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Transaction Search is a tool that allows you to review, edit, delete and report transactions and balances. Here's an example of a
few specific things that you can do with search:

» Search for a specific transaction or transactions.

»? Edit a transaction.

» Void or Delete a transaction.

» Reprint a check or invoice.

» Create formats that produce reports on financial activity

Transaction Search screen is similar to the report preview screen in that it has a Filters, Column, Group/Sort and General tabs
that allow you to modify the information included. The difference being that the transaction search gives you many more choices
of data (columns) & level of details to include.

In this topic we'll show you the general steps one would use to execute a search. Please refer to the Edit or Delete a
Transaction and Reprint a Check, Invoice or Deposit Slip topics for specific instructions on how to use transaction search for
those types of processes.

Once the data is displayed in the transaction search it can be edited, deleted or printed.

Using Transaction Search

1. Select Processes > Transaction Search or Reporting Tools > Transaction Search

©

<52 Transaction Search == ==

7 Date Selection From 07012010 (] To [07/0/010  [F] [ Search
£ FormstDefinkicn summary [BIE3[=))
5 Filter Definition | Summary ]
= 5 Transaction Date | Transsction Number | Enty Screen | st Name, Last Name | 1000 B2k [}
o | Amount =
‘g 1 | 07110 000009 Customer invoices Andy Johnson 24435
Lg“ 2 07/01710 000010 Customer Invoices Red Wing Bike Club 9,253.95
o| |3 | e 000011 Customer invoices  Summity County SkiClub 15.725.00
214 | mam 000012 Customer Invoices  Shemnan Village Fishing | 42500
215 | oo 000013 Customer Invoices  Chuck Adams 500.00

6 07/01710 000014 Customer Invoices Frank Buchanan 500.00

7 0701710 000015 Customer invoices Herb Ford 500.00

8 07/01710 1000016 Customer Invoices Jim Pierce 500.00

3 07/01710 000017 Customer Invoices Woody Cleveland 54435

10 | lov/m2ri0 000005 General Joumal Entries 548332

1| o730 000017 Receipts ‘Sheman Vilage Fishing | 42500

12 | lo7/4rt0 000063 Customerlnvoices  ZZZCash oo ||

13 | |ovmsr10 000018 Receipts Summity County SkiCub ~ 15.725.00

14| lovesria 000013 Receipts Summity County SkiClub 1541050

15 | |owo7r10 000003 Genersl Joumal Entriss 000

16 | |o7/08/10 000010 Payments Pro Cast Supplies -28,700.00

17 | loz/0sr10 000057 Receipts Zach Jefferson 400000

18 = 28.569.83

19

20 Search Criteria:

21 Date Selection: Custom (07/01/10t0 07/10/10)

»

23 Other Filters:

24 Transaction Status: Posted

25

25 Sorted By:

27 Transaction Date: Ascending

DEN| ]
[ prnt =] [ Ewor Eat Options 7 | o
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2. Inthe Date Selection or date From/To fields, specify the appropriate date range to search. By default, the Date
Selection criteria is set to This Month. To set your selection to display each time you start Transaction Search, right-click
and select Set As Default.

3. The Format Definition allows you to choose a predefined format for the level of detail, columns displayed, the order of
the columns, and the group and sort order of the search results. The list includes built-in format definitions, but you can
also create your own. For a basic search, we recommend you use Summary which is one line of data per transaction.

4. The Filter Definition allows you to choose predefined data selections on the Filters tab. The default, Summary, is
recommended as it includes all posted transactions.

5. Select the Filters tab to choose the data that should be included in this search. For example, if you only want to see
Receipt transactions, that can be selected in the Entry Screen field, or if you only want to see transactions for a specific
account, choose that account in the Line Detail Account field. If the field you'd like to select data by is not displayed as a
Search Selections Item, click on the More Items button to display additional fields. If you'd like to save these selection
criteria for future use (for example, you'll want this same search next month), select the Search button and then click on

the Save icon next to the Filter Definition field. The save process will prompt you to name this new Filter Definition
for future use.

32 Transaction Search =N Eon >
gl Filters - &
g rom |07/01/2010 To |07/10/2010 Search
ﬁ Search Selections D :
= ~|[x
Q1 |item Selected Criteria = =
= x
g Entry Screen <All> E| MXEE
i :
= Transaction Name <All= Entry Screen Fist Mo L st Name: Tﬁm‘iﬂ]k
g | |Line Detall Account <All= . T T Mo
gu_) Transaction Namber | <All> Customer Invoices Andy Johnson 24435
= 5 y
2| [Transaction swts osted Customer Invoices Red Wing Bike Club 9.253.95
EJ Customer Invoices Summity County Sk Club 15,725.00
= Customer Invoices Sheman Village Fishing | 42500
= Customer Invoices Chuck Adams 500.00
Customer Invoices Frank Buchanan 500.00
Customer Invoices Herb Ford 500.00
Customer Invoices Jim Pierce 500.00
Customer Invoices Woody Cleveland 544.35
TI—

Search QOpticns ™ Close 0

6. Selectthe Columns tab to:
” Select the Level field allows you to select the level of detail that will display in the search result, Transaction
Summary, Transaction Lines, Journal Entry Summary, and Journal Entry Details.
? Define which columns to include in the search results and determine the order they will display. Place a check
mark in each field that you'd like displayed as a column of data within the search. Use the arrow up and down
buttons to decide which order the columns will be displayed in. If you'd like to save these selected columns as a
format that can be used again (without having to manually select and reorder), select the Search button and then

click on the save icon next to the Format Definition field. The save process will prompt you to name this new
Format Definition for future use.
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Filters | Columns | Group/Sort | General

Columns o

Resuts Lovelof Detal
Level: Transacton Sumayy

Gioup on Transaction

Transaction Date: A
Transaction Number

Entry Screen

First Name, Last Name

Total Joumal Amount

[ Attachments

[ Batch Comment

[ Batch Date

[ Batch User Name

[ Commission Amount

[ Company v

THIE

I

Date Selection Al

[= [k

v| Fom pyo B To wpyas B Search

Search

Format Definition Summary v+ x
Fillr Definifion Summary - xk

© Trnsscion Date | Transacton Number | EntryScreen | Fist Name, Last Name: | Total Joumal Amourt
19 1w Aecount Reconiaton erest (1]
1% vaums Receipts River's Bend Grain Comg. 744390
% vawms e Paments Beck's Superor Hybids 1664272
97 s u% Vendor voices(A/F) Arez Ag Center 4530
198 1oems Receipts River's Bend Grain Comp 72340
9 105 Receipts Commodty Crect Corpor: 2580
20| 1772015 Recsipts Rives Bend Grain Come. 706838
M s Vendor nvoices(A/F) Area Ag Certer 230
22| pyis 00748 Pamerls 8BS 357445
23 s 07s Pamerts Rurd Bxcavaiion Conpa 000
W s o Pamerts Fam Bureau haurence 223
A5 | yy7ms W52 Payments Famn Bureau Insurance 176650
26 | 1/7ms 07153 Payments Ken's Auto Repair 4430
A7 s 0ns Paments RM Rickis LLC Futures 1000000
2B U5 00755 Payments General Bscic Compan 028
29| 132015 Adust Curent Poticn Long Term Debt 000
20 i Apply Disrbutions (1)
m s Expense Work n Process Invertories (1)
22| 132015 General Jounal Eries (1]
23| 1305 Receipts CargilCom Ingredeins 1991872
M| mems . Bivar B (i P coRe

Print |*| | Bpot Edt Options ~ Close

9

7. Select the Groups/Sort tab to define how the data will be sorted and subtotaled.

8. Click Search to update the search screen with the details provided in the various tabs.

9. Once the data is displayed in the transaction search screen it can be reviewed, sorted ascending/descending by clicking
the column headings, edited, deleted or printed. To edit or delete a transaction simply double-click on the appropriate
row. To print the information select Print. Additional information can be displayed for transactions by highlighting the
transaction and then right-clicking to display a context menu. The information on the context menu will change based on
the transaction type, for example, for AP or AR invoices and Credit Card Purchases, the menu will display a View
Payment History option, for Sales Orders or Purchase Orders the menu will contain a View Sales Order or Purchase
Order option, for AR invoices, the menu will display Preview Invoices, and for AP Payments,AR Receipts, or Credit
Card Payments the menu will contain a View Invoices option.

Frequently Asked Questions

Q: | have created a Format Definition that I'd like to also use in another database. Do | have to set it all up again in

that database?

A: No, you can use the Export Format Definitions option. To export a format definition so it can be used in another database,
click the down arrow on the Options button on the bottom of the Transactions Search screen, select Export Format
Definitions, select a name and location for the export file, select the format definitions to be included in the file, and then click
OK. Click OK. Options > Import Format Definitions can be used in the other database to bring in the format definition.

Q: How do | display just the transactions for one account?

A: Select the appropriate Date range on the main transaction search screen. Then click on the Filters tab. In the Line Account
Detail field, select the appropriate account. Click Search.

Q: How can | see all of the transactions for the month, grouped by Account?
A: We'll use a number of the tabs to modify the results:

1. Select the appropriate Date range on the main transaction search screen.
Click on the Columns tab. Change the Level field to Journal Entry Summary (this is done so the results include the

account). Select the appropriate Account fields (for example, account name or number).

3. Then click on the Group/Sort tab. Put a check mark in the Group box next to the account field that was added in step 2.

Click Search.
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3 Transaction Search (= |
=
Z| DeleSelesion it 18 [orromoi0
3
| FormatDeinison [sunmay HEE
£ Filter Definition |Summary BE[E]
| Total Bark 5
= == Account (Name) Transaction Date | Transaction Number | Entry Sereen Fist Name, Last Name | /o oot [=]
E11 | Asourting 07/02/10 000005 General Joumal Ertries 548332
2| 2 | 5 Accounting -5.483.32
g 3 Accourts Receivable - Business |07/05/10 000019 Recepts Summity Courty SkiClub 1541050
= | Accourts Receivable - Business |07/05/10 000019 Receits Summity Courty SkiClub 1541050
i 5 Accourts Receivable - Business |07/05/10 000018 Receipts Summity County Ski b~ 15.725.00
3 Accourts Receivable - Business |07/03/10 000017 Recsints Sheman Viliags Fishing | 42500
7 Accourts Receivable - Business |07/01/10 000012 Customer Inveices | Sheman Village Fishing | 42500
k3 Accourts Recsivable - Business | 07/01/10 000012 Customer Inveices  Sherman Village Fishing | 42500
£l Accourts Receivable - Business |07/01/10 000011 Customer Invoices | Summty Courty SkiClub  15.725.00
0 Accourts Receivable - Business |07/01/10 000011 Customer Inveices | Summity Courty SkiClub 15,725,080
n Accourts Receivable - Business |07/01/10 000010 Customer Invoices | Red Wing Bike Club 925395
12 Accourts Recsivable - Business |07/01/10 000010 Customer Invoices  Red Wing Bike Club 9253.95
3 Accourts Receivable - Business |07/01/10 000010 Customer Invoices __ Red Wing Bike Club 925395
14 E Accounts Receivable - Business 107.032.85
= Accourts Receivable - Retail | 07/01/10 000009 Customer Inveices | Andy Johnson 24435
16 Accourts Receivable - Retail | 07/01/10 000003 Customer Inveices | Andy Johnson 24435
7 Accourts Recsivable - Retail | 07/01/10 000009 Customer Invoices | Andy Johnson 24435
18 Accounts Recelvable - Retail  07/04/10 000069 Customer Invoices | ZZZCash 000
it Accourts Recsivable - Retal  07/04/10 000063 Customer Invoices | ZZ2Cash 0.00 [~
[Pt =] [ Bpot || et | [Options +] (7}

Q: | have a transaction that is missing from bank reconciliation. Is there a way in Transaction Search to see if it's
already been reconciled, and if it has, what date?

A: Yes, we can display the transactions with a Date Reconciled.

1. Select the appropriate Date range on the main transaction search screen.
2. Click on the Columns tab. Change the Level field to Journal Entry Summary. Put a check mark in Group on
Transaction. Select the fields shown below:

il Columns

e}
4
i

Resutts Level of Detail

4

Level: [Joumal Entry Summarny

Group on Transaction
|
Transaction Date - g
Transaction Number
Ertry Screen =

Total Bank / Invoice §
Account (Name)

Amourt (Joumal) -
Date Reconciled

[ Account {Abbreviation)

[ Account {Number)

[ Account Categany

[T Account Type

[] Amourt

[ Amourt {Accourt)

[ Associated Accourt (8.

[7] Associated Accourt (Ma...

[] Associated Account (Mu...

I:‘ Bank / Invoice §

[”] Batch Commert

[ Batch Date

[] Batch User Name I}
[7] Company

[T] Company {Abbreviation)

| s

| |pauan) | pogdnosg | SUWNjog | S8

First Name, Last Name ‘:

3. Click on the Filters tab. In the Line Account Detail field, select the appropriate bank account.

@ )

4. Click Search. If you would like to use these selections again in the future, click on the save icon next to the Format
Definition field. The save process will prompt you to name this new Format Definition for future use (for example,
Transactions with Date Reconciled).
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<3+ Transaction Search =N Eol| =<0
=
E Date Selection From [0s/01/2010 (| To |osfsofzot0  [H|
G
= Format Definition |Summary FEE
5 Filter Definition |Summary [BE%]
& =
- O T ewieacion Dot i Tranieachion Niber Erft Firt Name, Last Name | 1200 Borkk Accourt (Name) | Amount (Joumal) | Date Reconcied
5 | | | | !
5 |1 06/05/10 000065 Cuslomer Invoices __ ZZZCash 0.00 Cash in Bark - Checking 57.428.89 |06/30/10
g2 = 0.00 57.428.89
g 3 06/12/10 000066 Customer Invoices __ 777Cash 0.00 Cash in Bank - Checking 143.419.92 |06/30/10
2+ B 0.00 143,419.92
> 06/15/10 000055 Receipls Andy Johnson 300.00_Cash in Bark - Checking 300.00 | 06/30/10
6| B 300.00 300.00
z 06/22/10 000067 Customer Invoices _ ZZZCash 0.00 Cash in Bank - Checking 101.118.01 |06/30/10
8| = 0.00 101.118.01
2 06/25/10 000068 Customer Invoices __ 777Cash 0.00 Cash in Bank - Checking 31.357.00 |06/30/10
LAE] 0.00 31.357.00
e 06/27/10 000005 General Joumal Entries -5.483.32 Cash in Bank - Checking -5.483.32 | D6/30/10
2] &8 -5.483.32 -5.483.32
2 06/30/10 000023 General Joumal Entries -53.222.00 Cash in Bark - Checking -53.222.00 |06/30/10
AN -53.222.00 -53.222.00
(i) (i) [ 4 ] (s )

Q: | made the appropriate selections in the Filter, Columns and Group/Sort tab, but the transactions displayed in my
main Transaction Search screen didn't change?

A: This will happen if the Search button is not clicked on after making your selections in the tabs. Click on the Search button at
the top of the screen to refresh the data using the new criteria.
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