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Navigating the Dashboard

The Profile Bar: To help you there is a Profile Bar at the top of every screen. Use this Profile Bar to switch 
between your Profiles.

To change the Profile you 
are viewing, select from 
the dropdown list.

Click on the tabs to view different 
graphs and information on your Profile 
and the accounts in that Profile. 

Click on the “View Demo” 
tab to view a demo on the 
Dashboard.

Use this button to navigate to 
the Coding transactions page.

To edit your Profile, e.g add 
an account or change the 
Profile’s name click on “Edit”.

This shows how many transactions 
have not been categorised over the 
past Month for this Profile.

You can add a new 
Profile at any time.

Use the date range finder 
to select a date range you 
want to view and then click 
on ”GO”. This allows you to 
set the date parameters of 
your graphs. 

Click on “Help” to view 
help on the Dashboard

Click on “Export” to export the 
information in the graphs to a 
spreadsheet program, allowing you 
to save your information.

You can view your date selection by week, 
month or quarter. You can see up to 13 
weeks, 13 months or 8 quarters.

Click on “Print” to print the 
information in the graphs. The 
graphs that are visible will 
print so you will need to have 
the right tab selected first.
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Tick boxes allow you to show 
additional information on the 
Cash Position graph.


