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Access Reports Tab 
 

 
 

Select:  

• ‘Payment Transactions’ 
• ‘Begin Date & End Date’ or use tabs for ‘Today’, ‘Last 24 Hours’, ’Month to Date’ or ‘Year to 

Date’ 
• Select ‘Export’.  CVS, Excel or PDF 
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Click ‘View” 

 

 

‘Open’ or ‘Save’ Report 
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Example of Excel Report: 

 

 

 

Example of PDF Report: 
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