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ComMmBiz User Guide

Viewing and Printing Transaction History

About this guide

This guide takes you through the process of printing and viewing your Transaction History reports in CommBiz.

Viewing Transaction History

1.

2,

Open your internet browser, visit commbiz.com.au and log in to CommBiz.
On the top menu, click Accounts > Transaction History.

The View Transaction History page is displayed.
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4. From the ‘Account’ field select the account for which you wish to view the transaction history. You can do this

by either:

a) Select the account from the drop down list. The Account drop down list will display 10 accounts. If the
account your seeking is not displayed in the drop down list, you will need to search for the account (see

step b).

OR

b) You can search for an account using our simple predictive search. You can type any part of the account
name and/or account number in the ‘Account’ field and the predictive search will display the top 10
accounts with the same sequence of characters. Identify and select the correct account.
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5. Choose the date range for which you wish to view the transactions, then click the Show button.

Note: The default selection of All will retrieve 15 months worth of transaction data, unless the account is
newer than 15 months old.

6. The list of located transactions is displayed.
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14/07/2011 CASHED CHECAIE 000295 $50.00 $3,510.11 CR
14/07/2011 ANNIS BROWN BBC SOCIAL CLUB $12.00 $3,560.11 CR
14/07/2011 EMMA TUITE Staff Club $12.00 £3,548.11 CR
14072011 L M DAVEY Staff Club $12.00 $3,538.11 CR

Note: If there are more than 30 transactions listed, you will need to click Next > to view subsequent pages.

Exporting Transaction History

7. To exportto a CSV or PDF file, select the file format from the ‘Export format’ drop down list and click the
Export Transactions button.

8. The Export Advice page is displayed, including a receipt number for your transaction history report.
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9.

10. A File Download prompt will appear, asking whether you wish to open or save the file.

Record your receipt number.
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[f;'a Mame: 147596134, csv
L Ld

Type: Microsaft OFfice Excel Comma Separated Walues Fil.
Fram:  login, cammbiz, commbank. conm,au
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I,--' . Wwhile files from the Intermet can be uzeful, some filez can patentially
@ harm your computer. 1f you do fat trust the zource, do not open or
e save this file. What's the risk?

11. You can now view, save and print the report.
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