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Report Builder:  Sales Analysis Report  

1. Click the Reports icon 

2. Click the General Reports icon 

3. Double-click the Report Builder function button 

 

• The Sales Analysis Report provides summary or detailed information by Vendor or Fineline 
• The report includes Year-to-Date, Month-to-Date sales history in addition to the number of units sold for the previous two months 

4. Click the Next button 
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5. Click the Sales Analysis report 

6. Click the Next button 

 

Report Builder:  Sales Analysis Report (cont’d) 
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Report Builder:  Sales Analysis Report (cont’d) 

7. Click the appropriate radio button in the Select 
Criteria section 

• It is best practice to select either Vendor/Fineline or 
Category 

• When Vendor/Fineline is selected, the Selected 
Vendor and Selected Fineline options become 
available 

8. Click the radio button in the Selected Vendor section 
• It is best practice to select All Vendors 

9. Click the radio button in the Selected Fineline section 
• All Finelines: Includes a information for all vendors 
• Selected Finelines: Allows you to select from a list of 

Fineline  (list is available after you click the Next 
button) 
 

 

     To make the report more manageable, run the report 
by Selected Finelines and only choose the finelines you 
want to report on. 
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Report Builder:  Sales Analysis Report (cont’d) 

10. Click the Include/Skip tab 

11. Click the check box(es) in the Skip Items section for items 
you want excluded 

• Skipping items will filter out information that you do not 
want displayed on the report, and allow the report to 
generate faster 

    It is best practice to select Inactive and Zero On Hands, 
Negative On Hand and Open Departments. This will 
make the report generate faster by excluding these 
options from the calculation. 
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Report Builder:  Sales Analysis Report (cont’d) 

12. Click the Sales Info tab 

13. Select how many months to include on the report in the 
For the Last ‘X’ months field 

• For example, 0 = current month, 1= current month and last 
month 

 
14. Click the Next button 
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Report Builder:  Sales Analysis Report (cont’d) 

7 Aug-14 

15. In the Available column, highlight a code/description to 
be included in the report 

• Only the criteria in the Selected section will appear on 
the report 

16. Click the Add button 

17. Repeat Steps 15 and 16 for all items to be included in 
the report 

18. Click the Next button 

    Click the                         button to move all Available 
criteria to the Selected section 
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19. For every Selected Sales Column, highlight the column 
name and select the start and stop dates to be used for the 
report 

• For example, to run the report for a year and the current 
month is November 2012 change the dates to the following: 

- Year to Date – November 2011 to November 2012 
- Month to Date – November 2012 to November 2012 
- Sales History Qty Month 0 – November 2012 to 

November 2012 
- Sales History Qty Month 1 – October 2012 to 

October 2012 
 

20. Click the Next button 

Report Builder:  Sales Analysis Report (cont’d) 
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Report Builder:  Sales Analysis Report (cont’d) 

21. Select the appropriate radio button in the  Primary 
Sort Options section 

• Depending on what was selected on the Item 
Selection tab make your selection.  For example, if 
you selected  specific Finelines you may want to sort 
the report by Fineline 

22. Select the Report Type 
• Detail: Will report a value for each bar code with the 

Fineline/Category/Department selected 
• Summary: Will report a total value for each 

Fineline/Category/Department 

23. Click the 1 Preview button in the Output Options 
section 

• It is best practice to preview all reports to ensure 
they contain the information you need before 
printing 

24. Click the Preview button  
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• The report will take a few minutes to generate 
• The preview screen allows you to view the report without/prior to printing 

Report Builder:  Sales Analysis Report (cont’d) 

  Zoom In and Zoom Out 
 
  Previous Page and Next Page  
 

29.  Click the Exit          button when complete 

26. Click the Exit          to close the preview without 
printing  

25. Click the preview icons to view the report: 

27.  Click the Print          button to print a copy of the 
report 

OR 

28.  Click the OK button in the Print options window 
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