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You can access reports directly from your terminal:
Steps to Access Reports:
1. Tap the Menu ( =) in the top left corner

2. Select Reports

(2 Available Reports:

e Terminal Report - Daily sales totals for the device you're using

o Staff Sales Report - Daily sales totals for the device you're using split by staff member
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Staff Name Net Sales

Refunds Tips
Alice Jones (2) £50.00 (0) £0.00 £5.00
Bob Smith (3) £137.50 (0) £0.00 £12.92

(3)£2773 | (2-£30.00 | £0.00
Supervisor User (1) £750.00

Clerk User

(0) £0.00 £0.00

PRINT REPORT

e Business Report - Daily sales totals across all devices (for multi-terminal businesses)
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Gross Sales  £1,744.63

Refunds 3
Total Refund Amount  -£35.00

Net Sales  £1,709.63
Card Total  £1,147.96
CashTotal £561.67

Transactions 15
Card Transactions 6
Cash Transactions 7
Split Transactions 2

Average Transaction Value  £113.98

Total Tips  £77.92
Card Tips £23.34
Cash Tips £54.58

Date Range & Printing:

e Change the report date using the controls at the top of the screen
e Toprint any report, tap the PRINT REPORT button at the bottom

i More Info:
e [?See this article: More information on the reports available in the Web Portal
e [?See this article: Explanation of all values in the available reports


http://registerpayuserguide.knowledgeowl.com/help/how-to-access-reports-on-the-web-portal
http://registerpayuserguide.knowledgeowl.com/help/-what-do-all-the-values-mean-in-the-reports

