
 

 
 
 
 

 
 

Version 5.0.11.101 

   Tips & Tricks 

Auto Naming Excel Worksheets 

When you run a Report to Excel from Accredo, the Report Title is now used as the Worksheet 
Name. 

For example, go to Navigator > Reports > General Ledger > Account Reports > Trial Balance. Change 
the Destination to Excel and click Run. 

You can see the Worksheet is renamed Trial Balance. 

 

 

You also have the option of assigning a Short Name, which will override the Report Title as the 
Worksheet Name. This can be useful if your Report Title is long and you are running multiple reports 
to the same Excel Workbook. 

The Short Name is also used as the Default File name when sending Reports to Disk File and can be 
set on Analysis Reports, Custom Reports and GL Financial Reports as well as Report Layouts. 

For example, go to: Navigator > Reports > General Ledger > Transaction Reports, then right-click on 
Transaction Sequence and select Edit Layout. 

Enter a Short Name in the Short Name field. 
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Click Save, then select the Transaction Sequence Report in the Navigator and change the 
Destination to Excel Worksheet. Click Run. 

The report runs to Excel with the Short Name as the Worksheet Name. 
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