
How To: 
View Filing History

Quick Reference Guide



View Filing History

View History 1. From the dashboard, select Manage forms

2. Select Filing history

3. Show by form displays the status of each form 
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View Filing History

View History 
(cont’)

4. Select the Form link

5. The summary page displays

6. Scroll to the bottom and click Back
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View Filing History

View History 
(cont’)

7. Select the Transaction ref no. link 

8. The transaction summary page displays

9. Select the Filing History link to return to the previous page
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View Filing History

View History 
(cont’)

10. Select the Show by transaction link

11. The status of the transactions are displayed

12. A Failed status indicates payment failed

13. Select the Transaction ref no. link

14. The transaction summary page displays
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