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8 How to Create Excel-Friendly GL Report  

Overview 
Standard GL Reports do not export to Excel nicely.  This procedure provides a work-around, creating a new 
report that has an Excel-friendly layout but is not designed for on-screen display. 
 
Example: 

Report Exported to Excel with widening columns all 
that is required! 

Clarity default view of this report, not 
designed for on-screen display. 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 



 
 

 
 

Step 1 – Copy an Existing EXO GL Report 
1. Open EXO -> Reports -> General Ledger Reports -> Setup GL Reports 

 
2. Copy EXO GL Report  

 
3. Double click on ‘Copy’ of report to open it for edit 
4. Generate new GL Report Table for new ‘Copy’ GL Report 
5. Rename the report (good idea is to place ‘– Excel’ at end of report name for easy finding) 

 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 



 
 

 

Step 2 – Copy Clarity Report from ‘Master’ to ‘Custom’ Folder 
 

1. In Windows Explorer Go to EXO -> Common- >Clarity ->‘Master Reports’ and find report with same 
name as new report and table generated (e.g. GLReport16) 

2. Copy report (e.g. GLReport17) into Clarity Custom Reports folder 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3 – Update Format of New Clarity to be Excel-friendly 

Format New General Ledger Clarity Report for Excel-friendly format 

1. Open EXO Clarity 
2. Open newly created General Ledger Clarity Custom report 
3. Hide columns you don’t want to appear in Excel 
4. Edit width of fields in ‘Detail’ section to be maximum width of 17 
5. Make all fields ‘Transparent’ 
6. Keep all field ‘Font Size’ maximum of 12 
7. Save changes 

 
 
 
 
 
 
 
 
 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 



 
 

EXAMPLES: 

Maximum Width (17) 

 
 

Transparent 

 
 

 

 

 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 



 
 

Font Size (Maximum 12) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tips: 

 

 

 
 

 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 


