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Sales Reports 

 

Once you have selected all your options for the report you will need to select one of the following buttons to run 

the report. 

 

 

Print: Print the report. If preview is checked print the report to the screen. 

Email: Email this report to email addresses of your choice 

Excel: Send the report to excel so you can then modify or add to it. 

PLEASE NOTE:  Not all options are available on every report 
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Open Sales Order Report 
 

Before the End of Day Invoice Register is printed, the user should print out the open order report to be sure that 

all the orders have been shipped and invoiced. 

 

  
 

Date Selection: Dates you want for open orders 

Sort By: Specify the sort order of the report. Choose from Order #, Customer, Route/Stop or Ship Date 

Truck Route: Leave blank for all routes, enter in the route, or choose the query to search for a route 

Break By: Choose from Page (will break the page based on the Sort By option), Line (will add double spacing 

based on the Sort By option), None (No page breaks) 

Show Detail: Check this box if you would like the report to display the item number, the description of the 

item, quantity ordered, and Unit of Measure. 

Show Prices: Check this box if you would like the report to print prices 

Preview Report: Check this box if you would like this report to display on the screen 

 

Example of: Sort by Order #, All Routes, Show Detail, Break None, Show Prices 
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Example of: Sort by Order #, All Routes, No Detail, Break None, No Prices 

 

 
 

Status: Entered=Order Entered; Pick=Printed Pick Ticket; Shipped=Order Entered, Pick Ticket Printed, 

Invoice Button was clicked on, No Invoice Printed; Invoiced= Order Entered, Pick Ticket Printed, Invoice 

button was clicked on and Invoice printed. 
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Sales Order History Report 

 

 
 

Date Selection: Dates you want for open orders 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customers. 

Sort By: Specify the sort order of the report. Choose from Order #, Customer or Ship Date 

Truck Route: Leave blank for all routes, enter in the route, or choose the query to search for a route 

Break By: Choose from Page (will break the page based on the Sort By option), Line (will add double spacing 

based on the Sort By option), None (No page breaks) 

Cost Selection: Specify what cost you want to use for calculations. Choose Last, Average or Market 

Show Order Line Detail: Check this box if you would like the report to display the item number, the 

description of the item, quantity ordered, and Unit of Measure. 

Show Order Line Prices: Check this box if you would like the report to print prices 

Preview: Check this box if you would like this report to display on the screen 
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Category Sales Report 

 

 
 

Category Selection: Enter in a Category, a Range of Categories, or All Categories. 

Item Selection: Enter in an Item, a Range of Items, or All Items. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customers. 

Cust. Type Selection: Enter in a Customer Type, a Range of Customer Types, or All Customer Types. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Open Orders: Check this box if you would like to include open orders. 

Include Restricted Items: Check this box if you would like to include restricted items in the report and totals. 
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Preview Report: Check this box if you would like this report to display on the screen 
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Item Sales Report 

 

 
 

Category Selection: Enter in a Category, a Range of Categories, or All Categories as shown above. 

Item Selection: Enter in an Item, a Range of Items, or All Items as shown above. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps as shown above. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customer as shown above. 

Cust. Type Selection: Enter in a Customer Type, a Range of Customer Types, or All Customer Types. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Open Orders: Check this box if you would like to include open orders. 
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Include Restricted Items: Check this box if you would like to include restricted items in the report and totals 

Show Selling Units Also: Check this box if you want the selling units to show on the report. 

Preview Report: Check this box if you would like this report to display on the screen 

 

 

 
 

Example showing selling units 
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Item Customer Summary 

 

 
 

Category Selection: Enter in a Category, a Range of Categories, or All Categories as shown above. 

Item Selection: Enter in an Item, a Range of Items, or All Items as shown above. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps as shown above. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customer as shown above. 

Cust. Type Selection: Enter in a Customer Type, a Range of Customer Types, or All Customer Types. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Open Orders: Check this box if you would like to include open orders. 

Include Restricted Items: Check this box if you would like to include restricted items in the report and totals. 
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Preview Report: Check this box if you would like this report to display on the screen 

 

This report displays the items sold for a range of dates for Average Cost. 

The $ Sales Column is a calculation of the Buying Units X Price. 

The report lists the Gross Profit in $ and Gross Profit in %. 

 

 
 

 

  



Page 12 of 19 
 

Item Customer Detail 

 

 
 

Category Selection: Enter in a Category, a Range of Categories, or All Categories as shown above. 

Item Selection: Enter in an Item, a Range of Items, or All Items as shown above. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps as shown above. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customer as shown above. 

Cust. Type Selection: Enter in a Customer Type, a Range of Customer Types, or All Customer Types. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Open Orders: Check this box if you would like to include open orders. 
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Show Negative GP Only: Only show items that have a negative gross profit percentage. 

Include Restricted Items: Check this box if you would like to include restricted items in the report and totals. 

Preview Report: Check this box if you would like this report to display on the screen 

 

 
 

Sales History Buy Sheet 
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Date Selection: Dates you want for open orders 

Sort By: Specify the sort order of the report. Choose from Category, Vendor or Item 

Include Detail: Check this box if you would like the report to display the item number, the description of the 

item, quantity ordered, and Unit of Measure. 

Page Break: Break the page on the Sort by chosen 

Preview Report: Check this box if you would like this report to display on the screen 
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Open Orders Gross Profit Report 

 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customer as shown above. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps as shown above. 

Category Selection: Enter in a Category, a Range of Categories, or All Categories as shown above. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Rank Order:  Choose from Ascending or Descending 

Rank By:  Choose from GP%, GP$ or Order ID 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Restricted Items: Check this box if you would like to include restricted items in the report and totals 

Preview Report: Check this box if you would like this report to display on the screen 
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Sales Credit Reason History 

 

 
 

Date Selection: Dates you want for open orders 

Sort By: Specify the sort order of the report. Choose from Order #, Customer, Credit Reason or Ship Date 

Break By: Choose from Page (will break the page based on the Sort By option), Line (will add double spacing 

based on the Sort By option), None (No page breaks) 
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Show Detail: Check this box if you would like the report to display the item number, the description of the 

item, quantity ordered, and Unit of Measure. 

Show Prices: Check this box if you would like the report to print prices 

Preview: Check this box if you would like this report to display on the screen 

 

 
 

Salesperson Summary Report 
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Category Selection: Enter in a Category, a Range of Categories, or All Categories. 

Item Selection: Enter in an Item, a Range of Items, or All Items. 

Sales Rep Selection: Enter in a Sales Rep, a Range of Sales Reps, or All Sales Reps. 

Customer Selection: Enter in a Customer, a Range of Customers, or All Customers. 

If you click the buttons that go along with the above options it will allow you to choose non consecutive 

choices. 

Date Selection: Enter in a Date or a Range of Dates as shown above. 

Cost Selection: What price do you want displayed in the cost column.  Choices are: Average, Market, or Last. 

Include Open Orders: Check this box if you would like to include open orders. 

Include Restricted Items: Check this box if you would like to include restricted items in the report and totals 

Preview Report: Check this box if you would like this report to display on the screen 
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Short Ship Report 

 

 

Ship Date: Specify the date you wish to run the short ship report for. 

Preview Report: Check this box if you would like this report to display on the screen 

 

 

 

 


