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Sales

Sales

Introduction The Sales report topics focus on reports associated with all types of sales information
located in CMS.

[tems found in the Sales section include:

Sales Recap

Dollars Shipped

Trended Gross Shipments
Sales Activity

Sales Comparison
Customers

Products Ordered

Prod Line Sales Comparison
Product Exception

Cust Sales By Prod Line(s)
Bank R&T

Rep Report

Universal Sales Report

N2 20 20 20 20 Z00 200 20N 2 2N N N 2

Sales This is an example of the Sales option list:

REPORTS

Sales Recap

Dallars Shipped

Trended Gross Shipments |

Sales Activiby
Sales Cornparison
Producks Ordered

Ernd Ling Sales Comparison |

Product Exception |

iZust Sales by Prod Line(s) |
Bark R & T

Fep Repark

J‘I__Iuiversal Sales Repu:urtl

Continued on next page
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Sales

Sales Recap

Sales Recap Sales Recap lists the sales of Distributors, Associates and CSR's with subtotals for
New, Add and Repeat business within the date range selected.

NOTE: It is recommended to print this report daily, weekly or monthly to track sales
in your office.

Step Action

1 Navigate to Sales Recap from the Reports menu in CMS by clicking on
the Sub-menu title Sales.

2 Click the Sales Recap link.

3 The Sales Recap Report Screen will appear:

+ Sales Recap Report |Z||E|gl

Print: i} Destination ;. & Printer
" Burmrnarization " Bereen
" Disk

Order Date Range ]namam? to 104;15;0?

Dist. # Range |no0-00 to |ZzzZZ
CER Selection jnu to 1zz
Product Line {leave hlank far all
Froduct Line Subtotals? o ¥es O Mo
Only Mew Customers? I ¥es Mo
Break on CSR? £ ¥es i Mo
Run Repart Cancel

Continued on next page
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Sales Recap, cont.

Step

Action

3, cont.

Select the report option based on the report you would like to generate.

> Detail - includes order detail (CSR, Order #, Customer,
Product line, New, Add, or Repeat) with subtotals by product
line

> Summarized - gives you subtotals by product line only.

Destination:

Drestination ;

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Selection: Check the CMS Manual for additional field descriptions.

» Order date range - Enter a date range to locate sales totals for
orders within that range.

» Dist# range - Enter the Distributor number range you would like
to appear on the report. This includes specific Associate
numbers.

» CSR Selection - Enter the CSR number/code range you would
like to appear on the report.

» Product Line - Enter the specific product line you would like to
see orders for. NOTE: Leave this field blank if you are looking for
ALL product lines to appear on the report.

© Safeguard University, 2007
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Sales Recap, cont.

Step Action

5, cont. | Selection, cont:

» Product Line Subtotals — Using the mouse, select YES if you

would like the product lines subtotaled, NO if you don't.
NOTE: Default is set to YES.

» Only New Customers — Using the mouse, select YES if you
want the report to only show order dollars associated with NEW
customers, NO if you want all customers.

NOTE: Default is set to NO.

» Break on CSR - Using the mouse, select YES if you want to

show a break for each CSR, NO if you don't.
NOTE: Default is set to NO.

6 Run Report:

Click the Run Report button.

7 This is a sample of the Sales Recap Detail report:

: Report Designer - salrecap.frx - CMS 6.5

B ossion Safequard Customer Management System Fl=3 EIES
ca/16707 07:59:37 oMS 6.5 Page
Sales Recap
For Orcder Date Range 04/16/07 to 04/16/07
For Dist. Number Range 000-00 to ZZII-II
For CSR Range 00  to 22
Detailed Report J
Dist 0RM Assoc 00
CSR__ Order# Cust omer PL Hew Add Repeat
Fotals for Dist ORM Assoc 00
Hew Add Repeat crand
01 == one Write Financials
Totals -- 0.00 0.00 0.00 0.00
Activity —- 0 0 0 0
Current MTD Tetals -- 0.00 0.00 236.50 236.50
Current MID Rctivity == 0 0 3 3
07 -- Laser and Specialty
Totals -- 0.00 0.00 0.00 0.00
Activity == 0 0 0
Current MID Totals -- 0.00 0.00 1485.25 1485.25
Current MTD Activity -- o o ] 9
81 -- Sourced
Taotals -~ 0.00 0.00 0.00 0.00
Activity -- 0 o o L
Current MID Totals -- 0.00 0.00 250,00 350,00
Current MTB Activity -- 0 o 1 1
85 -- Standard Programs
Totale -- 0.00 0.00 0.00 0.00
Retivity -- 0 0 0 o
e + MTH Tatale -- n oA 26 fn n oo 28 an I
4 =] 2]
Shpdet Recond EOF/14 Exchusive HUM

Continued on next page
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Sales Recap, cont.

Step

Action

8

Field Descriptions:

Dist — reflects the Distributor number selected

Assoc - reflects the Associate number selected

CSR - reflects the CSR number/code selected

Order # - reflects the specific order numbers

Customer — displays the customer’s name

PL - reflects the Product Lines

New - reflects the dollars associated with New orders

Add - reflects the dollars associated with Add-on orders

Repeat - reflects the dollars associated with Repeat orders

Totals - reflects the dollar amount associated with each category

(New, Add, and Repeat) and distributor/associate.

Activity — reflects the number of orders within each category (New,

Add, and Repeat).

- Current MTD Totals - Displays the current Month to Date totals for
each category (New, Add, and Repeat) and distributor/associate.

- Current MTD Activity — Displays the current Month to Date activity

for the number of orders within each category (New, Add, and

Repeat).

20 20 25 20 28 2 2 ZN N7

N2

NOTE: MTD totals and activity only shows on the report when running
the report for the current month.

To exit or print the report if destination selected was "screen", select the
appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

A

Click on the option to select it.

10

Press the ESC key to exit completely out of reports.
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Dollars Shipped

Dollars Shipped Dollars Shipped report is based on actual ship dates.
It lists all shipped line items in a given date range and Distributor number range.

NOTE: It is recommended to print this report weekly or monthly to track shipped
orders in your office.

Step Action

1 Navigate to Dollars Shipped from the Reports menu in CMS by clicking on
the Sub-menu title Sales.

2 Click the Dollars Shipped link.

3 The Dollars Shipped Report Screen will appear:

: Dollar Shipped Report

Report : Destination £ Printet

" Screen
" Dollars Shipped by Prod Line - Summary " Disk

Dist # from 000-00 bo |ZZZ7-77

Ship Dates from |03/1707  to | 0401607

CSRfrom oo te |ZZ

Product Line {leave blank for all)

Breakon CSR -~ .

= Mo

Eun Report Cancel

Select the report option based on the report you would like to generate.

> Dollars Shipped - Total dollars shipped, not sub-totaled by
product line.

> Dollars Shipped by Prod Line - Detail — Total dollars
shipped, sub-totaled by product line, including individual
order detail.

> Dollars Shipped by Prod Line — Summary - Total dollars
shipped, sub-totaled by product line, summary totals.

Continued on next page
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Dollars Shipped, cont.

Step

Action

4

Destination:

Drestination ;

I Screen

" Disk {
e _”_f Rp—

Printer - Sends the report straight to the Printer.

Screen - Allows you to view the report on Screen.

Disk - Allows you to create a .txt version of the report.

—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.

—— A Select File Name pop-up box will appear.

—— Type the name and press Enter.

YV VYV

Selection: Check the CMS Manual for additional field descriptions.

> Dist # from/to — Enter the Distributor number range you would like to
appear on the report. This includes specific Associate numbers.
» Ship Dates from/to - Enter a date range to locate sales totals for
orders within that range.
» CSR from/to — Enter the CSR number/code range you would like
to appear on the report.
» Product Line - Enter the specific product line you would like to
see orders for. NOTE: Leave this field blank if you are looking for
ALL product lines to appear on the report.
» Break on CSR - Using the mouse, select YES if you want to
show a break for each CSR, NO if you don't.
NOTE: Default is set to NO.

Run Report:

Click the Run Report button.

© Safeguard University, 2007
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Dollars Shipped, cont.

Step Action
8 This is a sample of the Dollars Shipped report:
+ Report Designer - rpldoliship.frx - Page 1 - CMS 6.5
B osisi07 Safeqguard Customer Management System  Fla=?
04/16/07 s 6.5
Dollars Shipped Report
For Distributor Ho. Range 000-00 to ZZZ-ZZ =)
For Shipped Date Range 03/17,/06 to 04/16/07
For CSR Range 00 to 2T
Partial Shipment (P5) - * = Partial Ship *+ = partial Ship, Order Complete
Shipped Cust # Order # PS NRA Bill-To Name Forms Amt.
12/08/06 DL2O0300 DENOOFOO0 R DEB'S HANDY WORE $146.15
D1/15/07 LYOO0Z K00 TSTSDS000 B SAFEGUARD UNIVERSITY $350.00
01/15/07 LYOOZ KOO TSTSDPVODOD R SAFEGUARD UNIVERSITY $500.00
Total for Dist # ORM-00 £996.15
Report Totals
Orders Shipped 3
Total Dollars Shipped $996.15
_l >,':J
[Dulu Record EOF/3 Exchitive NUM
9 Field Descriptions:
- Shipped - reflects the Distributor number selected
> Cust # - reflects the customer number
> Order # - reflects the order number
> PS -indicates if that particular order was shipped as a partial order,
vs. shipped in full - this field denotes an asterisk if partial shipment
> NRA - reflects if the order was a New, Repeat or Add
> Bill-To Name - Customer’s name located in the Bill-To field on the
customer record
> Forms Amt - reflects the dollars associated with the order
- Order Shipped - total order count
-> Total Dollars Shipped - reflects the total for all orders that appear
on the report

© Safeguard University, 2007
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Sales
Dollars Shipped cont.
Step Action
10 To exit or print the report if destination selected was "screen", select the

appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

AL

Click on the option to select it.

11

Press the ESC key to exit completely out of reports.
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Trended Gross Shipments

Trended Gross  Trended Gross Shipments report compares actual monthly sales figures for shipped

Shipments orders of a specific period in the present year to figures of the same period in the
previous year. The report also shows the percentage of growth as compared to
previous year when utilizing the “Set-up Plan” option located in the maintenance
menu.

The report breaks down the figures according to each Distributor's/Associate's
New/Add, Repeat and total business by month within each product line.

Step Action

1 Navigate to Trended Gross Shipments from the Reports menu in CMS by
clicking on the Sub-menu title Sales.

2 Click the Trended Gross Shipments link.

3 The Trended Gross Shipments Report Screen will appear:

L

+ Gross Trended Shipments Report

Diestination : Distribamor 2 from 0oo-o0 to lZZZ—ZZ

Shipdates through | 04/16/07

(+ Distributorship of Record
" Selling Distributor

Run Repart Cancel

Select the report option based on the report you would like to generate.

> Distributorship of Record - select this option if you are looking
for information at the distributorship level. Displays order totals
based on the distributor number on the customer screen.

> Selling Distributor — select this option if you want the
information separated by Associate number. Displays order
totals based on the distributor number on the order header.

Continued on next page
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Trended Gross Shipments, cont.

Step

Action

4

Destination:

Drestination ;

I Screen

" Disk {
e _”_f Rp—

Printer - Sends the report straight to the Printer.

Screen - Allows you to view the report on Screen.

Disk - Allows you to create a .txt version of the report.

—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.

—— A Select File Name pop-up box will appear.

—— Type the name and press Enter.

YV VYV

Selection: Check the CMS Manual for additional field descriptions.

» Distributor # from/to - Enter the Distributor number range you
would like to appear on the report. This includes specific
Associate numbers.

» Shipdates through - Enter a date range to locate sales totals for
orders within that range.

Run Report:

Click the Run Report button.

© Safeguard University, 2007
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Trended Gross Shipments, cont.

Step

Action

8

This is a sample of the Trended Gross Shipments report:

+ Report Designer - rplgrosstrend.frx - Page 1 - CMS 6.5

Report Date 04/16/07 05:49:49 CMS 6.5 Page 1
Trended Gross Shipments
Distributor of Record
Shipments Through 04/16/07 J
Distribotor : ORM-O0
Product Line : 0F -- Laser and Specialty

New Business

HONTH ACTUAL LAST YEAR % LAST YR Flan Rmt. Plan &
JAN §0.00 §0.00 Hik §0.00 Hrik
FEB §0.00 £0.00 L §0.00 K/
HAR 40,00 $0.00 /A §0. 00 Hik
ARR §0.00 §0.00 H/A §0.00 H/k
Y £0.00 %0.00 H/A $0.00 H/k
am 50.00 $0.00 H/A §0.00 HiA
UL 40,00 50,00 /A 40,00 H/A
AUG %0.00 §0.00 N/A £0.00 Hik
SEP §0. 00 §0.00 H/A 0. 00 HiA
ocT %0.00 §0.00 H/A §0.00 Hih
uov 50,00 5000 N/7A 40,00 HA
DEC 40,00 40,00 /A 0. 00 H/A
0. 00 5000 9.00 ¥TD Totals $0. 00 000
§0.00 $0.00 N/A Totals §0.00 HA
Repeat Pusiness
HONTH ACTUAL LAST YEAR % LAST YR Plan Amt. Plan &
am §0.00 $0.00 WA 0.00 Nk
FEB §0.00 %0.00 H/A §0.00 Hik
MAR §0.00 £0.00 Hik §0.00 Hih
AR 40.00 5000 N7A 50.00 Wik
HAY §0. 00 §0.00 H/A 0. 00 H/A
JUN %0.00 %0.00 H/A $0.00 LFrY
UL 50,00 5000 /A 0. 00 K/
AG 40,00 §0.00 N/A 40,00 W |
ey ke sifiss e e
Iaou-\ Record 377216 Exchusive NUM

Field Descriptions: The output for this report is broken down by product
line, with a total for ALL product lines located at the end of the report.

> New Business - reflects the dollars associated with New and Add-on
orders

—— Month - reflects the month

—— Actual - reflects the actual sales dollars by a specific month

—— Last Year - reflects prior year sales dollars by a specific month

% Last Year - reflects the prior months percentage of growth over

this month

—— Plan Amount - reflects the sales dollars that were projected for the

year

—— Plan % - reflects the variance between actual and plan

© Safeguard University, 2007
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Trended Gross Shipments cont.

Step

Action

9, cont.

Field Descriptions, cont.:

- Repeat Business- reflects the dollars associated with Repeat orders
—— Month - reflects the month

—— Actual - reflects the actual sales dollars by a specific month

—— Last Year - reflects prior year sales dollars by a specific month

% Last Year - reflects the prior months percentage of growth over
this month

—— Plan Amount - reflects the sales dollars that were projected for the
year

—— Plan % - reflects the variance between actual and plan

- Totals for both New and Repeat -

—— Month - reflects the month

—— Actual - reflects the actual sales dollars by a specific month

—— Last Year - reflects prior year sales dollars by a specific month

% Last Year - reflects the prior months percentage of growth over
this month

—— Plan Amount - reflects the sales dollars that were projected for the
year

—— Plan % - reflects the variance between actual and plan

10

To exit or print the report if destination selected was "screen", select the
appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

Y

Click on the option to select it.

11

Press the ESC key to exit completely out of reports.

© Safeguard University, 2007

13 Revised 12/05/08 HAA

Proprietary Materials Do Not Duplicate




Safeguard University
Sales

Sales Activity

Sales Activity ~ The Sales Activity report allows you to retain and generate business from "stale"
customers.

This report helps you identify your AA, A, B, C and D customers for follow-up.

Step Action

1 Navigate to Sales Activity from the Reports menu in CMS by clicking on
the Sub-menu title Sales.

2 Click the Sales Activity link.

3 The Sales Activity Report Screen will appear:

Labels (Ship to)
Labels (Bill to)

Select the report option based on the report you would like to generate.

> No Sales - select this option when the output is a list of
customers who have NOT ordered during a specific period of
time.

> Sales - select this option to locate customers who HAVE
ordered, and typically to specifically locate who the AA, A, etc
customers are.

Continued on next page
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Sales Activity, cont.

Step Action
4 Output:
Labels {(Ship tol
Labels (Bill tol
> Report — select this option if a report onscreen or hardcopy is
required
> Labels (Ship to) — select this option if the output will print labels
using the customer’s ship to address located on the customer
record
> Labels (Bill to) — select this option if the output will print labels
using the customer’s bill to address located on the customer
record
5 Destination:

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

© Safeguard University, 2007
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Sales Activity, cont.

Step

Action

6

Select from the following criteria: The criteria shown in the picture
below is what appears when selecting Sales as the output option.

» Zip Code from/to — Enter the desired zip code range for the
report.

» SIC Code from/to — Enter the desired SIC code range for the
report. NOTE: this information is pulled using the SICs selected
on the customer record.

» Dist No. from/to — Enter the Distributor number range you would
like to appear on the report. This includes specific Associate
numbers.

» Order Dates from/to — Enter a date range to locate sales totals
for orders within that range.

» Only New Customers — Using the mouse, select either YES if
you want only the new customers sales/no sales to appear, or NO
if you want all on the report.

No Sales Report — these fields are specific to the No Sales output report.
» No Sales Since - Enter a start date of when the customer([s]
placed their last order. The report will pull all information starting
from that date and ending with today’s date.

Sales Report — these fields are specific to the Sales output report.
> Sales Dollar Range From $ - Enter a starting sales dollar range
to locate sales totals for orders within that range.
> To$ - Enter a starting sales dollar range to locate sales totals for
orders within that range.

© Safeguard University, 2007
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Sales Activity, cont.

Step Action

7 Group by:

Zip Code
Dist Ho
Short Hame

» Zip Code - allows you to group the report by zip code

> Dist No - allows you to group the report by distributor
number

» Short Name - allows you to group the report by CMS short
name that is located on the customer record

8 Run Report:

Click the Run Report button.

9 This is a sample of the Sales Activity report using Sales as the desired
output:

 Report Designer - sales_no.(rx - Page 1 - CMS 6.5

B osiepr Safequard Customer Management System Fl=? alﬂll
04/16/07  09:52:21 a5 6.5 Page 1
Mo Sales Activity Report
For Distributor No. Range 000-00 to ZZZ-ZZ
Zip Code Range 00000~ to 99999-9999
SIC Code Range 0000 to 9999 L
Ho Sales Date Range 04/16/06 to 04/16/07
Group By Dist No.
Last Order
Customer Hame Cust. No. Phone Humber /Ext. /Fax Prod Onty Price
Dizt MWo. ORM-00
ANCOM BUSTNESS PRODUCTS  Z2000T00 13300 273-4426 {330)855-2121 lo/2L/04
L7 50 3.5
BEESMAC DLLOGZ00 122z) 555-1562 151 Wo Order Ristory om File.
BOWLING FOR DOLLRRS TZ000000 1770) 621-8120 (TT0ASE=1291 03 /29/03
SFSLIGL S00 69,97
BRIAN LYNCH CPA 22000100 1631) 365-2667 314 (631)366-2668 0L/07/05
WEESIPL 1000 60.43
EROADAILY MOVIES EZ2000000 i224) 4%6-0002 1224)656-0000 /1504
DEROIERY iz ©.00
DIGITIZING 1 106,70
THEODEE 5 A79.50
THEO DG 5 179.50
THEODEE z 77.80
EMEROIDERY 4 ©.00
DICITIZING i %7 ';I
4 ol 5
Fisales Record 15/59 Enchisive [ nom
Contznued on nextpage
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Sales Activity, cont.

Step Action

10 Field Descriptions: These fields relate to the Sales report output — check
the CMS Manual for additional field descriptions.

> Customer Name - reflects the customer’s name located on the

customer record
> Cust. No. - reflects the customer number CMS creates for each
customer

- Phone Number /Ext./ Fax - reflects the phone, fax and extension
that resides on the customer record

Last Prod - reflects the last product ordered

Order Qnty - reflects the order quantity

Price - reflects the total forms amount for the order

v

11 To exit or print the report if destination selected was "screen", select the
appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

@ » | M 100z

Click on the option to select it.

12 Press the ESC key to exit completely out of reports.

© Safeguard University, 2007 18 Revised 12/05/08 HAA
Proprietary Materials Do Not Duplicate



Safeguard University
Sales

Sales Comparison

Sales The Sales Comparison report compares one month's sale figures to the same month
Comparison in the prior year.

The report shows how sales are doing in comparison to last year and gives the
percentage of growth.

Step

Action

1

Navigate to Sales Comparison from the Reports menu in CMS by clicking
on the Sub-menu title Sales.

Click the Sales Comparison link.

The Sales Comparison Report Screen will appear:

: Sales Comparison Report

= [Full Month| & Priter
" Relative KMonth " Screen
W10 & Relative Mol " Disk
Distributon = from 000-00 te |ZZL-ZF
CSR=rom o L v
Report Date a4nenT
Group By ©
& Office © DistNo. ¢ Assoc Mo, © CSR
Run Repor I Cancel |

Select the report option based on the report you would like to generate.

» Full Month - select this option to view sales for an entire month.
Displays the entire month and the entire month from the previous
year.

> Relative Month - select this option to view sales for the current
month and the same month from the prior year

> YTD & Relative Month - select this option to view Relative
month sales as well as the year-to-date sales

© Safeguard University, 2007
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Sales Comparison, cont.

Step

Action

4

Destination:

Destination :
 {Printer:
I Screen

O Disk
siad

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Selection: Check the CMS Manual for additional field descriptions.

» Distributor # from/to - Enter the Distributor number range you
would like to appear on the report. This includes specific
Associate numbers.

» CSR # from/to - Enter the CSR number/code range you would
like to appear on the report.

» Report Date — Enter the starting date for the report comparison.
The ending date will be today’s date.

Group By: Allows you to specify how the report output will be grouped.

- Office - allows you to group the report by distributorship

- Dist No. - allows you to group the report by distributor number

> Assoc. No. - allows you to group the report by associate number
> CSR - allows you to group the report by CSR number

© Safeguard University, 2007
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Sales Comparison, cont.

Step

Action

7

Run Report:

Click the Run Report button.

This is a sample of the Sales Comparison report using Full Month as the
desired output:

Sales Comparison Report

-
841687 18:46 Page 1 |

Sales Comparison Report

For Distributor Mo. Range 888-88 to ZZ7-77
For CSR Range 88 to ZZ
By Office
Full Month April 2006 and 28807 —

one-UWrite Continuous Forms other
Daily M.T.D.
Mew Repeat Hew Repeat
Sales Sales

2886 MTD Sales Totals for 84/38-86
35.58 8.88 8.88 8.88
544.849 588.34

2887 Sales:
1

a8.88 a8.88 8.88 a.8a
8.88 8.088 8.88
2 a.88 236 .58 8.88 a.aa
268.92 497.42 497 .42
3 a8.88 a.88 68.88 a.aa
.88 8.88 497 .42

L

Field Description: These fields relate to the Sales report output — check
the CMS Manual for additional field descriptions.

One-Write — reflects dollars associated with One-Write orders, New and
Repeat.

> New - Displays New and Add-On business

- Repeat - Displays Repeat business
Continuous - reflects dollars associated with Continuous orders, New
and Repeat.

- New - Displays New and Add-On business

> Repeat - displays Repeat business

© Safeguard University, 2007
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Sales Comparison, cont.

Step Action

9, cont. | Field Description, cont.:

Other - reflects dollars associated with all other products lines except
One-Write orders, New and Repeat.

> New - Displays New and Add-On business

> Repeat -Displays Repeat business

10 To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

Sfieialikeys)

Return ESC
[\ Help F1 [
Calculatar  Shift+FS 5
Calendar Shift+Fe
Paste Yal Alt+FS

11 Press the ESC key to exit completely out of reports.
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Customers

Customers This detailed report lists sales totals in the selected ranges and includes all orders
placed by individual customer.

The report lists sales totals but does not include order history when you select
Summarization.

Step Action

1 Navigate to Customers from the Reports menu in CMS by clicking on the
Sub-menu title Sales.

2 Click the Customers link.

3 The Customers Report Screen will appear:

Summarization
Mailing Labels

Select the report option based on the report you would like to generate.

> Detail — select this option to view full details, including order
history.

> Summarization — select this option to view a summary of the
information [sales totals only].

> Mailing Labels - select this option to create a list of names to
generate mailing labels. NOTE: This option offers a Bill-to and
Ship-to field used to select the mailing address for the labels.

Continued on next page
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Safeguard University
Sales

Customers, cont.

Step

Action

4

Destination:

Screen I

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Select from the following criteria: The criteria shown in the picture
below is what appears when selecting Sales as the output option.

» Zip Code from/to — Enter the desired zip code range for the
report

» SIC Code from/to — Enter the desired SIC code range for the
report. NOTE: this information is pulled using the SICs selected
on the customer record

» Dist No. from/to — Enter the Distributor number range you would
like to appear on the report. This includes specific Associate
numbers

» CSR - Enter the CSR number/code range you would like to
appear on the report.

© Safeguard University, 2007
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Safeguard University
Sales

Customers, cont.

Step

Action

5, cont.

Select from the following criteria, cont.:

» Order Dates from/to — Enter a date range to locate sales totals
for orders within that range.

» Street Name - Use this field to locate specific customers on a
street [i.e. all customers who are on Main Street].

» Only New Customers — Using the mouse, select either YES if
you want only the new customers to appear, or NO if you want all
on the report.

» User Defined Fields — Use this field in conjunction with
previously defined UDFs specified on the customer record to
locate customers with a specific UDF.

Group By: Allows you to specify how the report output will be grouped.

- Zip Code - allows you to group the report by Zip Code

- SIC Code - allows you to group the report by SIC code

- Dist No. - allows you to group the report by distributor number

- Alpha Order - allows you to group the report by customer name
> CSR - allows you to group the report by CSR number

Run Report:

Click the Run Report button.

© Safeguard University, 2007

Continued on next page

25 Revised 12/05/08 HAA

Proprietary Materials Do Not Duplicate




Safeguard University
Sales

Customers, cont.

Step

Action

8

This is a sample of the Customers report using Detail as the desired
output:

Customer Report

84-16-87 12:349

Detail Customer Activity Report
For Order Date Range " i to 84716787
Grouped by Zip Code
For Distributor Mo. Range From 808-88 to ZZI7-77
For Zip Code Range From 00888- Thru 99999-9999
For SIC Code Range From 8888 To 9999
For CSR Range From 88 To ZZ

Cust Mo. Hame  Address Contact/Phone

ZZaaeyea ABC FORMS JOE JONES-OWNER
LIMDA (123»456-7898

123 MAIN ST
LANSDALE. PA 81945-

Order HNo. Ord. Date Product Quantity Order Total

BREB?GOBO 11723784 SFSL1B1 58 5 57.54

GUFaU2e8a 11-/83/85 2UPSS1 288 5 27.15
3UPDTR2 280 5 38.88

GUFBU3eea 11/83/85 3UPSS1 388 5 37.15

DLLEB308e 87/86/86 SF5L1B1 58 5 56.32

DEMBBGEBE 8g/38/86 ARL? 58 5 36.568
JBT1E 1 3

32.58 o

Field Description: These fields relate to the Sales report output — check
the CMS Manual for additional field descriptions.

> Cust. No - reflects the customer number assigned to this customer
by CMS.

> Name/Address - reflects the customer’s business name and

address.

Contact/Phone - reflects the customer’s contact name and phone

number.

Order No.- reflects the order associated with the customer.

Order Date - reflects the corresponding order date.

Product - reflects the corresponding product[s] by order

Quantity — reflects the corresponding order quantity by order

Order Total - reflects the total forms amount.

N2

2 20 20 28 2
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Safeguard University
Sales

Customers, cont.

Step

Action

9, cont.

Field Description, cont.:

> Totals - reflects the grouped separation marker based on what was
selected.
—— Zip Code - reflects the Zip Code if grouped by Zip Code
—— SIC Code - reflects the SIC Code if grouped by SIC Code
—— Dist No. - reflects the Distributor Number if grouped by distributor
number
—— Alpha Order - reflects the customer name data in alphabetical order
if grouped by Alpha Order
—— CSR - reflects the CSR code/number if grouped by CSR
» Total Activity — reflects the total forms amount by grouping
» Total Customers — reflects the total number of customers by
grouping
» Total Orders - reflects the total number of orders by

grouping

10

To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

ar eguUar
Specia|keys
Return ESC
. Help Fi [
Calculator  Shift+FS 5
Calendar Shift+Fe
Paste Yal F\It-tFS !
fint File: F5 hy

"

Press the ESC key to exit completely out of reports.
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Safeguard University

Sales
Products Ordered
Products This report allows you to focus on sales by product. You can find order history and
Ordered sales totals associated with a product at three different levels; Item [product code],

Line [product line] or System [system code].

When running this report, you are limited to one result, so if multiple product lines are
the desired outcome, you will need to run the report multiple times, changing the
product line variable.

Step

Action

1

Navigate to Products Ordered from the Reports menu in CMS by clicking
on the Sub-menu title Sales.

Click the Product Ordered link.

The Products Ordered Report Screen will appear:

" Products Ordered Report

eeeee

Edit Data | cCancel |

Select the report option based on the report you would like to generate.

> Item - select this option to view details associated with a specific
product code.

> Line - select this option to view details associated with a specific
product line.

> System - select this option to view details associated with a
specific system code.

© Safeguard University, 2007
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Safeguard University
Sales

Products Ordered, cont.

Step

Action

4

Destination:

Screen I

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Select from the following criteria: The criteria shown in the picture
below is what appears when selecting Line as the output option. Access
the CMS Manual for additional options.

» Dist No. from/to — Enter the Distributor number range you would
like to appear on the report. This includes specific Associate
numbers

» Order Dates from/to — Enter a date range to locate sales totals
for orders within that range.

» Product Line - Enter the two-digit product line

Additional options: Based on the initial selection

» Product - Enter the CMS product code

» System — Enter the five-digit system code located in the product
file in CMS

© Safeguard University, 2007
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Safeguard University
Sales

Products Ordered, cont.

Step

Action

6

Run Report:

Click the Run Report button.

This is a sample of the Product Ordered report using Line as the desired
output:

= Products Ordered Reporl >

&
BASLES07 14 26 Page:
i

Product Ordered Report
For Product Line: One Write Financials "
For Distributor No. Range 0008-08 to ZIZ-IE
For Order Date Range 84716706 to 84716797

Cust Ho. Customer Name Phone Humber Order Date @ty Price

For Product: ZHDCOLOR - COLORS IH ADD TO DESIGHATED IM
T I U

LY@OZKDD FAFECURRD UNIUVE (215641 -5808 11722586 B2 B8 .08

TOTALS: [-4-1 gg.e8

For Product: ALLEZ - AMBASSADOR ECONC PAK

LYBBZKS® SAFEGUARD UNIVE (Z13r641-50008 117227086 1 [

TOTALS: 1 Ba.08

For Product: N11S52 - ADL1 SUPER CENTURIOM 6235 KIT

YOOZKSD SaFECUARD UNIVE (21533641-3000 1122706 1 268,08 s

Field Description: These fields relate to the Line report output — check
the CMS Manual for additional field descriptions.

v

Cust. No - reflects the customer number assigned to this customer
by CMS.

Customer Name - reflects the customer’s business name

Phone Number - reflects the customer’s phone number

Order Date - reflects the date associated with the order

Qty - reflects the order quantity

Price — reflects the total forms amount by order

For Product - reflects the product code and description

N2 20 25 20 2R\ 7
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Safeguard University
Sales

Products Ordered, cont.

Step Action

9 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

M EQUArT

Secia(keys
Return ESC
Help F1 [

Calculator  Shife+Fs 5
Calendar Shift+Fe
Paste Yal Al+FS

10 Press the ESC key to exit completely out of reports.
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Safeguard University
Sales

Prod Line Sales Comparison

Prod Line Sales The Prod Line Sales Comparison, or Product Line Sales Comparison, report creates
Comparison an output showing what the overall sales are by product line. Results reflect either
YTD or Monthly comparison for each product line.

Step

Action

1

Navigate to Prod Line Sales Comparison from the Reports menu in CMS
by clicking on the Sub-menu title Sales.

Click the Prod Line Sales Comparison link.

The Prod Line Sales Comparison Report Screen will appear:

Edit Data | Cancel |

Select the report option based on the report you would like to generate.

> Y.T.D. - select this option to view YTD sales totals that are
compared to previous YTD sales.

> Monthly - select this option to view Monthly sales totals that are
compared to previous year monthly sales.

© Safeguard University, 2007
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Safeguard University
Sales

Prod Line Sales Comparison, cont.

Step

Action

4

Destination:

Screen I

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Select from the following criteria: The criteria shown in the picture
below is what appears when selecting YTD as the output option. Access
the CMS Manual for additional options.

» Dist No. from/to — Enter the Distributor number range you would
like to appear on the report. This includes specific Associate
numbers

> Enter Date for Report — Enter the date necessary to display the
desired output

» CSR - Enter the two-digit CSR number/code

Additional options: Based on the initial selection

» Enter Month/Year for Report — Enter the date necessary to

display the desired output
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Safeguard University
Sales

Prod Line Sales Comparison, cont.

Step

Action

6

Group By: Allows you to specify how the report output will be grouped.

- Office - allows you to group the report by distributorship

- Dist # - allows you to group the report by distributor number
> Assoc # - allows you to group the report by associate number
> CSR - allows you to group the report by CSR number

Run Report:

Click the Run Report button.

This is a sample of the Prod Line Sales Comparison report using YTD as
the desired output, grouped by Office:

= Product Line Sales Comparison

v I

BASLGESDT AT 07 Page:
i

Praduct Line Sales Comparison
For Distributer Ho, Range @08-00 to ZIZ-ZZ
Far C3R Range @0 to ZZ
Group By OFfice
office Report =

¥Y.T.D. Y.T.D.
Product Line B4s16786 8416587 ¥ Change

Bl One Write Financials . a8 G2%.88 Hs
B3 Business Statiomary .88 JE.88 Heu
ar Laser and Specialtw B.88 A1EE . 46 HeAu
i Fast Frak 0.0 F2.95 MAR
33 F-To—A-Page Products 27.98 218,93 BSE.B2¥
81 Sourced .8 4900 .88 Mo
a5 Standard Programs 8.0 Z26.88 MA
89 BODP .o A30.08 HA0
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Safeguard University
Sales

Prod Line Sales Comparison, cont.

Step

Action

9

Field Description: These fields relate to the Line report output — check
the CMS Manual for additional field descriptions.

- Product Line - reflects the product line with a description of what the
two-digit code represents

- Y.T.D [includes specific date]- reflects the previous YTD sales

- Y.T.D [includes specific date]- reflects the current date sales by
product line based on the selection in the criteria section

> % Change - reflects the variance percentage between this year and
last year

> Totals - reflects the total forms amount

10

To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

sl eqUar

Specia|keys

Return ESC
[: Help Fi [

Calculator  Shift+FS 5

Calendar Shift+Fe

Paste Yal F\It-tFS !

fint File: F5 hy

11

Press the ESC key to exit completely out of reports.
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Safeguard University

Sales
Product Exception
Product The Product Exception report can list customers who have ordered X product(s0 but
Exception have not ordered Y product(s). For example, customers who have ordered checks,

but not deposit tickets.

Step

Action

1

Navigate to Product Exception from the Reports menu in CMS by clicking
on the Sub-menu title Sales.

Click the Product Exception link.

The Product Exception Report Screen will appear:

Product Exception Report

Hasz Ordarad Group B
Itarn =] SIC Code
Line Dist Mo
Systen Code [Alpha Order
i |
Frint Customer Su |:|'4['r|:?|n_.
OrderDates |/ o ff Customer Detall
Labels (Ship o)
Labels (@il o)
And_Has Not Ordared LehLL
D Data
I I
Order Dates [/ to Destination:
Scraen
Dizk
Customer Info E
Zip Code Boo00- fo 99599-9045
SIC Code 4000 o 99489
Dist No 000-00 o ZEZ-I7
Mew Customer o I
B | Corcel |

Select the report option[s] based on the report you would like to generate.
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Safeguard University
Sales

Product Exception, cont.

Step

Action

4

Has Ordered - Use this option to locate information about what the
customer HAS purchased.

Query options:

> Item - used to locate what product code[s] have been purchased
by customers

> Line — used to locate what product line[s] have been purchased
by customers

> System Code — used to locate what customers have purchased
using the system codes

> Skip — used if you are will not pull information on what customers
have purchased

Double-click on the Option to access the Data Selection pop-up.

This is an example of the Data Selection pop-up that appears.

: Data Selectio

{ ae SFSL”
@ List SFELI
SFsLy|

Save Cancel

Select one, or up to five per category. You'll need to use an asterisk wild
card when using just the product prefix [i.e. SFSL1, SFSL2, tc.]

»> “=" —click the radio button next to this option when only one item
is desired.

> List - click the radio button next to this option when more than
one item is desired. You can enter up to five.
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Safeguard University
Sales

Product Exception, cont.

Step Action

6 Group By: Allows you to specify how the report output will be grouped.
> Office — allows you to group the report by distributorship
> Dist # - allows you to group the report by distributor number
> Assoc # - allows you to group the report by associate number
» CSR - allows you to group the report by CSR number

7 Run Report:

Click the Run Report button.
8 This is a sample of the Prod Line Sales Comparison report using YTD as

the desired output, grouped by Office:

= Product Line Sales Comparison

v I

BASLGESDT AT 07 Page:
i

Praduct Line Sales Comparison
For Distributer Ho, Range @08-00 to ZIZ-ZZ
Far C3R Range @0 to ZZ
Group By OFfice
office Report =

¥Y.T.D. Y.T.D.
Product Line B4s16786 8416587 ¥ Change

Bl One Write Financials . a8 G2%.88 Hs
B3 Business Statiomary .88 JE.88 Heu
ar Laser and Specialtw B.88 A1EE . 46 HeAu
i Fast Frak 0.0 F2.95 MAR
33 F-To—A-Page Products 27.98 218,93 BSE.B2¥
81 Sourced .8 4900 .88 Mo
a5 Standard Programs 8.0 Z26.88 MA
89 BODP .o A30.08 HA0
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Safeguard University
Sales

Product Exception, cont.

Step Action

9 Field Description: These fields relate to the Line report output — check
the CMS Manual for additional field descriptions.

- Product Line - reflects the product line with a description of what the
two-digit code represents

- Y.T.D [includes specific date]- reflects the previous YTD sales

- Y.T.D [includes specific date]- reflects the current date sales by
product line based on the selection in the criteria section

> % Change - reflects the variance percentage between this year and
last year

> Totals - reflects the total forms amount

10 To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

SarEqUare
Specia|keys
Return ESC

[: Help Fi [
Calculator  Shift+FS 5
Calendar Shift+Fe
Paste Yal F\It-th !

11 Press the ESC key to exit completely out of reports.
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Sales

Cust Sales By Prod Line[s]

Cust Sales By Select one, two or all of the product lines to view a report that shows customer’s total
Prod Line([s] sales sorted by a product line.

Step

Action

1

Navigate to Cust Sales By Prod Line[s] from the Reports menu in CMS by
clicking on the Sub-menu title Sales.

Click the Cust Sales By Prod Line([s] link.

The Cust Sales By Prod Line[s] Report Screen will appear:

Custoner Sales by Prod Lineds) Repark

Select the report option based on the report you would like to generate.
> Product Lines — using the mouse, click on one or all that apply. If
selecting 00, that will show results for ALL. Press F10 to accept
and continue.

The following results will appear based on the items selected:
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Safeguard University
Sales

Cust Sales By Prod Line[s], cont.

Step

Action

4

Destination:

Screen l

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Select from the following criteria:

» Zip Code from/to — Enter the desired zip code range for the
report.

» SIC Code - The Standard Industry Code entered in the
customer's contact screen.

» Order Dates - Enter the Order Date range you would like to show
on the report.

Run Report:

Click the Run Report button.

© Safeguard University, 2007

Continued on next page

41 Revised 12/05/08 HAA

Proprietary Materials Do Not Duplicate




Safeguard University
Sales

Cust Sales By Prod Line[s], cont.

Step Action

7 This is a sample of the Cust Sales By Prod Line[s] report using Laser and
One-Write as the desired output:

Product Line Report

|, b

84,2487 86:37 Page:
1

Customer Sales by Product Line Report -

For Product Lines (81, 872
Order Date Range 842486 to 8424787
Zip Code Range 88888- to 99999-9999
SIC Code Range 8888 to 9999
Distributor: BGRM-88

Product Line: 81 ©ne Write Financials
Last
Order
Total
Cust. HNo. Custoner Phone Date
Sales

ZZ0BOY08 ABC FORMS 123-456—-7898 84,892,807

388.88

LYB8H3288 BEESUAX 214-585-9966 83,8987

51.58

DLLEB488 BEESWAX 214-585-9966 18-26/-06

36.580

DL2883808 DEB'3 HAMDY WORK 817-483-1484 12/13-86 -

8 Field Description: check the CMS Manual for additional field

descriptions.
- Distributor - reflects the distributor number for these customers
- Product Line - reflects the product line for the results. The report is

grouped by product line; therefore you will need to scroll to see
additional product line results.
- Total Cust. No Sales- reflects the customer number and the total
sales for this product line for that specific customer.
Customer - reflects the customer name
Phone - reflects the phone number on record for this customer
Last Order Date - reflects the last order date for each customer
listed.
Product Line * Totals - reflects the product line sales total.
Number of Customers - reflects the total number of customers
purchasing this product line.

v

\\Z

Continued on next page
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Sales

Cust Sales By Prod Line[s], cont.

Step Action

9 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

M EQUArT

Secia(keys
Return ESC
Help F1 [

Calculator  Shife+Fs 5
Calendar Shift+Fe
Paste Yal Al+FS

10 Press the ESC key to exit completely out of reports.
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Sales

Bank R&T

Bank R&T This report is used to view customer order history based on the Design Form
information when used in conjunction with the Customer Bank Database. The bank’s
routing and transit number is used to locate the desired results. You can create a
hardcopy report, or send the information to the printer to print labels once you've
selected either the customers Bill To or Ship Too address.

Step Action

1 Navigate to Bank R&T from the Reports menu in CMS by clicking on the
Sub-menu title Sales.

2 Click the Bank R&T link.

3 The Bank R&T Report Screen will appear:

Select the report option based on the report you would like to generate.

> Report - allows you to view a report of the customer information.
» Mailing Labels - allows you to print mailing labels by selecting
either the Bill To, or Ship to address for the customers.

Continued on next page
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Safeguard University

Sales
Bank R&T, cont.
Step Action
4 Destination:

Screen l

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Select from the following criteria: The criteria shown in the picture
below is what appears when selecting One R&T number as the output
option. Access the CMS Manual for additional options.

Dist No - Enter the Distributor Number range you would like to
show on the report. This includes specific Associate numbers.
Order Dates - Enter the Order Date range you would like to show
on the report.

Select One Bank R & T # - Default is NO, click in the YES radio
button to enter an R & T number for a specific bank.

R & T # - Enter the routing and transit number for the specific
bank.

Group by Dist No. — Default is NO, click in the YES radio button
to separate the report by Distributor Number.

>
>
>
>
>
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Safeguard University

Sales
Bank R&T, cont.
Step Action
6 Run Report:

Click the Run Report button.

7 This is a sample of the Bank R&T report using a specific R&T number as
the desired output:

H Hank R&ET Report
B4-24°07 07 06 40 CHE 6.3 Page i

1

Bank Routing & Transit Report
Distributor ¥ Range B00-00 to ZEZ-ZX

Order Date Rangedds 2406 to BAS29507

Routing & Transit = 11480000893

114088893 Bank not in Bank Databamée i
e Bt ons el e
0.00 __‘_"J
]
8 Field Description: check the CMS Manual for additional field
descriptions.
- Routing and Transit - reflects the R&T number
> Customer No. — reflects the customer number
> Distributor No. - reflects the distributor number for these customers
> Customer Address — reflects the customer name and address
- Contact - reflects the contact name and phone number located on
the customer record.
> Order # and Amount — reflects the order number and sales for the

order
> Date - reflects the last order date for each customer listed.

Continued on next page
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Sales

Bank R&T, cont.

Step Action

8, cont. | Field Description, cont:

Line No. - reflects the product line

Product - reflects the product code

Quantity — reflects the total quantity for the order.

Total Customers - reflect the total number of customers for a
specific R&T number.

2 20 20 4

9 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

Jarequar
Secia(keys
Return ESC
. Help F1 [
Calculator  Shife+Fs 5
Calendar Shift+Fe
Paste Yal F\It-l_—_FS

10 Press the ESC key to exit completely out of reports.
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Sales

Rep Report

Rep Report This report will show you a list of orders related to the Rep field on the order. The
Rep Report is very useful for tracking results of sales promotions by telemarketers in
the office. The report displays the number of orders and sales dollars in the specified
ranges.

Step Action

1 Navigate to Rep Report from the Reports menu in CMS by clicking on the
Sub-menu title Sales.

2 Click the Rep Report link.

3 The Rep Report Screen will appear:

Destination:

Screen
Disk

Group by Dist No:

Mew, Add & Repeat

=

Mo

Order Date 022407 fo  D4r24i07
Dist Mo Range  000-00 o ZIZZIZ
Rep Code 11 b IZ

FunRepot | Empas | carcel |

Select the report option based on the report you would like to generate.

New Only — view only New orders

Add Only - view only Add orders

Repeat Only - view only Repeat orders

New & Add - view New AND Add orders

New & Repeat — view New AND Repeat orders
Add & Repeat - view Add AND Repeat orders
New, Add & Repeat - view ALL orders

VVVVVYVYY

Continued on next page
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Rep Report, cont.

Step

Action

4

Destination:

Drestination ;

I Screen
" Disk f

Printer - Sends the report straight to the Printer.

Screen - Allows you to view the report on Screen.

Disk - Allows you to create a .txt version of the report.

—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.

—— A Select File Name pop-up box will appear.

—— Type the name and press Enter.

YV VYV

Group by Dist No. — Default is set to No, click YES if the desired
grouping for the report is YES.

Selection: Check the CMS Manual for additional field descriptions.

» Order Date - - Enter the Order Date range you would like to show
on the report.

» Distributor No Range -- Enter the Distributor Number range you
would like to show on the report. This includes specific Associate
numbers.

» Rep Code - Enter the Rep Code range you would like to show on
the report.

Run Report:

Run Repol i
— 1

Click the Run Report button.
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Rep Report, cont.

Step

Action

8

This is a sample of the Rep Report using New Orders as the desired
output:

: Report Designer - rep_rpt.frx - Page 1 - CM5 6.5

ﬂ D4f24f07  KEYS Safeguard Customer Management System  Fl=7 =8| x]
; | 2:36:39 an]
042407 073601 REP REPORT Page 1

New Only

Dist Ho between 00000 and ZZ227

Order Date between 032406 and 042407
Reps between 00 and Z7

Group by Dist No J

Dist. Ho ORKM-00
Rep: BP

Prosduct Line: 07 Laser and Specialty

SFSLIB LASER L1 CHECK 1PT PELUE LINEN
Date Order Customer Mew

034207  LR4003000 ROBERT PORTOGALLO $ 146,15

Total § for SFSL1B1 $ 14615 $146.15

Total Giders 1 1

Total § for PradLine 07 § 14615 $146.15
Total Orders 1 1

Total § for Rep: BP § 14615 $146.15

Total Orders 1 1

4| i) >1:J

Rlesep Record 2/5 Echusive [

Field Description: check the CMS Manual for additional field
descriptions.

Distributor No. — reflects the distributor number for these customers
Rep - reflects the Rep Code

Product Line - reflects the product line name and number, to include
the product code and description

Date - reflects the date of the order

Order - reflects the order number for the item ordered.

Customer - reflects the customer name

New - reflects the sales for new orders

v

20 20 28 4
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Sales
Rep Report, cont.
Step Action
9, cont. | Field Description, cont:

> Total $ for - reflects the total dollars associated with that specific
product code

> Total $ for Product Line - reflects the total dollars associated with
that specific product line

- Total $ for Rep - reflects the total dollars associated with that specific
rep code

- Total Orders - reflects the total order count for the report

10

To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

) K

Click on the option to select it.

11

Press the ESC key to exit completely out of reports.
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Universal Sales Report

Universal Sales  The Universal Sales Report generates a list of orders that contain the U override
Report code.

Step Action

1 Navigate to Universal Sales Report from the Reports menu in CMS by
clicking on the Sub-menu title Sales.

2 Click the Universal Sales Report link.

3 The Universal Sales Report Screen will appear:

Ciniveral Sales Report

4 Destination:

Printer

Screen
Disk
-

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Continued on next page
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Universal Sales Report, cont.

Step Action

5 Select from the following criteria:

> Dist No. from/to — Enter the desired Distributor number range for
the report.

» Order Dates from/to — Enter a date range to locate sales totals
for orders within that range.

6 Run Report:
Fiun Flepo I

Click the Run Report button.

7 This is a sample of the Universal Sales Report:

B83/16/,87 Universal Sales Report Page 1 -~
For Distributor(s>a8888 to ZZZZZ

For Dates 81716786 to 85/716/07

Dist # —— 2H582

Order Line Item PL ~ Ord Date Gty Sell Aadj.
Comm

o = Type Base

G3G9858 88188 SGCE?UC3I 87 ~C azs18-.8 1888 s181.11 5138.780

$58.41
Distributor 2H582 Totals
Sell -- £181.11
Adj. Base -- £13\8.78
Commision —--— 58.41

y _IJ
=t

Continued on next page
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Universal Sales Report, cont.

Step Action

8 Field Description: check the CMS Manual for additional field
descriptions.

Order # - reflects the order number.

Line # - reflects the line number the product is on in the order.
Item — reflects the product code.

PL Type - reflects the product line type.

Order Date - reflects the date the order was entered.

Qty - reflects the quantity ordered.

Sell - reflects the sell price.

Adj. Base - reflects the adjusted base price.

Comm. - reflects the commission amount.

20 20 25 20 20 20 2 2 2

9 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

afeguar
Srecislfeys
Return ESC
R Help Fi [
Caloulator  Shift+FS 5
Calendar Shift+Fe
Paste val Al+FS |

10 Press the ESC key to exit completely out of reports.
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