Question

| have processed my transactions and submitted it to be approved. How do I look up
that transaction?

Answer
From your Home page, select the Expenses Tab
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Click in the date from box and a calendar will pop up on the right hand side of the
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Then click on the search button to bring up all the transactions.




0 PROMASTER Expense Search

Home Expenses Transactions Reports Authorities Profiles D

Jean Ryan | Account Holder

Search Parameters

Date From Date To 03-02-2010 ] waiting Accountholder [ oraft Travel
Account Type Account number All Accounts H [ unapproved Traveal [ review-Book Travel
g O Approved Travel O Completed Travel
ﬂ D ‘Waiting Private Remittanoen D Waiting Approval
Sort By 53 [ waiting GL Post ] Posted

Type Status Purchase Date Reference ID
253-08-2009  X0000000000000000366 BATHURST TROPHIES &

== Y 23-08-2009  X0000000000000000368 RCG LOCKSMITHS Swipe card locks for the Managers offices in buildings 123, 409 and 890. General 1455.0
= 9 31-08-2009  XOUUUUOORSSEAAA003E R General 52 @
3 records found to the value of AUD 1842.22

General

You can view the transactions details by clicking on the % icon beside th
transaction. You can see the attached documentation by clicking on the Ul icon
beside the transaction.



