
How to View a report in Ledger Report Writer  

 

1. Select the Ledger Report Writer tab to open Ledger Report Writer. 
   

 
 

 
2. Click the name Statement of Activities from the Custom Ledger Statements library. 

 

 

3. Click the name Statement of Activities- Additional Format from the Custom Ledger 
Statements library. 
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4 Click Preview Report.  

Ledger Report Writer exports your statement to a file named “report(x).xls” 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. 

 

 


