateway generates the report. If desired, you may 
leave this screen and come back later to retrieve the reports. The amount of time for Synovus 
Gateway to run the report depends on the date range selected, the number of accounts, and the 
number of transactions retrieved. 

• Edit – Select this to edit the report instructions.  

• Copy – Select this to create new report instructions using this report’s instructions as a template.  

• Delete – Select this to delete the report instructions.  
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CHAPTER 4: Manage Users 
Administrators can permit other users to view accounts for Sub-Accounting to perform funds transfers.  

User Roles 
Users can access services and accounts based on settings of their assigned User Role. To setup a user to 

access Sub-Accounting information and services, first confirm that their existing or intended User Role 

supports it.  

 

1. Locate the user’s assigned User Role, or the User Role that you intend to give to the user.  
a. Click the number in the Users column to confirm which users are currently assigned to 

the role.  
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2. Click Edit  for the desired User Role. 
3. Click the Features tab. 

a. To allow the user to create funds transfers between the main and sub-accounts, scroll 
down to the Custom Features section, and turn on the Sub Account Transfer setting. 

 

b. To allow the user to create Sub Account reports, scroll down to the Corporate 
section, turn on Information Reporting, then select Sub Account Report from the 
drop‐down field that displays. 
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4. Click the Accounts tab.  
a. Turn on Deposit and Withdraw for each account the user can use in a Sub-Accounting 

funds transfer. 
NOTE: To successfully create a transfer, the user must be permitted to the main 

account and at least one sub-account.  

b. Turn on View for each account the user can use in a Sub Account report.  

 

5. Click Save.  
 

Users 
Users can access services and accounts based on settings of their assigned User Role. To setup a 

user to access Sub-Accounting information and services, assign them to a User Role that supports 

it. 

 

1. Locate the user and click Edit . 
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2. Scroll down to the User Role section and select the desired role from the list, then click Update 
Role.  
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