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1. Click the Admin tab in ADM. 
 
2. Choose Transaction from the drop-down menu. 

 
3. Enter one of the following in the Search field:: 

a. Transaction ID 

b. Last four digits of the credit card 

c. Customer name 

d. Product 

e. All  
 
4. Change the Date Range as desired. 

 
5. Choose your Location or All Locations. 
 
6. Click the blue Find button in the bottom, left corner. 
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7. Hover your cursor over a Transaction ID in the Transaction ID column to view the items in 
the transaction. 

 
8. Click on the Transaction ID in the Transaction ID column to view the details in the 

transaction. 

 
9. Click the blue Print button on the left side of the screen for a printed copy. 
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