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IN MANAGER MODE: 
To print a report, go to Graphs & Spreadsheets 
1. Select Graphs & Spreadsheets Button 
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Summary Sales: 
 
1. Select Summary 
2. Select Date Range  
3. Summary shows below based on the date range 
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Annual Sales Charts: 
 
1. Select Annual Sales 
2. To Change to a Line Chart, Select Line Chart 
3. Select Print, to print report 
4. Select Close to exit 

 

1 

3 

2 

4 



4  

Annual Sales Report: 
 

 
1. Select Print 

 

1 



5  

13 Month Summary Charts: 
 
1. Select 13 Month Summary 
2. Select Close to exit 
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Hourly Sales Charts: 
See what times you are the busiest. 
 
1. Select Hourly Sales 
2. Select Date Range  
3. Select Print, to print report 
4. Select Close to exit 
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Hourly Sales Summary Report: 
 

 
1. Select Print 
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Department Sales Charts: 
See what departments you sell the most. 
 
1. Select Department Sales 
2. Select Date Range  
3. To See more information, Right Click your mouse over a department, and select Drill Down 
4. Select Close to exit 
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Department Sales Charts: 
See what category you sell the most in 
 
1. You can see your best selling Category 
2. Select Close to exit 
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Hourly Sales Charts: 
See who your best performing Cashier is. 
 
1. Select Employee Sales 
2. Select Date Range  
3. Select Print, to print report 
4. Select Close to exit 
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Sales by Employee Report: 
 

 
1. Select Print 
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