Sample Report

Below are the steps for creating a basic report of sales by customer/category

In Section 1, you will want to select Sales:

@ | weould like to generate a report based on:

Sales v

In Section 2, this is where you would select the pieces which you want detail on, and what the sales
will be totaled by. In this case, Account Number, Company Name and Category. This means we will
get a report by Account Number, Company Name and possibly Category



@ | would like to include the following columns:

Sales Columns

(J Quantity Sold
(J Total Line Value
(J Total Line Cost
(JJ Total Core Value
(J Total Core Cost
(J Invoice Date

J Invoice Time

OJ Invoice Number
(O Invoice Year

(J Invoice Month
(J Line Number

(J List Price

(J Branch Number
(J Transaction Type
0J Clerk

(J Payment Type

(J salesperson

ltem Columns

(J tem Code
Category

(J Part Number

U Class ID

(J ACA Part Terminology ID
(J ACA Category ID

(J ACA Subcategory ID
(0 Average Cost

(J tem Description

([ Suhbclass ID

OJ Price 1

(J Price 2

J Price 3

OJ Price 4

(J Price 5

[J Last Cost

(J Caore Price

(J EHC

(] Base Cost

Customer Columns

Account Number
Company Name
(J Business Telephone
() Address Line 1

U Address Line 2

(J Address Line 3

() Address Line 4

O city

J Province

UJ Postal Code

J Home Telephone
(J Mobile Telephone
U Fax

(J Company Email
(J Assigned Salesperson
J Territory

O Industry Type

(J Discount Group
UJ Current

J 30 Days

(J 60 Days

(J 90 Days

In Section 3, you pick what totals you want by Account Number, Company Name and Category. In
this case, | am going to select SUM(Total Line Value) to get sales dollars and SUM(Total Line Cost)
to get cost of sales. This means | will get a report on total sales and cost of sales by Account

Number, Company Name, and Category.



@ ['would like to include the following Aggregate values columns:

Aggregate SUM() Aggregate AVGE() Other Aggregates:

SUM(Total Line Value) (O AvG(Total Line Value) () COUNT({Total Line Value)
SUM(Total Line Cost) (J AVG(Total Line Cost) (J COUNT{Total Line Cosf)

O SUM{Quantity) O AVG{Quantity) (J COUNT{Unique Invoice Numbers)
(J SUM{Quantity {(Remove Core Returns)) O AvG(Current) (O COUNT{Quantity)

(J SUM{Current) J AVG(30_days) (J Last Sold Date

O sumi30_days) O AVG(E0_days)

O SUmMiE0_days) O AvYG(90_days)

(J SUmM{@0_days) [J CALC(GP%)

Section 4 I'm going to pick a date range. In this case, I'm just selecting last month. Clicking on the
calendar in the input field will bring up the calendar date picker.

@ Between the dates of |0&/01 /2020 | |And |EIEI3EII2EI2EI 0

Finally, in section 5, you can filter the data that will show. As of right now, | have a full report on
Sales and Cost of Sales by Customer, Company Name, and Category. If | want to just return info on
Brinks, this is where | would make that call-out by selecting to filter on Account Number.

@ | would like to filter based on:

. Account Nurmber v| IsEqual To v| 000594

Then, | just need to click the Generate report button and | will get a table below with the
information | asked for.

If there are multiple pages, there will be page navigation at the bottom, and if you want to pull it
out to excel you just need to press one of the export buttons at the top right of the table.

This is just a quick sample, dates can easily be adjusted and extra detail like category could be left
off to get a more summarized total of the customer's sale, but it is a good idea of what you can get
from the report generator.
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