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1. Click Expenses > Transaction. Please note if the transaction is

not in your Pending Sign Off queue, you will need, you may need JnonezIse-A M %8 4
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to use your advanced filter or locate the transaction in your other / i A””F'e” Ed:a-|~
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2. Click Document (TXN) of the desired transaction. The single-action < | Divice
menu diSplays. P | Remove Fiag
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3. Select Print. The Print window displays. 2 | Manage Re
i . . & view
4. Select one of the following from the Print menu options: 3 e

+ Click Summary to print specific columns of information and their

order. T

You have selected 1 document(s) for printing

- Click Details to print all available details for the selected trans-
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- Click Details & Summary to print both versions of the transac- haiaie Incluces
. . . e Account D Sign Off
tion detail, with specific column order. s et Buchases
Bank Transacnc‘n # Primary Accountholder
Barcode Index Account Nickname
5. Select Include Receipts to print the supporting documentation ok Potes 5 K .
. Dispute Submitted C’,u;v:;“;;n\\-kum
attached to the transaction. sty . S e .
i aitor
. . . . GLO1: VENDOR ID Desc
6. Select an item in the Available column, as desired. GL0Z: ORGANIZATION - O

GLOZ: ORGANIZATION - EO Dest
GLO3: OBJEGT CODE
(GL03: OBJECT CODE Desc

o Toremove an item, select an item in the Included column, L0 IR R
then click the left arrow.

(*) indicates always active

Landscape printing is suggested if you include
more than ten (13) columns.

o To change the order, select an item in the Included column,
then click the up or down arrows.
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7. Click Print Preview.

Print Preview - Details and Summary
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the Print Preview window. 7
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9. Click Print. The Transaction details print.

10. Click the Uploaded Receipts link to print the image
attached to the transaction. The receipt image
opens in a separate window.

11. Click the print icon. The supporting documentation
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