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How To Guide - Report by Transaction Type 

When you require a report of all the transactions of a particular type such as all the "Credit 

Adjustments" or all the "Council Gifts" you can do the following. 

1. Go to the "REPORTS" tab => "User Account Transactions" => select the date range for the 

report. 

2. Select the "Transaction Type" you wish to report on. 

3. Click the "View" button. 

4. You can now download this report as a PDF or a CSV (spreadsheet). 

 

   

 


