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How to...
View reconciliation retentions – invoice discounting 

1. Sign into your account.

If you have one agreement with us, you will be taken 
straight to your availability page. If you are already 
signed on, click on the Agreements icon.

2. If you have a group of agreements, select the one 
you wish to view from the list by clicking on the name.

If you are already signed on, click on the Home icon  
to access Agreement Summary page below. 

3. From here, go to the Breakdown widget to obtain 
your reconciliation retention. 

Select the Disapproved Breakdown tab and your 
reconciliation retention information will display, plus 
details of any invoice batches that have been held for 
verification.

Please note: If the breakdown widget is not displaying, 
refer to our guide How to configure the dashboard for 
instructions on how to add it.
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4. To view a previous month’s retentions click on the 
Movements tab. 

Select Funding Disapproved from the drop down  
Account menu and choose your date range.

The details will load, displaying the debit and credit 
splits. 

5. You can view the previous month’s retentions in 
the debits section.


