
Cashflow Manager Reports in PDF Format Rev 1.0 
 
This document will show an individual how to pull the three reports needed from the cashflow 
manager to process the business part of a tax return. The three reports are the Profit/Loss YTD 
for the relative tax year, Mileage report, and Categorized Expenses report. 
 
First, lets proceed to generate the Categorized Expenses report.  
 

1. Log into your cashflow manager via a computer or your cell phone browser. You will not 
be able to pull the reports from the mobile app because you need to access the desktop 
version. When you log in from your phone, make sure to select the desktop version. You 
will not need to select it from a computer.  

2. After clicking on the profile, here you will find the dashboard screen 
a. Click on view/edit expenses 

b. 
3. Adjust the parameters below using the following example. Click on update view after 

you have adjusted the dates. Put a checkbox in income, expenses, and click on 
categorized. Click on the printer next to printer view to download the report in a PDF 
format. 



a. 
4. On the next screen, you will see the printable view. Press CTRL and P to print and it will 

take you to the following screen below. Click on Save as PDF versus selecting your 
normal printer. We want to print it to a PDF so that you can upload it versus printing a 
hard copy.  

a. 
5. Use the following naming format to save your file so it is easily distinguishable amongst 

the three reports.  



a. 
6. This report is now completed and ready for upload. We can move on to the next one.  

 
Now, we will proceed to print the Mileage report to PDF format.  
 

1. Go back to the view/edit expenses screen. You should still have it opened in your 
browser. If not, go back to it and set the same parameters as before concerning the date 
and check marks. Click on mileage log 

a. 
2. It will now take you to a printable view of the mileage log as seen below.  

a. 
3. Click on CTRL and P to print and save as a PDF using this format.  

a. 
4. This report is now completed and ready for upload. Let’s move on to the final report. 

 
For the third report, we will print the Profit/Loss YTD report. 
 

1. Go back to the view/edit expenses screen and make sure the same parameters are set 
concerning the date and check marks. Click on profit/loss YTD. 



a. 
2. Select the appropriate Tax Year at the top for the information to populate 

a. 
3. Press CTRL and P to print and save the file in the following format. 

a. 
4. This document is now completed and ready for upload.  

 
If you only have one business, this is all that you will need to upload into your Taxaroo secure 
client portal system. If you have multiple businesses recorded in the Cashflow Manager, you 
will need to generate all three reports for each business. This is so that we can process your 

tax return efficiently and accurately as well as for our own record keeping that we must keep 
per IRS regulations. 

 
If you have any questions, don’t hesitate to reach out to us via email at 

information@jcfinancialservices.us and we will provide whatever clarity is needed. 


