
How	
  do	
  I	
  find	
  older	
  transactions	
  not	
  on	
  the	
  “Dashboard”?	
  
To	
  find	
  older	
  transaction	
  in	
  the	
  Expense	
  Log,	
  you	
  must	
  first	
  select	
  the	
  
“Expenses”	
  tab	
  from	
  the	
  top	
  of	
  the	
  screen.

	
  
1. Once	
  you	
  are	
  in	
  the	
  Expense	
  section,	
  select	
  the	
  “Register”	
  from	
  the	
  
left	
  side	
  of	
  the	
  screen.

	
  
2. Here	
  you	
  will	
  see	
  a	
  complete	
  list	
  of	
  all	
  of	
  your	
  expenses.	
  	
  Use	
  the	
  
“Registry	
  Options”	
  section	
  to	
  sort	
  and	
  filter	
  your	
  expenses	
  as	
  you	
  
choose.	
  

	
  	
   	
  
3. You	
  can	
  select	
  on	
  the	
  title	
  of	
  any	
  of	
  the	
  expenses	
  to	
  bring	
  up	
  the	
  
“View	
  Expense	
  Window”	
  that	
  will	
  enable	
  you	
  to	
  mark	
  expenses	
  as	
  



reimbursed,	
  rejected	
  and	
  approved	
  accordingly.

	
  


