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Overview of POS Audit Reports

The POS Audit Report’s provide further analysis to be made on till transactions either locally in
the branch or in head office for all branches.

The additional analysis that this report provides is;
- Refund Report

- Void Receipts Report

- Cancelled Receipt Report
- Deleted Lines Report

- No Sales Report

- PGR Sales Report

- Discount Report

- Personnel Sales Report

- Pick Up Report

Transaction Report

The data included in this report is dependent on the report that you have selected.

© POS Audit Report - X
Report Selection
Branch No 142536 : Fill Grd Clear Grid
[13/10/2017 @~
13102017 @~ 14:25:36 > Clear al fiters

Refund Report | void Receipts Report | Canceled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Repert | DiscountReport | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson  Salesperson ... | Branch No TilNo. ReceiptNo  PaymentType | Value RefNo Item Desrip... | Date Time Reason Transaction ... | CustomerNo  Original Rece... Original Recei...

Please note: It is only possible to run one report at a time.

Important Notes on running;
- If this report is to be run instore, then the branch must be running on an SQL database.
- Frame Network needs to be installed on any workstation that these reports are to be
run on.
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Basic filters for running each report

Each report uses the same header filters as basic filters for the data.

pefort Selection Summary Options Time Range

Branch No [] Expand all groups 14:52:00 o
[23/0572011 @~ ] | Group by Fitery
' [] Print summary anly — time

14:52:00 : Clear allfiters
Report selection:
@ POS Audit Report

Report Selegh Summary Option
/ Ngranch No This allows a date range to be entered that analysis should

23/058011 | Ev v Group by . . .
d EME ssespeson | take place between. It is possible to manually type in the
4 2011 k

Mon Tue Wed Tho Fi Sat Sun date or to press the drop-down arrow to bring up a calendar
2k ar am o

a0 0 reps  to select from.

1m 12 13 14 15
% 19 20 21 22
25 26 27T 28 29 |TilMo
12 3 4 s
[ Today: 13/10/2017

Report Selecti
=part =eEeten m ONE branch number can also be added as a filter. If the
|23;[:-5,r2|}11 D'( branch number dropdown is left blank, the all branches

23052006 @~ |\/

will be included in the report.

Report generating and clearing buttons:

Fill Grid: Generate the report

Fill Grid Clear Grid Clear Grid: Clear the data from the report

Clear all filters: Clear any additional filters that have been

Clear all fiters Prirt Garid
added to the report. Is only used once the report has been
generated
Print Grid: Print the report. This will only be available once you have generated your first
report
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Report generating and examples

Refund Report

This report provides analysis on refunds that have been processed through the till.

To generate;

1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:

O

0O O O O O O 0O 0O 0O O O O 0 0 o

Salesperson
Salesperson Name
Branch No

Till No

Receipt No

Payment Type

Value

Ref No

Item Description

Date

Time

Reason

Transaction Type
Customer No

Original Receipt Details
Original Receipt Payment Type

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR SalesReport | DiscountReport | Personnel Sales Report | Pick UpReport | Transaction Report

Salesperson | Salesperson Name | BranchNo  Til Mo  ReceiptNo  Payment Type

y o2 MANAGER
MANAGER

MANAGER

MANAGER
MANAGER
MANAGER
MANAGER
MANAGER
MANAGER

I I I

Value RefMo  Item Desaiption

1000 1 1750 Chipand PINRe... 6.00 138819 Centre-glass Candes
1000 1 1750 CreditNoteIssue 6,00 138819 Centre-glass Candies
1000 1 1733 Cash Refind 10.00 10016 Default Item do not delete.

1 1 1 Cash 0.00 118118 Aspar HotLemon Powder.
230 1 1 CreditCardRef.. 109 11303 GLACIER MINTS BAGS 170
930 1 2 Cash 1.09 11303 GLACIER MINTS BAGS 170
1000 1 1612 Cash Refund 10.00 10016 Default Item do not delete,
1000 1 1532 Cash Refund 9.00 144520 Item with Serial Number
1000 1 1508 ChipandPINRe.. 232 998 Customer Order Payment
1000 1 1513 Chipand PINRe...  2.00 998 Customer Order Payment
1000 1 1516 Chipand PINRe... 38.36 998 Customer Order Payment
1000 1 1440 CreditCardRef... 84.00 140140 ShortPile Rug with no Trim

1 1 1 ChipandPINRe... 24.00 138741 Pilar Scented Candie

1 1 138741 Pilar Scented Candle

1 Cash

24,00

4. Apply and further filters that you require

Date

11/08[2...
11/08[2...
26/07/2..
24/07[2..
16/06/2...
16/06/2...
12/01/2...
21/08/2...
05/09/2...
05/09/2...
05/09/2...
29/06/2...
09/06/2...
03/06/2...

What does it mean if a transaction is highlighted red?

Reason

... Unwanted
... Unwanted
.. Unwanted

... Unwanted Gift
... Unwanted Gift

+ Manager Disgr...

Transaction Type | Customer No | Original Receipt Details  Original Receipt Payment Type
Refund

Refund

Refund

Exchange

Refund

Refund

Refund

Refund

Customer Refund 1

21/03/2016 - 1000/4... Cash

Customer Refund 5
Customer Refund 1
Refund
Refund
Refund

28/06/2016 - 1000/4/... Cash

If a line is highlighted red, then it indicated that the payment type used in the refund does not
match the payment type used in the original receipt if they have been linked.
In the example above, the customer originally paid with cash but the money was refunded on to

a credit card.
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Void Receipts Report

This report provides analysis on voided receipts that have been processed through the till. This is
a receipt which was processed fully through the till, however after being completed is cancelled.

e This report will be blank for most companies

To generate;
1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:
o Salesperson
Salesperson Name
Branch No
Till No
Receipt No
Value
Date
Time

O 0O O 0O O O O

Refund Report | Veid Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR SalesReport | DiscountReport | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson Salesperson Name Branch No Til No Receipt No Value Date Time
b1 EXAMPLE EMPLOYEE 1000 1 1163 9.50 18/05/2016 10:20:49

4. Apply any further features that you require

Cancelled Receipts Report

This report provides analysis on receipts that have been cancelled on the till.
To generate;
1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:
o Salesperson
Salesperson Name
Branch No
Till No
Receipt No
Value
Date
Time
o Cancellation type

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | PickUp Report | Tramsaction Report

O 0O O O O O O

Salesperson Salesperson Name Branch No Till No Receipt No Value Date Time Cancellation Type
2 MANAGER 1000 1 1854 0.00 12/10/2017 21:47:48 Logoff(POS) Manual -
yE 2 | MANAGER 1000 1 1858 180.00 12/10/2017 22:09:38 CancelPOS) Manual
a | Receipt No RefNo Item Description Qty Value
» 1858 147415 SILVER NECKLACE 1 180.00
B 2 MANAGER 1000 1 1508 0.00 04/10/2017 11:17:18 Logoff(POs) Manual
2 MANAGER 1000 1 1810 0.00 04/10/2017 11:19:33
2 MANAGER 1000 1 1812 0.00 04/10/2017 112122 Logoff(POS) Manual
2 MANAGER 1000 1

1816 0.00 04/10/2017 11:28:17 Logoff(POS) Manual

4. Apply any further features that you require
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Deleted Lines Report

This report provides analysis on lines that have been deleted from a transaction on the till.

To generate;
1. Enter date and branches filters

2. Pressthe [FILL GRID] button

3. The following fields will be populated:

O

O 0O O O O O O 0 O O

O

Salesperson
Salesperson Name

Branch No

Till No

Receipt No

Qty
Value
Ref No

Item Description

Date
Time

Delete Line Type

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson

o2

2
2
2
2
2

MANAGER
MANAGER.
MANAGER
MANAGER
MANAGER.
MANAGER

Salesperson Name

Branch No

1000
1000
1000
1000
1000
1000

Qty Value
1797 1 0.98
1836 1 0.99
1836 1 10.00
1836 1 1.09
1722 1 0,99
1642 1

15.00

RefNo

118118
118118

10016
12300
118118

10016

4. Apply any further features that you require

No Sale Report

This report provides analysis on no sales that have been processed through the till.

To generate;
1. Enter date and branches filters

Refund Report | Void Receipts Report | Canceled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | Pick Up Repart

2. Pressthe [FILL GRID] button

3. The following fields will be populated:

O

O 0O O O O

O

Salesperson

[N
1

Salesperson
Salesperson Name

Branch No

Till No

Receipt No

Date
Time

Salesperson Name
EXAMPLE EMPLOVEE
EXAMPLE EMPLOYEE

Branch No

1000
1000

Till No

4. Apply any further features that you require

Item Description

Aspar Hot Lemon Powders 105
Aspar Hot Lemon Powders 105
Default Item do not delete
Bristows Snowball Toffee Bon B
Aspar Hot Lemon Powders 105
Default Item do nat delete,

Receipt No
1
1

Date

12/10/2017
12/10/2017
1210/2017
121042017
26/07/2017
02/03/2017

Transaction Repart

Date
1183 23/05/2016
1184 23/05/2016

Time

23:44:51
13:15:24
13:15:24
13:15:24
13:28:96
16:36:01

Delete Line Type
Delete Line(Item) -
Delete Line (Item)
Delete Line (Item)
Delete Line(Ttem)
Delete Line(Ttem)
Delete Line(Item)

Time
11:32:06
11:32:08
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PGR Sales Report

This report provides analysis on PGR Sales (e.g. department sales) that have been processed
through the till. This means that the transaction is not linked with a Futura Reference number
on the system.

To generate;
1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:
o Salesperson
Salesperson Name
Branch No
Till No
Receipt No
Value
Date
Time
Scanned Barcode
PGR
o PGR Description

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

O O 0O O O O O O O

Salesperson Salesperson Name Branch No il No Receipt No Value Date Time Scanned Barcode PGR PGR Description

»oo2 MANAGER 1000 1 1645 100 23/02/2017 12:02:49 1 FOOD VAT
2 MANAGER 1000 1 1647 100 2302/2017 12:03:34 1 FOOD VAT
2 MANAGER 1000 1 1699 100 2302/2017 1210452 1 FOOD VAT
2 MANAGER 1000 1 1505 1.16 05/09/2016 13:16:06 998 Customer Order Payment
2 MANAGER 1000 1 1511 2,00 05/05/2016 17:02:36 998 Customer Order Payment
2 MANAGER 1000 1 1514 38.36 05/09/2016 17:30:25 998 Customer Order Payment
2 MANAGER 1000 1 1469 249.99 11/03/2016 15:29:32 998 Customer Order Payment
1 EXAMPLE EMPLOYEE 1000 1 1398 3000 24/06/2016 12:26:16 959 Product Group without Ref,
1 EXAMPLE EMPLOYEE 1000 1 1103 400 18/02/2016 16:44:00 14 FLOWERS
1 EXAMPLE EMPLOYEE 1000 1 1093 0.99 03/02/2016 09:55:02 998 Customer Order Payment

4. Apply any further features that you require
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Discount Report
This report provides analysis on discounts that have been processed through the till.

To generate;
1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:
o Salesperson
Salesperson Name
Branch No
Till No
Receipt No
Unit Original Value
Value
Unit Discount Value
Item Description
Ref No
Date
Time
Reason
o Discount Type

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | Fick Up Report | Transaction Report

O 0O O O O O O O O o0 O O

Salesperson = Salesperson Mame  BramchMo  TNo  Receipto  UnitOrginal Value  Value  UnitDiscountValue | [tem Deseription PGRMNo RefNo  Date Time Reason Discount Type
T SALES ASSISTANT 1000 1 1180 w00 750 2.50 5i Wal Decorative Frame Ki42 10 105477 23052016 11:28:48 Mo Reason Line Discount
7 SALES ASSISTANT 1000 1 1180 wo0 750 1000 51 Wall Decorative Frame K42 10 105477 23/05/2015 11:29:45 NoReason Line Discount
s REDUCED TOUCH 1000 1 177 000 10.00 10,00 51 Wall Decorative Frame Kid2 10 105477 23/05/2015 11:28103 NoReason Line Discount

5 REDUCED TOUCH 1000 1 1185 00 30 400 Vneck T-Shirt 28 138192 23/05/2016 122801 Promotion Receipt Discount

2 MANAGER 1000 1 1758 w00 am 2.00 Default Item do not dekete. 993 10015 27/03/2017 23:45:30 Staff Discount 20% Receipt Discount
B MANAGER 1000 1 1797 w00 am 2.00 Default Item do not dekete. 999 10015 27/08/2017 23:A44:51 Staff Discount 20% Line Discount

2 MAMNAGER 1000 1 1543 15.00 14.00 1.00 Default Item do not delete 993 10016 29/09/2016 13:22:46 No Reason Receipt Discount

2 MAMNAGER 1000 1 1455 15.00 14.00 1.00 Default Item do not delete 999 10016 14/07/2016 14:22:00 No Reason Receipt Discount

2 MAMNAGER 1000 1 1374 10.00 9.00 1.00 Default Item do not delete 993 10016 22/06/2016 17:41:45 No Reason Receipt Discount

2 MANAGER 1000 1 1366 w00 800 1,00 Default Ttem do ot delete, 995 10016 22/06/2016 12:17:25 NoReason Receipt Discount

2 MANAGER 1000 1 133 woo 800 1,00 Default Ttem do ot delete, 595 10015 21/08/2015 11:5%37 NoReason Receipt Discount

4. Apply any further features that you require
What does no discount reason mean?

A line will show as ‘No Reason’ due to one of the following reasons;
a) You have your till set-up so the staff do not need to capture a reason
b) You have promotions set up without a reason code in the following modules on your
system; Promotion Qty & Price, Promotion Mix & Match, Promotion on Total, Discount
Rules.
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Personnel Sales Report
This report provides analysis on transactions that have been linked to a Personnel Address.

To generate;
1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:
o Salesperson
Salesperson Name
Branch No
Till No
Receipt No
Employee No
Employee Name
Payment Type
Item Description
Ref No
Qty
Unit Value
Total Value
Date
Time
o Transaction Type

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

O 0O O O O O O 0O 0O O O O 0 O

Salesperson  SalespersonName  BranchMo  TilNo  ReceiptNo | EmployeeNo | Employee Name PaymentType  Item Description RefNo  Qty | UnitValue |TotalVae Date Time Transaction Type
v o2 MANAGER 1000 1 1483 3 SUPERVISOR Cash Aspar HotLemon Powders 105 118118 1 0.59 0.99 23082016 12:56:12 Sale
2 MANAGER 1000 1 1543 3 SUPERVISOR Cash Default Ttem do not delete. 10016 1 14.00 14.00 29/03/2016 13:22:46 Sacle
s REDUCED TOUCH 1000 1 e 1 EXAMPLE EMPLOYEE | Cash Dazzle Duck Picture Bock 95105 1 0.99 0.99 23/05/2016 12:20:02 Sale

4. Apply any further features that you require

Please Note: The use of this report is dependent on how you capture staff sales. If you apply a
staff discount, without attaching a personnel address (in the same way that you would a
customer address) to a transaction, then this report will not generate any information.

POS Audit Report 10
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Pick Up Report

This report provides analysis on pickups, drop-offs and POS Reports carried out on the till.

To generate;
1. Enter date and branches filters

3

Refund Report

2. Pressthe [FILL GRID] button

3. The following fields will be populated:

o Salesperson

Branch No
Till No
Receipt No
Date

Time
Value
Type

o Comments

O O O O O 0 O O

Salesperson Salesperson Name Branch No

2 MANAGER 1000
2 MANAGER 1000
2 MANAGER 1000
2 MANAGER 1000
2 MANAGER 1000
2 MANAGER 1000
2 MANAGER 1000
2

MANAGER 1000

4. Apply any further features that you require

Salesperson Name

Till No

Recept No Date
1851 12f0/2017
1855 12/10/2017
1856 12/10/2017
1856 12/10/2017
1859 12/10/2017
1860 12/10/2017
1860 12/10/2017
1762 20/09/2017

Time
17:19:52
21:49:10
21:49:23
21:49:23
21:59:17
21:59:41
21:59:41
13:57:26

Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | DiscountReport | Personnel sales Repart

Value

Pick Up Report | Transaction Report

Type
0.00 Pick Up
100.08 Pick Up
190.00 Pick Up
0.00 POS Report
0.00 Pick Up
180.00 Pick Up
0.00 POSReport
10.00 Pick Up

Comments

POS Audit Report
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Transaction Report

This report lists the transaction type of every transaction put through the till.

To generate;

1. Enter date and branches filters
2. Pressthe [FILL GRID] button
3. The following fields will be populated:

o Date

o Time

o Branch No
o TillNo

o Receipt No
o Salesperson

o Salesperson Name
o Transaction Type

o Payment Type
o Qty
o Value

Unit Original Value
Unit Discount Value

Return

Void
o Sales Ref Type
o Ref

@]
@]
o Shorts/Overs
@]
@]

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report

Date Tme  BranchMNo TilNo ReceiptNo Salesper... | Salesperson N.
b 0401 v 12:3.. 1000 1 1084 1 EXAMPLE EMP..

04/01/2016 1000 1 1085

04/01/2016 1000 1 1085 1 EXAMPLE EMP...

04/01/2016 1000 1 1085 1 EXAMPLE EMP...

04/01/2016 | 12:3... 1000 1 1085 1 EXAMPLE EMP...

04/01/2016 | 12:3... 1000 1 1085 1 EXAMPLE EMP...

04/01/2016 | 12:3... 1000 1 1087

04/01/2016 | 12:3... 1000 1 1087 1 EXAMPLE EMP...

04/01/2016  12:3... 1000 1 1087 1 EXAMPLE EMP..

04/01/2016 | 12:3... 1000 1 1088

04/01/2016 | 12:3... 1000 1 1088 1 EXAMPLE EMP..

Transaction Type Payment Type Qty value
Pickup Non-existing Payment ... 0 000
Info Non-existing Payment ... 0 o000
MNon-existing PaymentT... 0 -10.00
Payment Cash 0 000
Payment Cash Refund 0 10,00
Logoff MNon-existing PaymentT... 0 0.00
Info MNon-existing PaymentT... 0 0.00
Fickup Cash 0 -10.00
Pickup Outpayment 0 -10.00
Info Non-existing Payment ... 0 o000
POS Report AMEX EFT 0 000

4. Apply any further features that you require

Unit Original V....

5o 0060606000 oo o

Personnel Sales Report | Pick Up Report

Urit Discount V...

Transaction Report

Shorts/Ov.

5o 0060606000 oo o

Return  Void
0 No No
0 No No
0 No No
0 No No
0 Yes  MNo
0 N No
0 N No
0 N No
0 No No
0 No No
0 No No

Sale Ref Type Ref
Cancel(Pickup) Ma...

Logoff(POS) Manual

Comment

Comment.

POS Audit Report
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Additional filters in the header

For the following examples, this report will use the No Sale Report to demonstrate further filter
possibilities.

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson Salesperson Name Branch No Till No ReceiptNo Date Time
v EXAMPLE EMPLOYEE 1000 1 1183 23f05/2015 11:32:06 =
1 EXAMPLE EMPLOYEE 1000 1 1184 23/05/2015 11:32:08
1 EXAMPLE EMPLOYEE 1000 1 1069 23/12/2015 10:00:29
1 EXAMPLE EMPLOYEE 1000 1 1070 23/12/2015 10:00:33
1 EXAMPLE EMPLOYEE 1000 1 1072 23f12/2015 10:01:22
1 EXAMPLE EMPLOYEE 1000 1 915 15/08/2015 00:00:00
1 EXAMPLE EMPLOYEE 1000 1 480 03/09/2014 22:07:40
1 EXAMPLE EMPLOYEE 1000 1 427 12/08/2014 12:12:30
2 MANAGER 1000 1 237 Osfo1/2014 17:16:19
2 MANAGER 1000 1 238 06f01/2014 17:16:20

Each report uses the following headers available within the header of the report. These are only
available for use once the report has been generated;

Report Selection Summary Options Time Range

Branch No [] Expand all groups 14:25:36 = Fill Grid Clear Grid
[5G v Group by Fiter by

' [ Print summary only time

23/05/2016 @~ 14:25:36 S Clear all fiters Print Grid

Summary options:

This allows you to roll up data by the following options;

Summary Options

[ Expand all groups
Group by

Salesperson
: [ Print summary onfy

Group by Salesperson: Total all transactions by salespersons. There will be one line per

salesperson.
Please note: When this is applied, the button will be surrounded by a
blue box.
Report Selection Summary Options Time Range
Lorzallo [ Bpandallgoups 142536 . Fil Grid Clear Gnd
e s 8 | ET B | e
[ Print summary only =

23052016 @~

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

142536 s Clear all fiters Print Grid

Selesperson ~

Salesperson Name Branch No il No Receipt No Date Time
b+ Salesperson: 1 Number of No Sales: 13
» Salesperson: 2 Number of No Sales : 639

» Salesperson: 3 Number of No Sales : 447

Sort by Value and Sort by Count: Once the “Group by Salesperson” option has been selected,
the following boxes will then be made available to sort the list by.

POS Audit Report 13
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Expand all Groups: The sub total by salesperson remains, however the detail of each
transaction is now made visible again underneath.

Report Selection Summary Options Time Range
Branch No Expand. all arops; 142536 = Fill Grid Clear Grid

EEE v] | Gowby Sort by Sotby | = | Fiterby

value court
1 Print summary orly time:

3/05/2016 @+ 142536 £ Clear al fikers Print Grid

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson «

Salesperson Name « | Branch No Til No Receipt No Date Time
» ~ Salesperson: 1 Number of o Sales : 13 =
EXAMPLE EMPLOYEE 1000 1 1183 23f05/2016 11:32:06
EXAMPLE EMPLOYEE 1000 1 1184 23f05/2016 11:32:08
EXAMPLE EMPLOYEE 1000 1 1069 2312/2015 10:00:29
EXAMPLE EMPLOYEE 1000 1 1070 2312/2015 10:00:33
EXAMPLE EMPLOYEE 1000 1 1072 23f12/2015 10:01:22
EXAMPLE EMPLOYEE 1000 1 915 15/08/2015 00:00:00
EXAMPLE EMPLOYEE 1000 1 480 03f09/2014 22:07:40
EXAMPLE EMPLOYEE 1000 1 427 12f08/2014 12:12:30
EXAMPLE EMPLOYEE 1000 1 142 05/09/2013 00:00:00
EXAMPLE EMPLOYEE 1000 1 75 24f08/2012 17:48:48
EXAMPLE EMPLOYEE 12 2 1 17f05/2012 11:29:35
EXAMPLE EMPLOYEE 1000 1 43 09/05/2012 17:48:14
EXAMPLE EMPLOYEE 1000 1 45 09/05/2012 17:50:19

~ Salesperson: 2 Number of No Sales : 639
MANAGER 1000 1 237 06/01/2014 17:16:19
MANAGER 1000 1 238 06/01/2014 17:16:20

Time range:

This becomes available once the report is generated.

This allows a time range to be entered for analysis. It will
default to the present time on your workstation.
Fiter by To change the time, either manually type in the field, or select
s the digits that you would like to change and use the arrows
5:43:08 AM = buttons.

To apply this filter the “Filter by Time” button must be pressed.

Time Range
5:43:08 AM =

Once it has been applied, the button will be surrounded by a blue box and there will be a filter
apply line at the bottom of the report.

Report Selection Summary Options Time Range
Branch No Bwandalgaws | | 100000 . Fil Grid Clear Grd
[e3n0sr201_ @~ o] | Gty
O Print summary only
10:3000 £ Cleer allfiters Prnt Grid

Refund Report | Veid Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Repart | DiscountReport | PRonnel Sales Report | Pick Up Repart | Transaction Report

Salesperson Salesperson Name + |Branch No Till o Receipt No Date Time:
1 EXAMPLE EMPLOYEE 1000 1 1069 23/12/2015 10:00:29 =
1 EXAMPLE EMPLOYEE 1000 1 1070 23/12/2015 10:00:33
1 EXAMPLE EMPLOYEE 1000 1 1072 23/12/2015 10:01:22
2 MANAGER 6 4453 06/07/2012 10:17:55
2 MANAGER 7 1 2520 06/07/2012 10:07:43
2 MANAGER 5 2 710 05/07/2012 10:13:34
2 MANAGER 5 2 711 0507/2012 10:13:58
2 MANAGER 11 1 1295 05/07/2012 10:17:56
2 MANAGER 1 1 5873 25/06/2012 10:04:57
2 MANAGER 1 2 2495 25[06/2012 10:05:11
2 MANAGER 7 1 430 22/06/2012 10:16:55
2 MANAGE 1 2 512 20/06/2012 10:23:28
2 WAl 11 4 4251 03/06/2012 10:26:58 -
3 /7 [Time] > '10:00:00" And [Tme] < '10:30:00 ~ Edit Filter

Please note: The time period used is dependent on your workstation settings. This means it can
be run as a 12-hour clock or a 24-hour clock.
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Additional filters in the columns

Within the actual report, it is also possible to apply further filtering on certain columns.
The options include;

Simple column ascending or descending sort

This can be done by simply doing a left hand click on a column that you would like to sort the
data by.

Salesperson
2

The first click will sort ascending (1 > 1000)

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No SaleReport | PGR Sales Report | DiscountReport | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson Name
MANAGER
MANAGER
MANAGER
SUPERVISOR.
SUPERVISOR.
SUPERVISOR.
SUPERVISOR.
SUPERVISOR

@ pFRVTEnD

Branch No

A«h«h«h«hawwh‘@

1
3
3
1
1
2
2
1
1

The second click will sort descending (1000 > 1)

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson

1

1
1
2
2
2
3
2

The third will return to ascending.
It is only possible to sort by one column at a time.

Salesperson Name
EXAMPLE EMPLOYEE
EXAMPLE EMPLOYEE
EXAMPLE EMPLOYEE
MANAGER
MANAGER
MANAGER
SUPERVISOR
MANAGER

only be sorted by that column.

Brerch o ’
1000
1000
1000
12
12
12
11
1

T R AR T

Further detailed column filtering

Further detailed filters can be applied by doing a right-hand click in the column (try clicking over
the name), which are similar to excel filters.

:5 Report

Discount Report

> TillNn

Personnel Sales Report

Pick Up Report

Rereint No

%l Sort Ascending
| Sort Descending
Clear Sorting
= Group By This Calumn
Hide Group By Box
Hide This Column
Column Chooser
iyl Best Fit
Best Fit (all columns)
ff Filter Editor...
Show Find Panel

Show Auto Filter Row
o

1 4

Trz

Receipt No Date

3071 27/06/2012
4889 29/06/2012
4890 29/05/2012
4815 06/07/2012
4821 06/07/2012

3 06/07/2012

13 06/07/2012
4505 05/07/2012
a8R7 AEINTINID

Receipt No Date
1072 23/12/2015
1070 23/12/2015
1069 23/12/2015
1557 31/05/2012
1556 31/05/2012
5659 31/05/2012
763 08/05/2012
758 08/05/2012

Time
10:24:15
10:04:36
10:07:26
10:03:19
10:27:55
10:02:25
10:26:31
10:02:18

inenzan

Tme
10:01:22 =
10:00:33
10:00:29
10:15:23
10:12:15
10:12:30
10:09:16
10:03:25

If you click on another column, the report will

Examples of some of these are on the next pages using the
Branch No column as the filter.

POS Audit Report
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Refund Report

Salesperson

- Group by this column
This groups the report in a similar way to the “Group by Salesperson”.
The column you have decided to use will be pulled into the top of the report and is available to
click to sort ascending or descending.

Void Receipts Report | Cancelled Receipts Report

Deleted Lines Report

Salesperson Name

No Sale Report

PGR Sales Report

Discount Report

Till No

Personnel Sales Report

Receipt No

Pick Up Report

Transaction Report

by

Branch No: 1000 Number of No Sales : 3

b

b

Branch No: 12 Number of No Sales : 3
Branch No: 11 Number of No Sales : 21
Branch No: @ Number of No Sales : 5
Branch No: 7 Humber of No Sales : 2
Branch No: 6 Humber of No Sales: 2
Branch No: 5 Humber of No Sales: 2
Branch No: 4 Number of No Sales : 10
Branch No: 3 Humber of No Sales : 2

Branch No: 2 Humber of No Sales: 1

It is possible to clear the filter by clicking and holding on the column, then dragging it to where

you would like it to appear in the report.

This will remove the drag column header box above the report;

- Hide Group by Box

Visible

Refund Report | Void Receipts Report | Cancelled Receipts Report
Salesperson Salesperson Name:
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE

Hidden

Refund Report | Void Receipts Report | Cancelled Receipts Report
_> Salesperson Salesperson Name
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE

- Hide this column

Deleted Lines Repart

Deleted Lines Report

No Sale Report

Branch No

Mo Sale Report
Branch No

PGR Sales Report

PGR Sales Report

Discount Repart

~ TilNo
1000
1000
1000

Discount Report

~ TilNo
1000
1000
1000

Personnel Sales Report

Receipt No

1
1
1

Personnel Sales Report

Receipt No

1
1
1

Pick Up Report

Pick Up Report

Transaction Report

Date

45 09/05/2012
43 09/05/2012
75 24062012

Transaction Report
Date

45 09/05/2012
43 09/05/2012
75 24/06/2012

Time

17:50:19 =
17:48:14

17:48:48

Time
17:50:18 o
17:48:14
17:43:48

This will hide the column from the report. Please note that the Branch No column is not visible

Refund Report | Void Receipts Report | Cancelled Receipts Report
Salesperson Salesperson Name

1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE
1 EXAMPLE EMPLOYEE
2 MANAGER.

2

MANAGER

Deleted Lines Report

No Sale Report

PGR Sales Repart.

Till No

Discount Repart.

Personnel Sales Report

Receipt No

Pick Up Report

Transaction Repart

Date

08/05/2012
09/05/2012
24/06/2012
05/09/2013
06/01/2014
06/01/2014

Time

17:50:18 =
17:48: 14

17:48:48

00:00:00

17:21:08

17:21:03

POS Audit Report
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- Column chooser

1

T This will bring up the customization screen. Any additional column
that are available (but not visible in the report) will be listed here.

Branch Mo

They can be added to the report by
double clicking, or clicking, holding down
and dragging to where you would like it
to appear in the report. The option will
then be removed from the list.

- BestFit

1000
1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

Till No

Customization

Receipt Mo

Drag and drop columns here to

customize layout

This will take a column from being either too big or small for the data it contains;

Salesperson Mame
EXAMPLE EMPLOYEE
EXAMPLE EMPLOYEE

And resize the column to the data it contains.

Branch Mo
1000
1000

Salesperson Name
EXAMPLE EMPLOYEE
EXAMPLE EMPLOYEE

- Best Fit (All Columns)

Receipt No

Receipt No

Similar to ‘Best Fit’ but will apply it to all columns and apply the logic for the width of the page

also.

POS Audit Report
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- Filter Editor....
This will bring up a Filter Editor window which allows you to enter a string of more detailed
filters on a column. By clicking on each entry, you can bring up a list of options to choose from.

o L Additional an additional

= ; / line with the ( + )
57 Filter Editor *
] L5 Filter Editor

=4 Add Condition

= Add Group
# Clear Al .
i [Branch Mo] Equals And
i [Branch No] Equals 1000
{[Branch NoJiEquals . [Salesperson] Begins withi2i
Branch No
Date liEquats |
Receipt No = Equals
Salesperson # Does not equal ils 1I:||
Salesperson Name. > s greater than
Till No % Is greater than or equal to
Time < lslessthan
€ Islessthan er equal to
& Is between
3£ Is not between
O lsnull
@ lsnot null
= s any of
@ |s none of
- o Cancel Apply

- Show Find Panel
This will bring up a box which enables you to enter information that you would like to find the
report. When [FIND] is selected, the only entries with this information will appear AND it will be
highlighted yellow. Press [CLEAR] to remove the filter.

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | Mo Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report

X SUPERVISOR| - Find Clear

Salespersan Salesperson Name Branch No Til No Receipt No Date Time

[ I | swernson 3 2 257 capp7012 s
3 SUPERVISOR 3 3 8990 08/07/2012 17:08:57
3 SUPERVISOR 4 1 5488 08/07/2012 09:53:33
3 SUPERVISOR 4 1 5618 08/07/2012 15:51:12
3 SUPERVISOR 4 1 5627 08[07/2012 15:58:20
3 SUPERVISOR 4 2 1699 08/07/2012 19:00:17

- Show Auto Filter Row
This adds an additional line below each column header which allows you to type in exactly what
you would like to find and filter by in that column

RefindReport | Void Receipts Repart | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | Pick Up Report | Transaction Report

Salesperson Salesperson Name Branch No il No Recsipt No Date Time
ﬁ; _
yo | EXAMPLE EMPLOYEE 1000 1 1183 23/05/2016 11:32:06
1 EXAMPLE EMPLOYEE 1000 1 1184 23/05/2016 11:32:08
1 EXAMPLE EMPLOYEE 1000 1 1069 23/12/2015 10:00:29
1 EXAMPLE EMPLOYEE 1000 1 1070 23/12/2015 10:00:33
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Simple column drag and drop

The area that is visible (or can be made visible) above the report allow you to do a simple click,
drag and drop on a column.

Refund Repert | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | DiscountReport | Personnel Sales Report | Pick Up Repert | Transaction Report

*——

-_—
Salesperson Salesperson Name — TilNo Receipt o Date Time
1 EXAMPLE EMPLOYEE 000 1183 23/05/2016 11:32:06

1
1 EXAMPLE EMPLOYEE 1000 1 1184 23/05/2016 11:32:08
1 EXAMPLE EMPLOYEE 1000 1 1069 23/12/2015 10:00:29
1 EXAMPLE EMPLOYEE 1000 1 1070 23/12/2015 10:00:33
1 EXAMPLE EMPLOYEE 1000 1 1072 23/12f2015 10:01:22
1 EXAMPLE EMPLOYEE 1000 1 915 15/08/2015 00:00:00

Refund Report | Void Receipts Report | Cancelled Receipts Report | Deleted Lines Report | No Sale Report | PGR Sales Report | Discount Report | Personnel Sales Report | Pick Up Report | Transaction Report
BranchNo =

Salesperson Salesperson Name il No Receipt o Date
b i+ Branch No: 2 Number of o Sales : 49

» Branch No: 3 Number of No Sales : 62
» Branch No: 4 Number of No Sales : 127

+ Branch No: 5 Number of No Sales : 44

By using the logic, you are also able to move the columns into the order that you would like to
view the information in. e.g. Branch No first.
AT T T~

Refund Report | Void Receipts Report | Cancelied Receipts Report | Deleted Lines Report | No Sale Report | PGR SMgReport | Discount Report | Personnel Seles Report | Pick Up Report | Transaction Report

~

Branch No Salesperson Salesperson Name AR Receipt No Date Time
w000 1 EXAMPLE EMPLOYEE 1 1183 23/05/2016 11:32:06 =
1000 1 EXAMPLE EMPLOYEE 1 1184 23/05/2016 11:32:08
w000 1 EXAMPLE EMPLOYEE 1 1069 23/12/2015 10:00:29
1000 1 EXAMPLE EMPLOYEE 1 1070 23/12/2015 10:00:33
w000 1 EXAMPLE EMPLOYEE 1 1072 23/12/2015 10:01:22
1000 1 EXAMPLE EMPLOYEE 1 915 15/08/2015 00:00:00
1000 1 EXAMPLE EMPLOYEE 1 480 03/09/2014 22:07:40
won 1 FYAMD £ FWDI (VYRR 1 457 13RI 191330

Simple column option filter

By clicking on the “funnel’ in the top right-hand corner or a column header, you can bring up a
list of field values that you are able to filter the report by. (E.g. for ‘Branch No’ it will ring up a list
of the branch number currently available in the report.

ort | NoSaleReport | PGR SalesReport | DiscountReport | Personnel Sales Report | Pick Up Report

Branch No F TilNa Receipt No . . .
ol G : You can click on either one value that you would like to
. view the data for.
ﬁ gw i OR Custom AutoFilter X
10g Y 1
1000 1 Show rows where:
o ' Branch No
‘Equals P 2
@and  Oor

Press the (Custom) option to enter a more
specific filter on these values.

oK Cancel

Please note: You are only able to see the ‘funnel’ when you hover over a column heading where
it is not already applied.

If you can see it without hovering the cursor over the heading, then there is already a filter
applied to this column.
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Print options

You can print the report by pressing the [PRINT GRID] button

Fill Grid Clear Grid

Clear all fiters Prirt Grid

This will create a preview for you to view on screen

(B Preview - x
File View Background -
N mEHE a3 e q (ww - & IR O AT I = I~ s

Report generated by INGA on 23-May-16 2t 15:07
Futur - M

No Sale Report

salesperson Salesperson Name BranchNo Till N Receipt No Date Time

3 CASHIER 2 1 6410|04-Jul-12 11:01:52
3 CASHIER 2 1 6433 04-Tul-12

3 CASHIER 2 1 6615/04-Jul-12

3 CASHIER 2 1 6687 04-Jul-12 16:21:10
3 CASHIER 2 1 6753 |04-Jul-12 17:38:56
3 CASHIER 2 1 6827 04-Jul-12 18:30:35
3 CASHIER 2 1 6831/04-Jul-12 18:35:05
3 CASHIER 2 2 3495 04-Jul-12 11:28:26
3 CASHIER 2 2 3506|04-Tul-12 14:18:53

From here, you have different options that you can choose from for you print output using the
icons across the top of your window.

[ Preview
File | View Background
BEMN A S 8 R e ] (% v & bRy B @

Please Note: If you hover over the icons, a yellow box will appear to provide a heading for the
icon.

To print to a printer:
By pressing one of the printer options, you can print the report on to a piece of paper.

To send via email:

By pressing the envelope, you are able to save the report to an email. By pressing the dropdown
arrow, you are able to choose the file output.

petl | |

o == |

POS Audit Report 20



futurc

To save as a .PDF:

By clicking on this icon, it will provide you with a list of format options that you could save you
report in. The first option is a PDF file.

— PDF File I>

To save to Excel:

By clicking on this icon, it will provide you with a list of format options that you could save you
report in. There are options for XLS, XLSX, CSV and Text files.

PE - = - @ s

_|  PDFFile -
HTML File
MHT File
RTF File
XLS File
KLSX File
CSV File
Text File

Image File

Depending on what option you pick, you will be presented with a window for further setting
control.

CSV Export Options o
Encoding: Windows-1252 - :
Text export mode: | Text | L
Text separator: -

il Quote strings with separators y

Cancel r

You will need to then open the file in Excel. This may need to be done through the ‘Import Data
From Text” wizard.
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