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Introduction

The KeyNavigator Transactions Report is designed to enhance your Information Reporting experience with improved 
data access and usability. This guide provides a quick overview of key features, navigation steps, search and filter 
options, and saved reports.

Key features
• Enhanced transaction details and check images within the report.

• Two years of transaction history (previously limited to 180 days).

• Improved search and filter capabilities.

• View transactions across all accounts with ability to break down at the account level.
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Navigation steps

1. Select Information Reporting from the Reporting & Research dropdown menu.

2. Select Transactions from the Standard Reports menu under Previous Day.

3. The default view will show all Previous Day Transactions across all accounts unless customized.

4. Click anywhere in the transaction row to view expanded details.
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Transactions report limits

The Transactions report can only display 4,000 records in KeyNavigator. When Transactions requests return more than 
4,000 records, the total number of transactions will display and you will be prompted to:

• Download all transactions as a CSV file.

• Display the first 4,000 transactions.

• Cancel and refine your Search.
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Search and filter options

Search by Date
Use Previous Day or Custom Date to select a date range (up to two years).

Search by Account
Choose specific accounts from the All Accounts dropdown.

Search by Transaction Type
Search by type or select Credits Only/Debits Only.

Search by Amount
Use All Amounts, Exactly, or Between to specify an amount range.

Filter by Text
Use the filter bar to search for exact text within loaded transactions.

Filter by Type
Select transaction types from the All Types dropdown.

Reset
To Reset your search, select the Reset button.
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Saved Reports

You can save a Custom Report to preserve specific search criteria you’ve used, such as filtering by certain accounts or 
transaction types, for easy reuse later. Additionally, you can set a Primary View so that your saved Custom Report loads 
by default when accessing Transactions, rather than displaying all transactions across all accounts. 

Saving a Custom Report
• Select the search criteria you want for your Saved Report.

• Select the Save icon next to the search options.

• Enter the Report Name and Save.

Open a Saved Report
• Select Saved Reports in the upper right corner of the report.

• Select the Saved Report you want to view.

Manage your Saved Reports
• Select Saved Reports in the upper right corner of the report.

• Select Manage.

• Here, you can set your Primary Report, edit Report Names, or delete a Saved Report.
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Saved Reports

Your primary report is what you will see every time you open Transactions. 

To set a Primary Report
• Select Saved Reports and Manage.

• �Find the row of the Custom Report you want to make your primary, and then select the Edit icon under the  
Actions column.

• Select the checkbox under the Primary column.

• Select the green check under the Actions column to save the change.

• Click the Close button.

Edit the name of a Saved Report
• Select Saved Reports and Manage.

• Find the row of the Custom Report you want to edit the name of and click the Edit icon.

• Make edits and select the green check icon to save the change.

• Click the Close button.

Deleting a Saved Report
• Select Saved Reports and Manage.

• Find the row of the Custom Report you want to delete.

• Select the Delete icon from the Actions column.

• Select the OK button to confirm delete.

• Click the Close button.
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Exporting

To export your Transactions Report
• Select the search criteria for what you want included in the exported report.

• Select the Export button from the upper right corner of the report.


