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How to...
View movements – sales ledger

1. Sign into your account.

If you have one agreement with us, once you have 
signed in you will be taken to your availability page. 

From any other page, click on the Agreements icon.

2. If you have a group of agreements, select the  
account from the list that you wish to view by clicking 
on the name.

3. You will then be taken to the Agreement Summary 
page. From here, click on the Movements tab.
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4. From here, select Sales Ledger from the drop 
down menu, and choose the date range you want to 
search by amending the calendar dates.

5. All entries will then be displayed along with the 
account balance i.e. invoice schedules, credit notes 
and In-Payments.
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6. This data can be extracted by clicking on the 
down arrow on the far right of the window.

You can then export the data into excel, pdf or csv 
format.

7. Your file should then open in the chosen format.


