How to Create Your Own Statement
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Choose the account for which you
would like to create a statement. Just
click on the account to open the
transaction list.

Click the Funnel icon next
to the search bar.

Click in the Date Range box, which will
give you the drop-down list seen here.
Click Date Range at the bottom of the list.
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Clicking Date Range will open the calendar seen below. You can click
on the arrows at the top of each calendar to toggle to different months.
The calendar on the left is labeled Start date and the calendar on the
right is labeled End date. Click on the number to choose your start and
end date. For example, if you would like to print a statement for
January 2021, click “1” on the Start date calendar and “31” on the End
date calendar. Click Done when you have chosen your dates.
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DATE [ 1/1/2021 -1/31/2021 ‘
TRANSACTION AMOUNT ‘ ‘ [_l Range
This will fill in the date. Click the blue Search
CREDIT OR DEBIT? ‘ Any “ ‘ . . .
button at the bottom. This will then list only
e ‘ P ‘ ‘ the transactions for the date range that you
chose. You can then click the Funnel icon
CATEGORY ‘ Any v ‘ again to close the search box.
CHECK NUMBER ‘ |_| Range
|E Clear Filters
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Click the Printer icon above the transactions.
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DATE DESCRIPTION

This will bring up a printable list of transactions just from the
date range you chose. You can either print it or save it as a
document. To save it, click on your printer. You should see an
option to Save as PDF. If you choose this option instead of the
printer, it will open your files so that you can choose where you
would like to save the docutment.
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