
How to Setup an Advanced Query 
Set up an advanced query to ensure all transactions requiring your approval display in the transaction list. 
Follow these steps: 

1. If you have more than one role in PaymentNet select Transaction Approver, then select Transactions > 
Manage.

2. Click “Advanced Query”

3. Change the Post Date range by selecting "Is Between" in the Operation drop down menu and add the date range in
the Value fields. In the Criteria section select "Approval Status" for the Field and "Is Not Equal To" for the Operation,
with "Approved" as the Value.



3. Click “Save Query”

4. Name query and save

5. To use this query, select Transactions > Manage from the home page and your report name from the "Filter By" 
selection drop down menu.


