To view and categorize all transactions do the following:
 Log on to Online Banking
o Choose the checking or savings account you would like to view.
o Click on Categorize

o

o

The Categorize Transactions screen will appear with your recent transactions. You are
able to search by the following options:
 Account
 Date
 Date Range
 All Activity
 Check Number
 Amount
 Then choose the number of transactions per page
Clicking on Advanced Search will give some search options:
 Amount Range
 Check Number
 Sort By
 Then By

o

Your transactions will be displayed under the “Transactions” banner where you will be
able to categorize each transaction based upon your options in the drop down list.
 To change a Category, click on the pencil and paper icon to the right of the
category column. A drop down menu will appear with a list of categories.
 Click the drop down arrow and scroll until you see the category you would like
to put this transaction into. Once you have chosen the category, click the
“Save” icon. If you would like to view the check, click on the hyperlink and the
image will appear even if it was a check that was written at the beginning of the
year.

o

Currently not all of your transactions will show up under a Category; they may appear as
“Uncategorized”. If you would like to view your Expenses and your Income by specific
categories you will categorize them first. Once completed, click on “Report”. This will
allow you to see a pie chart that will break down your expenses and your income. To
return to Transactions, click on View Transactions, otherwise you can navigate to
another area of Online Banking by choosing the appropriate menu item from the top
left menu.

To find an image of a check, do the following:
 While viewing All Transactions, click on the hyperlink of the check number and it will pull up that
information. For example, if you are looking for an image of a check from January 15, 2012, you
can search for the date or check number and pull that image up from the screen.

