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Transactions 
This section lists posted transaction history for all of your Glass City accounts (both primary and 
joint). The default for this page is that it will show transactions for ALL Glass City deposit accounts 
and loan accounts combined (both primary and joint), in descending chronological order. You can 
also view transactions for any linked external accounts that you may have set up by clicking the 
External Accounts button. 
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To narrow down the full list of transactions, use the search section to search for transactions by 
keyword(s)/description or by an amount. Select which of these 2 options from the Search By 
dropbox, and enter in the search criteria in the Search Transactions box. Once completed, click 
the Search button to view results. 
 

 
 
By default, the search results will pull in the previous 6 months’ worth of transaction history. Once 
the search results are returned, you can also use the Download link to download the results into 
the following formats: 

• Quicken (QFX) 
• QuickBooks (QBW) 
• PDF 
• Comma-separated value Spreadsheet (CSV) 
• Plain text (TXT) 

You can also print your search results by clicking the Print link. 
 
If you want a more-detailed search, click the Filter section, which will expand to provide additional 
search criteria to use to search for transactions. Using the screenshot on the next page, some of 
the additional search options include: 

• A specific deposit account or loan account (the Account dropbox) 
• A specific transaction type – i.e. deposits, withdrawals (the Transaction Type dropbox) 
• A specific date range (the Date Range section) 
• A minimum and/or maximum amount (the Amount section) 
• A check number (the Check Number field) 
• A transaction note, a custom note added to a particular transaction (the Transaction Note 

field) 
• A transaction tag 
• A transaction that has an attachment 

Once all of the search criteria is entered, click the See results button to view your search results. 
(Screenshot on following page) 
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When clicking on a particular transaction from the transaction history, some additional options are 
available, including: 

• Sending a secure message about the transaction. 
• Adding a category Tag to the transaction. 
• Adding a custom Note to the transaction. 
• Adding an attachment to the transaction. 

 
 
If you have any questions about the particular transaction, you can click the Submit a Secured 
Message button to send a message to the credit union with your question. 
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You also have the ability to categorize your transactions by using the Tags feature. Some examples 
of Tags categories include: Automobile, Bills, Donation, Education, Entertainment, Groceries, and 
more. 
 

 NOTE:  The Tags options are not editable. The list provided are the only ones available to use. 
You cannot create your own Tag options. 
 
You can also add in a custom Note to transactions, to give more detail. Examples could be 
‘Flowers for anniversary’ or ‘School lunch money’. 
 

To add a tag or a note, click the pencil icon ( ) in the Custom Information section. 
 

 
 
List of available Tags 
 

 
 
You can also upload image files to a particular transaction – example: a transaction receipt. 
To do this, you will click the Upload up to 3 images link in the Attachments section, and then click 
on any of the 3 + icons to upload the image(s). 
 

 



                                                                                           Transactions Guide 

 
When attachments have been added, there will be a new icon that appears at the end of the 
transaction line item in the transaction history. 
 

 
 
Below is a screenshot of what a transaction looks like with a Tag, a Note, and an Attachment. 
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For checking accounts, you can view cleared check images. You can quickly find cleared checks by 
doing a keyword search of Consumer Check in your transaction history. 
 

 
 

To view the cleared check images, click on the transaction in your history, and then click the View 
Check Images label in the Check Images section. 
 

 


