How to View a report in Ledger Report Writer

1. Select the Ledger Report Writer tab to open Ledger Report Writer.
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2. Click the name Statement of Activities from the Custom Ledger Statements library.

r Church Manager Y Ledger and Payables T Ledger Report Writer |‘ Consolidation Manager

(e

Ledger
Report \Wriker
Report Menu

i

Reports

‘Suppnr‘tand Services 866.930_4??4| Email a support question Checks/Forms | Release Notes | User Guide | Videos OnlineHeIpAﬂicIes|

Custom | edoar Statements,

[ Statements of Activity

[ Statements of Financial Position

3. Click the name Statement of Activities- Additional Format from the Custom Ledger

Statements library.
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How to View a report in Ledger Report Writer

4 Click Preview Report.

Ledger Report Writer exports your statement to a file named “report(x).xlIs” and
provides a link to the file in the lower-left corner of your General page. If you are using
Firefox, the Excel file is saved to your Downloads folder. Double click to open the file.

If you are using Internet Explorer or Chrome, your browser will display a message at the
bottom of the page.

5 Click OK to view the report in Excel.
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[] Do this automatically for files like this from now on.
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