
Creating reports for daily, weekly, monthly totals.  

• Sales gross, sales net, gift cards, trade accounts, gross tax, net revenue, 

discounts,  categories, tips, payment types, returns, voids, guest average 

spend, average check.  

 

Navigate to Reports, Summary, then put in the date range.  Be sure to click on the 

refresh tab to update the report to the date  

 

This will create a report with several tabs that will offer data summarized over your 

chosen date range. 


