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ACCOUNTS
All accounts are listed at the top of the screen in boxes. If there are more than 4 accounts, you
will need to click the arrow on the far right to scroll through the remainder of your accounts.

The transactions listed below the boxes correspond to the account that is highlighted dark
blue. Click on the box you want to view transactions for.

To search for a transaction within a specific account, click on the account you want to search
and type into the search box.

To download transactions for an account, click on the arrow down button to the left of the
search box. You will then have the option to choose whether you want to download a
QuickBooks, Quicken, or Comma Delimited (Excel) file. You will then choose the account you
want to download transactions for and the time period. Click NEXT and then DOWNLOAD.

You also have the option to print your transactions for each account. Click on the account you
want to print transactions for and then in the right corner click on the printer icon.

In the top right corner of each account box is a gear icon. Clicking on this icon will give you
the option to hide/unhide the account and rename the account.

To hide an account, click on the toggle to the right to switch it ON/OFF. Hiding an account
will remove it from the boxes at the top of the screen.

To unhide an account once it has been hidden, go to the gear icon at the top right of the
screen. Click on settings and then click on the gear icon to the right of the account that you
have hidden. Toggle it back to OFF. Click the X when you are finished to return back to the
main dashboard.

To rename an account, click on the gear icon on the top right corner of the account you want
to change the name for. A box will pop up, click on the pencil, and then type on the line the
name you want to change the account to. Click the save button to finish.

For additional account details, including payment date and amount due on loans, click on the
“i” in the left corner of each account box. A pop-up box will appear with detailed information.

