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Step 1 of 3:
Search Reports

On the left menu, click Report Search (1) to 
access the Report Search (2) screen. The 
Account Statement report will appear in 
the listing.

Click the Account Statement (3) link to 
view the Account Statement screen. 

Step 2 of 3:
Generate Account Statement

Select the desired time period of the report  
by specifying the Activity Date From (4) 
and Activity Date To (5) . 

To view your Account Statement, click 
Options (6), then click Export to PDF 
(7). The Account Statement report will 
be generated and downloaded to your 
computer as a PDF fi le. 

Use this PDF fi le to view and print your 
Account Statement.
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New Business Activity

Account Summary Details
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Step 3 of 3:
View Account Statement

The Account Statement is organized 
into two sections: Account Summary 
Details are listed fi rst, followed by the 
New Business Activity outlined on the 
subsequent pages.

1) Account Summary Details 

The Statement Period (8) is listed at the 
top, along with Account information (9) 
and Administrator information (10). The 
Account Summary Details are listed per 
Cheque Payee (11). For each summary, the 
following details are listed: 

• Opening Balance (12) amount owing 
at end of previous month

• Payments Received (13) during the 
period selected

• Payments Issued by LGM (14) 
includes NIDPP profi t and overage 
cheques

• New Business Activity (15) during the 
period selected

• Closing Balance (16) amount 
outstanding at the end of the 
statement period 

Note: The Cheque Payee will be diff erent 
depending on the brand.

2) New Business Activity 

The Account Activity Details list the New 
Business Activity Total (17) , the Contract 
Sales (18) details for the statement period 
and any Contract Cancellation (19) 
details and Contract Sales - No Interest 
Deferred Payment Plan (NIDPP) (20) 
details if applicable. 
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