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Preface

 

Welcome to TakeStock 
Welcome to TakeStock®, the product that provides information management to 
the wholesale distribution marketplace through the use of leading-edge 
technology!  TakeStock is one of the first products to marry the needs of the 
distribution industry with the tremendous advances that are now taking place in 
the world of computers.  TakeStock is designed to operate using client/server 
architecture in the increasingly familiar Windows® environment. 

TakeStock takes advantage of these technical advances to provide a full-featured 
software solution for asset management, financial management, and customer 
service that is presented in an intuitive, easy to use, graphical format.  TakeStock 
does exactly what the name implies—accounts for the current conditions and 
assists the distributor in directing a course of company profitability.  TakeStock is 
designed with the features most requested by distributors. 

Efficient Access—Lookups let you easily locate the customer, vendor, item, or any 
other information without memorizing codes. 

Productivity Tools—The Filter Manager and Template Manager, for example, let you 
select just the data you want to view or print, then the system remembers 
frequently used selections by letting you save your filters and templates to use 
over and over. 

Flexible Operation—TakeStock lets you access several functions at once.  For 
example, while entering a customer order, you can quickly enter an address 
change using the Maintenance icon to access the CUSTOMER Table from order entry. 

Better Communication—The Notes Manager lets you maintain notes on customers, 
vendors, items, and even individual sales orders.  Must Read notes are 
automatically displayed.  Having a central place for everyone to share information 
improves communication all around. 

Secured Information—Log-in codes can be associated with up to twenty different 
security groups to let you tailor access to menus or specific programs.  TakeStock 
supports security at program level throughout the system and at field level for 
costs. 

As we continue to find further ways to expand TakeStock’s capabilities, we 
welcome your suggestions.  Our goal is to provide the solutions you need for 
mission-critical business information. 
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TakeStock Main Menu 
Once you sign on to TakeStock, the system displays the TakeStock main menu: 

 

From this menu, you can open any of the TakeStock modules using several 
methods: 

• Select the desired module from the Module menu on the menu bar. 

• Click the appropriate module menu button. 

• Type in the code for the module in the Quick Code box, and press Enter. 

The module codes are: 

SO Sales Orders IM Inventory Management 

PO Purchase Orders SA Sales Analysis 

AR  Accounts 
Receivable 

AP Accounts Payable 

SM System 
Management 

GL General Ledger 

SF Sales Force 
InterLink 

MC Manufacturing Control 

EI EDI InterLink ED        e-distribution 

Additional codes can be set up by your system administrator. 
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TakeStock—The Basics 
The TakeStock Basics users guide covers many system-wide types, features and 
procedures that you may find useful while working through the system.  You can 
access this manual from the TakeStock Basics bookmark on the TakeStock PDF 
Library page.  Use this guide for information on the following: 

System Topics 
Menu Bar Options 

Other Menu Conventions 

Buttons and Special Keys 

System Features 
TakeStock provides additional functionality through system features.  Some of 
these features are listed below: 

Lookup  

Filters  

Templates  

Updates  

Print Setup  

Notes Manager  

Customer QuickSearch  

Document QuickSearch  

Item QuickSearch  

Bin Allocation  

Lot Allocation  

Serial Number Allocation  

Stock Reservations  

Help  

System Procedures and Instructions 
The procedures below to provide step-by-step instructions to complete any of the 
following tasks: 

Creating Suggested POs 

Creating Suggested Transfers  

Creating Suggested Production Orders 

How to select print and update options  

How to Break a Stock Reservation 
How to Enter a Stock Reservation 
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About Your TakeStock User Guide 
This user guide is one in a series of manuals that document TakeStock. Each 
major component (module) within TakeStock is presented in a separate user 
guide. In addition, there is online Help to assist you. 

Each user guide includes these elements: 

Element ... Provides ... 

Table of Contents A listing of all chapters and the major topics 
included in each. 

Preface A welcome and general introduction. 

Introduction An overview of the functions the module and 
submodules. Any prerequisites for using the module, 
interactions with other modules and the entire 
system, policies and procedures, processing flow 
diagram, and overall processing information. 

Separate chapters for each  
 major sub-menu 

A discussion of the sub-modules included in 
Manufacturing Control, includes an overview of the 
menu and detailed instructions for using each menu 
selection. 

Terms A Glossary of Terms and Calculations is provided in 
Appendix A to list and detail the definition of terms, 
concepts, and calculations used in TakeStock. Other 
parts of the appendix may offer specialized 
information that is related to the module. 

Index An index of topics, terms, fields, menu items, and 
other information in the user guide, including page 
numbers for quick reference. 
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Conventions Used in this Manual 
Please review the following conventions used in this manual. Understanding these 
convention will make the manual much easier to use. 

Convention ... Purpose ... 

 Indicates a series of selections you are to 
make to reach a menu item. 

Example: You reach this menu item by 
choosing Inventory Management  Physical 
Inventory  Print Count Sheets/Capture 
Quantities. 

italics Indicates the name of a program or a field. 

Example: For Item, select an item from the 
drop-down list. 

bold Indicates emphasis. 

Example: Use this command only when you 
want to delete. 

Buttons Indicates a command button, checkbox, or 
radio button you can click.  Buttons are shown 
in bold type and a different type face. 

Example: Choose Ok to save your selections. 

 TIP:   

 HINT:   

Indicates important information or a note 
about a specific step or process. 

Example:  

  TIP:  If you choose Print/Updt before 
Ok, the report is produced without saving 
your current settings. You must choose 
the Ok button to save new or modified 
settings. 

TABLES Indicates a table that contains multiple 
records, such as the ITEM TABLE or CUSTOMER 

TABLE. 

Example: During the update, the GL 
information is written to the LEDGER TABLE. 
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Chapter 

1 Introduction 
 

Sales Analysis 
The TakeStock® Sales Analysis module is a system for tracking and reporting 
sales information. Sales information is accumulated each time the Daily Sales 
Register is run in the Sales Orders module. The sales information is then posted to 
Sales Analysis by running the Post Invoices to SA option from the Invoicing sub 
module in Sales Orders. Posting can be performed daily (after the Daily Sales 
Register is run) or less often depending on your sales reporting needs. 

Options and features in SA Control Maintenance allow you to post invoices (and 
credit memos) for commissions with a status of payment due or payment on hold. 
You can manually change the on hold status of individual invoices to payment due, 
or automatically change the status of all invoices or only paid invoices. 

The commissions can be calculated based on total sales or gross margin. You can 
also select whether to post in summary by document total or in detail for each line 
item on the invoice. 

Sales Analysis is broken down into the following menus: 

Submodule  Description 

Commissions  
The Commissions menu in Sales Analysis lets you enter or 
make corrections to sales documents that have been posted 
to Sales Analysis or change the on hold and payment due 
status of documents. The Commission Report from this 
menu can be printed at any time to show the status of 
commissions for your salespeople. 

 Inquiries  
The Inquiries menu in Sales Analysis lets you select to sort 
and view customer, salesperson, item and/or branch sales 
information. You can select the records for inquiry by using 
a filter in combination with an inquiry. You can then select 
whether to view the sales information in one of four 
different formats; comparison (of periods chosen to periods 
chosen), multiperiod (each period is displayed), 
accumulated (current period and period ranges 
accumulated into totals),and graph (a graphic 
representation of sales, cost, gross margin, and units per 
period). 

Reports  
The options for Sales Analysis reports allow you to print a 
wide range of reports that analyze sales by customer, 
salesperson, item, item category, warehouse, and/or 
branch. For many of the reports, you can select to print in 
one of three formats; comparison (of periods chosen to 
periods chosen), multiperiod (each period is displayed), or 
accumulated (current period and period ranges 
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accumulated into totals). 

 
Maintenances  

Maintenances programs are used to select the controls that 
tailor Sales Analysis for the way your company does 
business. In particular, you can select how many years of 
sales history to store, how rounding is to be accomplished 
for amounts printed on reports, and how commissions are 
to be calculated.   

End of Period  
This menu offers an End of Period Update for Sales 
Analysis. The update will change the dates for the current 
period and remove any past commissions that are older 
than the number of years selected to store history. If it is 
also the end of a year, you can also remove the past sales 
history for the oldest year. 

Chapter Contents  
Sales Analysis ...............................................................................1 

Reference Information ..................................................................................... 3 
SA Basic Process Flow ................................................................................... 5 
SA End of Period Checklist ............................................................................. 6 
Policies and Setup........................................................................................... 7 
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Reference Information 
Each program in the TakeStock Sales Analysis module is listed by sub-module or 
category.  You can access more information about the program or form by clicking 
the category name, then clicking the form name. 

Program Description 

Commission 
Entry/Correction  

Used to enter or change invoices posted to SA for 
calculating salesperson commissions. You can also 
select to have the system update invoices that were 
paid after they were posted to SA. 

Commission Report  Prints a report of commissions for your salespeople. 

Update On Hold 
Commissions  

Updates the status of invoices that have already been 
posted to SA with an on hold status. You can change 
the status of all invoices to (commission) payment 
due or only invoices that have been paid in Accounts 
Receivable.  

Sales Analysis Inquiry Displays sales history for a customer, salesperson, 
item branch, and/or major category 

SA Bookings Inquiry View order booking history for a customer, 
salesperson, item branch, and/or major category 

Vendor/Item Detail 
Report  

Prints a detailed report of past invoices in order by 
vendor by item. 

Branch/Warehouse 
Multiperiod Report  

Prints a report of sales history by branch by 
warehouse. 

Customer Multiperiod 
Report  

Prints a report of sales history by customer for 
multiple periods. 

Customer/Item 
Multiperiod Report  

Prints a report of sales history by customer by item 
for multiple periods. 

Salesperson 
Multiperiod Report  

Prints a report of sales history by salesperson for 
multiple periods. 

Salesperson/Item 
Multiperiod Report  

Prints a report of sales history by salesperson by item 
for multiple periods. 

Slsp/Cusomter/Item 
Multiperiod Report  

Prints a report of sales history by salesperson, 
customer, and item for multiple periods. 

Warehouse/Item 
Multiperiod Report  

Prints a report of sales history by warehouse by item 
for multiple periods. 

Major Category 
Multiperiod Report  

Prints a report of sales history by major category for 
multiple periods. 

Bookings Customer 
Multiperiod Report 

Prints a report of detailed order bookings history by 
customer for multiple periods.  
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Bookings 
Customer/Item 
Multiperiod Report 

Prints a report of detailed order bookings history by 
customer by item for multiple periods. 

Bookings Major 
Category Multiperiod 
Report 

Prints a report of detailed order bookings history by 
major category for multiple periods. 

Bookings Salesperson 
Multiperiod Report 

Prints a report of detailed order bookings history by 
salesperson for multiple periods. 

Bookings 
Salesperson/Item 
Multiperiod Report 

Prints a report of detailed order bookings history by 
salesperson by item for multiple periods. 

Bookings 
Warehouse/Item 
Multiperiod Report 

Prints a report of detailed order bookings history by 
warehouse by item for multiple periods. 

SA Control 
Maintenance 

Use SA Control Maintenance to enter processing 
controls for the overall behavior of Sales Analysis and 
the other modules to which it interfaces. 

End of Period Update Closes the current period and set controls to begin 
processing for the next period.  You can also remove 
paid commissions that are older than the number of 
periods to store paid commissions and remove records 
older than the number of years to store history for the 
entire oldest year if the update is for the end of a 
year. 
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SA Basic Process Flow 
The primary purpose of the Sales Analysis module is to for tracking and reporting 
sales information.  To accomplish this goal, follow these simple steps. 

1. Run the Daily Sales Register the in Sales Orders module to accumulate 
sales information. 

2. Post the sales information to Sales Analysis by running the Post Invoices to 
SA program from the Invoicing submodule in Sales Orders. Posting can be 
performed daily (after the Daily Sales Register is run) or less often 
depending on your sales reporting needs. 

3. Print all Sales Analysis reports for the current period; print the Commission 
Report for the current period. 

4. Run Commission Entry/Correction to manually change or enter invoices or 
commissions. You may also want to update paid invoices for the current 
period. 

5. To confirm your data, reprint all Sales Analysis reports for the current 
period and the Commission Report for the current period. 

6. Use the SA End of Period Checklist to close the end of a period in Sales 
Analysis 
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SA End of Period Checklist 
Use the following checklist to close the end of a period in Sales Analysis.  Follow 
the steps in the order listed.   

Step Procedure Required 

1. Post all invoices from Sales Orders for the current 
period. 

No 

2. Print all Sales Analysis reports for the current period. No 

3. Run Commission Entry/Correction to manually change 
or enter invoices or commissions. You may also want to 
update paid invoices for the current period. 

No 

4. Print the Commission Report for the current period. No 

5. Run End of Period Update to close the current SA 
period and set controls to begin processing the new 
period. 

Yes 
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Policies and Setup 
Before you can use the Sales Analysis module, you must complete the policy setup 
in other TakeStock modules.  The following policies affect the way the SA module 
functions and the way you can process parent items.  For additional policies and 
setup information, refer to the Policies and Setup section of the appropriate 
modules user's guide and see your system administrator. 

The following policies affect the processing of Sales Analysis.  You may wish to 
review these policies with your system administrator. 

The following policies are chosen using Maintenances  SA Control Maintenance: 

• The initial status of invoices that post to SA; either payment due 
or on hold. 

• Whether commissions post to SA in summary or detail that 
includes line items. 

• Whether commission is calculated based on sales figures or gross 
margin. 

• The number of periods to store paid commissions. 

The following policies affect the processing of Reports. They are chosen using 
Maintenances  SA Control Maintenance. You may wish to review these policies 
with your system administrator. 

• How many years of history to store. 

• Whether to post invoices in summary or detail that includes line 
items. 

• Whether to post by Ship To locations. 

• The nearest amount for rounding and how rounding is to occur for 
currencies that print on reports. 

• The abbreviated period descriptions that print on reports. 

Before you begin using End of Period, there may be policies and other information 
that must be previously set up. You may wish to review these policies with your 
system administrator. 

The following policies are chosen using Maintenances  SA Control: 

• Number of periods to store paid commissions. 

• Number of years to store sales analysis history. 
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Chapter 

2 Commissions 

 

Commissions 
Commissions in Sales Analysis consists of programs that let you maintain invoices 
(and credit memos) that have been posted to Sales Analysis. The Commission 
Entry/Change function lets you change information for an invoice that has already 
been posted, such as the invoice date or branch, the commission status, and the 
sales, cost, gross margin, and commission amounts. If you post invoices in detail, 
you can also select to change individual line items. 

Depending on how you post invoices (on hold or payment due), the Update Paid 
Invoices option is available to automatically change the status of invoices to paid 
(commission payment due). You can change the status of all invoices, or only 
those that are on hold, but have been paid since they were posted to Sales 
Analysis. 

The Commission Report allows you to print a report of commissions for the 
invoices that have been posted. The report shows the invoices that have 
commissions due for payment to your salespeople. After printing the report, 
checks can be manually prepared or manually entered into Accounts Payable.  

Entries for the SA Commissions menu are: 

Program Description 

Commission 
Entry/Correction  

Enter or change invoices posted to SA for 
calculating salesperson commissions. You can also 
select to have the system update invoices that were 
paid after they were posted to SA. 

Commission Report  Print a report of commissions for your salespeople. 

Update On Hold 
Commissions  

Update the status of invoices that have already 
been posted to SA with an on hold status. You can 
change the status of all invoices to (commission) 
payment due or only invoices that have been paid 
in Accounts Receivable.  
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Chapter Contents  
Commissions.................................................................................9 

Commission Entry/Correction........................................................................ 11 
Commission Entry/Correction Header View.................................................. 14 
Commission Entry/Correction Items View ..................................................... 16 
How to enter or change commissions ........................................................... 18 
How to enter, change or delete detail line items on an invoice ..................... 19 
Commission Report ....................................................................................... 21 
How to print the Commission Report............................................................. 25 
Update On Hold Commissions ...................................................................... 27 
How to update on hold commissions............................................................. 29 

 



Commissions Commission Entry/Correction 

TakeStock SA  11 

Commission Entry/Correction 
You can use the Commission Entry/Correction program to enter or change invoices 
posted to SA for calculating salesperson commissions. You can also select to have 
the system update invoices (posted from Sales Orders) that were paid after they 
were posted to SA. 

There are two screens for entering commission invoice information: 

Commission Entry/Correction Header view  

Commission Entry/Correction Items view 

Commission Entry/Correction Hints and Tips 

• Invoices you enter or change in Sales Analysis are not entered and do not 
change the invoices posted in Sales Orders or Accounts Receivable. 

• The Invoice Overview Inquiry is available from the Additional menu to 
display an overview of the invoice. 

• The Update On Hold Commissions option is also available for selection from 
the Additional menu. 

Menu Options 

File Menu 

Selections from the File menu and their purposes are: 

Menu Selection Function 

Delete All Items Deletes all items on the suggested PO. 

Preferences Accesses the Browse Columns menu 
option.  Select this menu option to access 
the Move and Lock Columns dialog box, 
which is used to arrange the columns in 
the transaction list in the order you want 
to view them. 

Exit Exits the current program. 

Inquiries Menu 

Selections from the Inquiries menu and their purposes are: 

Menu Selection Function 

Item Inquiry Accesses the Item Inquiry to display item 
information. 

Customer 
Inquiry  

Accesses the Customer Inquiry to display 
customer information. 
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Find Menu 

Selections from the Find menu and their purposes are: 

Menu Selection Function 

Past Invoice 
Lookup 

(Commission 
Entry/Correction 
Header screen) 

Opens the Lookup for past invoices. 

Lookup 

(Commission 
Entry/Correction 
Items screen) 

Opens the Lookup for a detail field. 

Notes Menu 

Selections from the Notes menu and their purposes are: 

Menu Selection Function 

Salesperson Opens the Notes Manager for the current 
salesperson. 

Customer Opens the Notes Manager for the current 
customer. 

Item Opens the Notes Manager for the current 
item. 

Document  Opens the Notes Manager for the current 
document. 

Detail Line Opens the Notes Manager for the current 
detail line. 

Additional Menu 

Selections from the Additional menu and their purposes are: 

Menu Selection Function 

Maintenance Maintains records for the selected field on 
this screen.   

Invoice 
Overview 
Inquiry 

Opens the Invoice Overview Inquiry 
program, which is used to review invoice 
information. 

Update On Hold 
Commissions 

Access the Update On Hold Commissions 
program, which is used to update the on 
hold status of invoices that have already 
been posted to SA so that commissions 
can be paid 
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Global 

Menu Selection Functions 

User Profile Accesses your user profile information. 

Note Pad Accesses the Notes dialog box, which is 
used to enter notes for the current user. 

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog box, 
which allows you to move to other 
TakeStock modules and programs. 

Help 

Menu Selection Functions 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

Screen Help Accesses online Help for the current 
screen. 

About 
TakeStock 

Displays release, licensing, and support 
information about TakeStock. 

Special Keys Accesses the Special Keys dialog box, 
which lists the function keys for the 
current screen. 

 

See Also 

How to enter or change commissions  

How to enter, change, or delete detail line items on an invoice  
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Commission Entry/Correction Header View 
Use the Commission Entry/Correction program to enter or change invoices posted 
to SA for calculating salesperson commissions.  On the Header view, you can enter 
a new invoice for sales history or modify the invoice date, branch or commission 
status information for an invoice posted from Sales Orders. 

  
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

For a listing of standard TakeStock icons and buttons, refer to the System 
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock 
Basics. 

Items Accesses the Items view of Commission Entry/Correction.  

Salesperson The salesperson for whom you are entering or updating 
paid invoices. 

Customer  The customer for whom you are entering or updating paid 
invoices. 

Invoice The number of the invoice to enter or update. 

Branch  The branch for which you are entering or updating paid 
invoices. 

Commission 
Status 

The commission status for the invoice. 

See Also 

How to enter or change commissions  

How to enter, change, or delete detail line items on an invoice 

Commission Entry/Correction Items view  
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Commission Entry/Correction Items View 
Use the Commission Entry/Correction program to enter or change invoices posted 
to SA for calculating salesperson commissions.  On the Items view, you can enter, 
change or delete the line items on an invoice. 

In the lower portion of the screen, the system displays the lines items that exist 
on the invoice. 

  
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

For a listing of standard TakeStock icons and buttons, refer to the 
System Icons and Buttons topic in Chapter 2, Getting Started of 
TakeStock Basics. 

Save Saves the current line item for this purchase order.   

End Add Completes the add function.  This action does not 
save your additions.  You must click the Save button 
first, then End Add to save changes.  The label of this 
button changes to End Edit when you select to edit 
the information for a line item.   

Add Adds another item to the document.   

Insert Inserts a new item on the document directly above 
the currently selected item in the item list.   

Edit Edits the currently selected line item so you can 
make changes to the unit quantity or cost.   

Delete Deletes the currently selected line item from the 
document.   

Header Accesses the Header view of Commission 
Entry/Correction.  
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Item The item number to change or enter for the invoice. 

Quantity  The quantity of the item at the selling unit of 
measure that was sold on the invoice. 

Price The extended price of the line item 

Cost The extended cost of the line item. 

Percent  The total commission percentage for the line item. (If 
you enter the commission percent, the system 
calculates and displays the commission amount. If 
you enter the commission amount, the system 
calculates and displays the commission percent.) 

Amount The total commission amount for the line item. (If 
you enter the commission percent, the system 
calculates and displays the commission amount. If 
you enter the commission amount, the system 
calculates and displays the commission percent.) 

 

See Also 

How to enter or change commissions  

How to enter, change, or delete detail line items on an invoice 

Commission Entry/Correction Header view  
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How to enter or change commissions 
1. Access the Commission Entry/Correction program.  The complete path is 

Sales Analysis Commissions  Commission Entry/Correction.  The system 
displays the Commission Entry/Correction screen. 

  
2. For the invoice to enter or change, enter the appropriate information in the 

Salesperson code, Customer, and Invoice fields.  

3. For an existing invoice, the system populates the Invoice Date, Branch, and 
Commission Status fields with information from the invoice.  For an existing 
invoice, you can change any of this information.  If you are entering a new 
SA invoice, you can enter this information. 

4. In the lower portion of the screen, the total invoice Sales, Cost, and Gross 
Margin figures appear for an existing invoice.  

5. (Optional)  If you do not post invoices with line item detail, you can change 
existing figures or add figures for a new invoice. The Items button will not be 
available. 
 
-OR- 
 
(Optional)  If you do post invoice detail, you cannot change or enter these 
totals. Choose the Items button to change sales, cost and gross margin 
figures for individual line items.  Refer to the How to enter, change, or 
delete detail line items on an invoice procedure for details. 

6. When the information is complete, choose the Done button to save it. You 
are then ready to enter or change another invoice. If you choose Done when 
there is no information on the screen, you will exit the program. 

7. Choose File  Exit when you are ready to exit this program.  
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How to enter, change or delete detail line items on 
an invoice 

1. Access the Commission Entry/Correction program.  The complete path is 
Sales Analysis Commissions  Commission Entry/Correction.  The system 
displays the Commission Entry/Correction screen. 

  
2. Enter the appropriate invoice header information then select the Items 

button.  For step-by-step instructions on using the Header screen, refer to 
the How to enter or change commissions procedure. 

3. The salesperson, customer, and invoice number appear at the top of the 
screen for reference. 

4. In the Item field, enter the number of the item to add or change for the 
invoice. This can be a stock or non-stock item.  

5. To change an item on an existing invoice, you can double-click the item line 
in lower portion of the screen to select it, or highlight it and choose the Edit 
button. 

6. In the Quantity field, enter the quantity of the item at the selling unit of 
measure that was sold on the invoice. 

7. In the Price and Cost fields, enter the extended price and extended cost of 
the line item.  

8. In the Percent and Amount fields, enter the total commission percentage or 
commission amount for the line item. If you enter the commission percent, 
the system calculates and displays the commission amount. If you enter the 
commission amount, the system calculates and displays the commission 
percent. 

9. Choose the Save button to save the new or changed line item. You can add 
or change another line item, or choose End Add or End Edit when all line 
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items are complete.  You can highlight a line item and click the Delete 
button to remove it from the invoice. 

10. When all detail line items are complete, choose the Done button to end 
and save the invoice. You can also choose the Header button to return to 
the header screen. 
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Commission Report 
You can use the Commission Report to print a report of commissions for your 
salespeople in order of salesperson or region and salesperson.  Commissions are 
calculated and printed for the status (payment due, on hold, paid) of invoices you 
choose. If you calculate and print commissions for invoices with a status of 
Payment Due, the optional update when the report is complete will change the 
status of those invoices to Paid. You can manually change the status of invoices 
using Commission Entry/Correction. 

In SA Control Maintenance, you select whether to post commission in summary or 
detail, whether to calculate commission based on sales or gross margin, and 
whether the initial status of invoices is commission Payment Due or commission 
payment On Hold. If you pay commission on all invoices, you can run this report 
at any time. If you pay commission only on paid invoices, you may want to run 
Update On Hold Commissions to update the invoices that have been paid 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Commission Report: Untitled dialog 
box.   

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template. 

  
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort Defines the sort order in which the information prints.  
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By You can select to print these documents in order by any 
of the available options.  The Sort By options are:  
Salesperson or Region/Salesperson. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a range of 
identifying characteristics.  Limit By information may be 
set for:  Salesperson, Region, Branch, Invoice, and 
Invoice Date.  

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No 
Limit 

Resets Limit By options to ALL for the selected option.   

Include Determines what Invoice Commission Status 
information to print on the report.  Available Include 
choices are:   
 
On Hold--Print and invoices that are on hold and are 
not eligible to have commissions calculated against 
them. 

Payment Due--Print and optionally update invoices 
that are eligible for commissions payment. 

Paid--Print invoices for which commissions have 
already been paid. 

Cost Information--Print the cost, gross margin and 
gross margin percentage for the invoices that are 
included on the report. 
 

Options Indicates the report format and content.   

Print--Select whether to print the invoices in Summary 
by invoice total or in Detail that includes the line items 
with quantities and prices. The Detail option is available 
only if you post the invoices in Detail (set in SA Control 
Maintenance.). 

Customer Totals--Print the total of invoices by 
customer on the report. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   
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Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Commission Report  
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Commission Report 
The following is a sample of a Commission Report. The legend at the bottom of the 
report lists a description of the fields and column title abbreviations used. The 
selections you chose for the report are also listed. 

Date: 04/01/1998                          TakeStock Development, Inc.                               Page:     1 
Time:  8:12 AM                         Commission Report - Untitled: Temp                           User: leigh 
 
Customer   Name                           Invoice     Date              Sales    Comm%     Commission Status 
=============================================================================================================== 
Salesperson: BKS Bambi K. Stottlemier 
 
C100       Southeastern Industrial Supply Atl00121 02/20/1992         255.96    0.00 %          0.00  On Hold   
C130       Word-processing Systems Corp.  atl00300 12/30/1996    9899,334.01   52.20 %   4808,629.76  On Hold   
                                                                ------------- --------  ------------- 
                                           Salesperson Total     9899,589.97   52.20 %   4808,629.76  
 
Salesperson: DKS Daniel K. Simmons 
 
C100       Southeastern Industrial Supply atl00102 01/16/1997   (  30,246.89)   5.78 %  (      52.78) On Hold   
C115       Southeastern Service Company   Atl00230 07/10/1992           0.00    0.00 %          0.00  On Hold   
                                          Atl00339 08/31/1992           0.00    0.00 %          0.00  On Hold   
                                          jon00001 03/18/1997         108.77    5.70 %          0.50  On Hold   
                                                                ------------- --------  ------------- 
                                           Salesperson Total    (  30,138.12)   5.78 %  (      52.28) 
 
Salesperson: FRS Francisco R. Salvatorie 
 
C116       Packaging Systems Corp.        Atl00234 08/15/1992           0.00    0.00 %          0.00  On Hold   
                                                                ------------- --------  ------------- 
                                           Salesperson Total            0.00    0.00 %          0.00  
 
Salesperson: SAF Sally A. Furness 
 
C102       AAA Technical Support, Inc.    Atl00100 01/10/1992    1257,033.89    8.44 %        210.76  On Hold   
                                                                ------------- --------  ------------- 
                                           Salesperson Total     1257,033.89    8.44 %        210.76  
                                                Report Total     11126485.74   52.19 %   4808,788.24  
 
Number of Invoices: 8 
SA Last Posted: 03/09/1998 
 
Legend: 
  Comm = Commission  
Selections for Report Name - Untitled: Temp 
Sort By             : Salesperson  
Salesperson         : All 
Region              : All 
Branch              : All 
Customer            : All 
Invoice             : All 
Invoice Date        : All 
Invoice Status      : On Hold 
Cost Info           : no 
Print               : Summary 
Customer Totals     : no 
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How to print the Commission Report 
1. Access the Commission Report.  The complete path is Sales Analysis  

Commissions  Commission Report.  The system displays the Template-Saved 
Settings dialog box of the Commission Report.   

 
2. Select the New, Edit, or Copy button to access the Commission Report:  

Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information prints.  
You can select to print these documents in order by any 
of the available options.  The Sort By options are:  
Salesperson and Region/Salesperson. 

Limi
t By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Limit By information may 
be set for:  Salesperson, Region, Branch, Invoice, 
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and Invoice Date.  

4. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

5. In the Include section of the form, indicate the Invoice Commission Status 
information to print on the report.   Available Include choices are:   
 
On Hold--Print and invoices that are on hold and are not eligible to have 
commissions calculated against them. 
 
Payment Due--Print and optionally update invoices that are eligible for 
commissions payment. 
 
Paid--Print invoices for which commissions have already been paid. 
 
Cost Information--Print the cost, gross margin and gross margin percentage 
for the invoices that are included on the report 

6. In the Options section of the form, indicate the detail level to print 
In the Print section, select whether to print the invoices in Summary by invoice 
total or in Detail that includes the line items with quantities and prices. The 
Detail option is available only if you post the invoices in detail (set in SA 
Control Maintenance.). 
 
Select the Customer Totals checkbox to print the total of invoices by customer 
on the report. 

7. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Update On Hold Commissions 
Use the Update On Hold Commissions screen to update the on hold status of 
invoices that have already been posted to SA so that commissions can be paid. 

  
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

 Lookup icon, which runs the Lookup for the current 
field.  For example, if the current field is the 
Warehouse entry, this icon displays the Warehouse 
Lookup.  If the current field is Unit of Measure, this 
icon displays the Unit of Measure Lookup.   

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Help Accesses online Help for this screen.   

Branch The branch for which you are updating paid invoices. 

All Branches Includes all branches in the update. 

Salesperson The salesperson for which you are updating paid 
invoices. 

All 
Salespeople 

Includes all salespeople in the update. 

Update 
Commissions to 
'Pay' for 

Select the invoices you want to update: Fully Paid 
Invoices or All Invoices. If you select to update only 
fully paid invoices, the system checks the AR tables to 
verify which invoices have been paid to a zero balance, 
and only those invoices have their status changed in 
the SA tables 
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See Also 

How to update on hold commissions  
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How to update on hold commissions 
1. Access the Update On Hold Commissions.  The complete path is Sales Analysis 

 Commissions  Update On Hold Commissions.   

  
2. Enter the Branch for which you are updating commissions, or select the All 

Branches option to update commissions for all branches. 

3. Enter the Salesperson for whom you are updating commissions, or select the All 
Salespeople option to update commissions for all salespeople. 

4. Select the invoices that you want to update: Fully Paid Invoices or All 
Invoices. If you select to update only fully paid invoices, the system checks the 
AR tables to verify which invoices have been paid to a zero balance, and only 
those invoices have their status changed in the SA tables. 

5. When the information is complete, you can: 

• Choose OK to begin the update. 

• Choose Cancel if you want to exit without running the update. 
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Chapter 

3 Inquiries 

 
Inquiries 
The Inquiries menu in Sales Analysis lets you select to sort and view customer, 
salesperson, item and/or branch sales information. You can select the records on 
which to inquire by using a filter in combination with an inquiry. The system then 
searches for records that match the conditions described by the filter settings and 
displays them for you to view. For example, you may want to view the records for 
customers for a specific salesperson. For detailed instructions on setting up filters, 
see the TakeStock Basics booklet. 

Once you select the type of sales history to view, you can select to view it in one 
of four different formats; comparison (of periods chosen to periods chosen), 
multiperiod (each period is displayed), accumulated (current period and period 
ranges accumulated into totals) and graph (a graphic representation of sales, cost, 
gross margin and units per period). 

Note:  Sales Analysis Inquiry uses the rounding option set in SA Control 
Maintenance when displaying currency. All figures are rounded at the level they 
are displayed. For example, all accumulated sales and cost figures are 
accumulated first, then rounded, and then the gross margin or gross margin 
percentage is calculated. Because of the rounding, the figures in the Accumulated 
and Comparison views may not exactly match the total figures in the Multiperiod 
and Graph views. For this same reason, the figures in the inquiry may not always 
exactly match the figures on reports. 

Selections from the Inquiries menu are: 

Program  Description 

Sales 
Analysis 
Inquiry  

View sales history for a customer, salesperson, item branch, 
and/or major category 

SA 
Bookings 
Inquiry  

View order booking history for a customer, salesperson, item 
branch, and/or major category 
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Inquiries Sub-module Overview 
The Main window and Secondary dialog box or window are independent of each 
other with regard to bringing them to the front or moving them around on your 
screen.  This allows you to keep a Secondary dialog box open and in the 
foreground as you run other options, such as entering a sales order. 

The following provides a general description of how Inquiries work throughout 
TakeStock.  

Sample screens from Customer Inquiry are used to illustrate basic inquiry 
operations.  Specific names of fields, views, and other selections will be different for 
other inquiry selections. 

Inquiry Main Window 

When you open an inquiry, the system displays the Main window to select the 
record for which you want to view information.  The system also displays the 
Secondary dialog box, which is the first View available in the inquiry by default. 

Other menu options available for Inquiries allow you to: 

exit and close all view Secondary dialog boxes 

find a specific document 

view or enter notes for an item 

open the Maintenance for a detail field 

display custom user fields 
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Main Inquiry Window and Secondary Inquiry Window 

 

 

The Main Inquiry Window and Secondary Inquiry dialog boxes are shown above.  
The title bar shows the view chosen; you can select Tabs to open topics of 
information within a view. 

Inquiry Secondary Windows or Dialog Boxes 

As you open Secondary dialog boxes, they cascade in front of any other view 
dialog boxes that are already open.  There are several views or Secondary dialog 
boxes you can open for displaying different types of information.  The views 
available for the Inquiry are chosen from the View menu.   

When the system displays multiple Secondary dialog boxes, you can click on the 
title bar of the view you want to bring to the front.  When a Secondary dialog box 
is open, you can close it by choosing it from the View menu, or by choosing the 
close command as you would for any other dialog box. 

The information for each Secondary dialog box is divided into topics.  Each topic 
has a tab that you can select to view the information for that topic.  Simply click 
on a tab to open it.  Topic information may be displayed in columns or in fields. 

When the system displays information in columns, the up and down scroll arrows 
let you scroll to see additional rows of information.  The left and right scroll arrows 
let you scroll sideways to see additional columns of information. 
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The following is an example of the views available in Customer Inquiry . 

 

A checkmark indicates that the view is open. 

When multiple Secondary dialog boxes are open, you can click on the title bar of 
the dialog box you want to view to bring it to the front.  You can also select which 
dialog box to view or bring to the front from the Window menu on the Main Inquiry 
Window. 

As you open Secondary dialog boxes, they will cascade in front of any other view 
dialog boxes already open.   

The following is an example of an inquiry with multiple views or Secondary dialog 
boxes open.  

 

Secondary dialog box Tabs let you select additional information for viewing; main 
window record buttons let you select the customer for viewing information. 
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Scroll up or down to see additional rows.  Scroll left or right to see additional 
columns. 

Some fields let you select the record you want to view, the time period you want 
to view, or similar information, as shown in the following example. 
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Sales Analysis Inquiry 
You can use the Sales Analysis Inquiry program to view sales history for specific 
customers, salespeople, items and/or branches in four different format; 
comparison (of periods chosen to periods chosen), multiperiod (each period is 
displayed), accumulated (current period and period ranges accumulated into 
totals) and graph (a graphic representation of sales, cost, gross margin and units 
per period). 

From the View menu, select the type of sales history to view (customer, 
salesperson, item or branch). For each view, choose the additional detail for 
viewing, such as specific items, specific warehouses, etc. If you selected a figure 
other than one in SA Control Maintenance for rounding, the figure selected 
displays in the title bar as a reference. 

Choose the format for the information to view by selecting one of the options that 
appear across the middle of the screen, or by choosing the option from the View 
menu. You can change views, detail for views, and formats as often as you like. 
When you are ready to exit the inquiry, choose Exit from the File menu. 

Using the Sales Analysis Inquiry 

The Sales Analysis Inquiry works in a slightly different manner from the other 
Inquiries in TakeStock.  The following information details this process. 

The SA Inquiry Window 

When you open the SA inquiry window, the last view and format used are selected 
by default. You can use these views or select different views from the View menu. 
Only one type of view and one viewing format can be selected at a time. 

If rounding is set to anything other than 1, it displays in the title bar. 

Under the View menu, a check mark indicates the view selected, and another 
check mark indicates the report format selected. 

For the customer view you can enter a customer number to view sales history for 
that customer and all Ship To locations and all item sales. You can optionally 
select to view information for just one Ship To customer and/or one specific item. 
For the other types of views, you can also select a combination of all or specific 
records for viewing sales history. 

For the Customer, Salesperson, Item, or Branch views, you can limit the records 
displayed by the SA navigation buttons in the lower portion the screen by 
customer, salesperson, item, or branch. From the Options menu, select the 
parameter by which you would like to limit the display, and the system displays 
the appropriate View Options dialog box.   

For example to limit the records displayed by the SA navigation buttons in the 
lower portion the screen by the selected customer, select Customer from the View 
menu, and the system displays the Customer View Options dialog box. 
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Select the Limit the Limit Navigation Buttons to Customer checkbox to limit 
the records displayed by the SA navigation buttons in the lower portion the screen 
by the selected customer. 

  
Form Contents 

Entry Fields, Buttons, Checkboxes, & Icons 

For a listing of standard TakeStock icons and buttons, refer to the 
System Icons and Buttons topic in Chapter 2, Getting Started of 
TakeStock Basics. 

Filter The filters for the selected view (customer, salesperson, item 
or branch) are available from the drop-down list. While viewing 
sales history, the Record buttons to the right of the filter allow 
you to select other records within that filter for viewing.  You 
can view customer, item, branch, or salesperson information. 

For example:  If you selected to view customer information, 
enter the number of the customer or use the Record buttons 
or Lookup to locate the customer.  When viewing customer 
information, you can select to view information for specific Ship 
To's by entering the Ship To number, or select All Ships Tos 
for this customer, or select Same to view information for which 
this customer is also the Ship To customer.  For the selected 
customer and Ship To(s), you can also select to view the total 
of sales for All Items sold to the customer, or you can enter a 
specific item number to view information for that item only. 
The Record buttons to the right of the Item number allows you 
to select other items and Ship To's for viewing information. 

The field labels on this screen change depending on your filter selection.  
Each information type and the fields and check boxes displayed are 
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discussed in the following table. 

Customer 
Information 

If you selected to view customer information, enter the 
number of the customer in the Customer field, or use the 
Record buttons or Lookup to locate the customer.  

When viewing customer information, you can select to 
view information for specific the ship-to number by 
entering it in the Ship To field, or select the All Ship Tos 
checkbox to view all ship-to numbers for this customer, or 
select the Same checkbox to view information for which 
this customer is also the Ship To customer. 

For the selected customer and Ship To(s), you can also 
select to view the total of sales for an item number sold 
to the customer by entering it in the Item field, or select 
the All Items checkbox to view information for all items 
sold to the selected customer and Ship To(s). The Record 
buttons to the right of the Item number allows you to 
select other items and ship-to numbers for viewing 
information. 

Salesperson 
Information 

If you selected to view salesperson information, enter the 
number of the salesperson in the Salesperson field, or use 
the Record buttons or Lookup to locate the salesperson.  

When viewing salesperson information, you can also 
select to view the total of sales for an item number sold 
by the salesperson by entering it in the Item field, or 
select the All Items checkbox to view information for all 
items sold by the salesperson. The Record buttons to the 
right of the item number allows you to select other items 
for viewing information. 

Item 
Information 

If you selected to view item information, enter the 
number of the item in the Item field, or use the Record 
buttons or Lookup to locate the item.  

When viewing item information, you can select to view 
information for a specific warehouse by entering the 
warehouse code in the Warehouse field, select the 
Warehouse checkbox to view item sale history in all 
warehouses where the item has been sold. 

For the selected item and warehouse(s), you can also 
select to view the sales type of Direct Ships, Warehouse 
Shipments or Both by enter it in the Sales Type field. The 
Only checkbox is available to lock the Sales Type when 
you enter a record to view. You can choose the All Types 
checkbox to lock the viewing of sales history to the Both 
option. The Record buttons to the right of the Sales Type 
allows you to select other warehouses and optionally 
Sales Types for viewing information. 

Branch 
Information 

If you selected to view branch information, enter the code 
for the branch in the Branch field, or use the Record 
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buttons or Lookup to locate the branch.  

When viewing branch information, you can select to view 
information for a specific warehouse by entering the 
warehouse code in the Warehouse field, select the 
Warehouse checkbox view item sale history in all 
warehouses for that branch. The Record buttons to the 
right of the Warehouse code allows you to select other 
warehouses for viewing information 

Sales History Formats 

Accumulated The Accumulated Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing 
item information) totals for various periods of time. 
Each of the totals has a description to explain the 
information that is displayed. 

Comparison For the Comparison Inquiry, enter the From and To 
period in the From and To fields to set the range of 
periods for displaying totals. Then enter the number of 
periods back from the From period for the comparison 
in the Back field. For example, if you set the To period 
field to Jan 1995 and the From period field to March 
1995. To get a comparison of the same periods one 
year ago, enter 12 in the Back field. (Jan. 1995 minus 
12 periods equals Jan 1994). To get a comparison of 
last quarter (Oct. 1995 - Dec. 1995), you would enter 
3 for this option. 

Based on your entries, the Comparison Inquiry displays 
Sales, Cost, Gross Margin, Gross Margin Percentage, 
and Unit (if viewing item information) for the From 
period compared to the number of periods Back that 
you selected. It also show the totals for the range of 
periods you select with the From and To options 
compared to the same range the number of periods 
you select for the Back option 

Multiperiod The Multiperiod Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing a 
specific item) totals beginning with the current SA 
period back through the amount of past sales history 
that you are keeping. 

Use the scroll bar to view sales history for additional 
periods. 

Graph The Graph Inquiry displays 24 periods of SA history at 
one time. You can use the left and right arrow buttons 
at the bottom left of the graph to scroll the periods that 
display on the screen. You can click your right mouse 
button when the cursor is positioned on a graph in any 
period to display the exact figure of the graph for that 
period. 
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Use the Sales, Gross Margin, Percentage, and Units 
(If viewing item information) check boxes to select any 
combination of Sales, Gross Margin, Gross Margin 
Percentage, and Units (If viewing item information) to 
display in the graph. Each of these figures uses the 
highest total of all available history periods as the 
100% mark. That total appears in the 100% display 
box at the left of the graph as your reference. The 
figures for all other periods display as a percentage 
between zero and the figure at the 100% mark. 
Negative figures are treated as zeros for the graph and 
do not display below the 0% base line. 

Although these figures can be displayed in combination 
for a period (sales, cost, gross margin, etc.), the 
figures within a period are not actual comparisons for 
that period. For example, the sales that appear for 
each period are a true comparison while the sales and 
cost that display in the same period are not a true 
comparison. 

For example, the highest sales for all available periods 
is $500,000. This is the basis for displaying sales 
figures in all periods. Sales for all other periods display 
in the graph as a percentage from zero to 100% of 
$500,000. The highest cost for all available periods is 
$380,000. This is the basis for displaying cost figures in 
all periods. Therefore, in any of the periods a sales 
figure of $380,000 would appears as a lower graph on 
the 100% scale than a cost figure of $380,000. 

Menu Options 

File Menu 

Selections from the File menu and their purposes are: 

Menu Selection Function 

SA Current Info Accesses the SA Current Info dialog box, which 
displays the current SA period, the date of the 
last EOP update, the last invoice posting date, 
the number of years of history your SA system 
stores, the rounding amount, and the rounding 
rules selected in SA Control Maintenance.  

Exit Exits the current program. 

View Menu 

Use the View menu to select the type of inquiry and viewing format. The system 
displays a check mark by the currently selected inquiry type and format. 

Menu Selection Function 
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Customer Displays the Customer view. 

Salesperson Displays the Salesperson view. 

Item Displays the Item view. 

Branch Displays the Branch view.  
(Note: This view is available for the Sales 
Analysis Inquiry program only.) 

Major Category Displays the Major Category view. 

Accumulated, 
Alt+A 

Displays the Accumulated format. 

Comparision, 
Alt+C 

Displays the Comparision format. 

Multiperiod, 
Alt+M 

Displays the Multiperiod format 

Graph, Alt+G Displays the Graph format 

Find Menu 

Selections from the Find menu and their purposes are: 

Menu Selection Function 

Lookup, F5 Accesses the Lookup feature for the selected 
field. 

Filter Opens the Filter Manager to select or 
maintain a filter. 

First, Alt+Home Opens the first record in the current 
maintenance, using the current filter. 

Previous, Alt+Pg 
Up  

Opens the previous record in the current 
maintenance, using the current filter. 

Next, Alt+Pg Dn Opens the next record in the current 
maintenance, using the current filter. 

Last, Alt+End Opens the last record in the current 
maintenance, using the current filter. 

Options Menu 

Selections from the Options menu and their purposes are: 

Menu Selection Function 
Toolbar Toggles the display of the toolbar on and off. 

Customer Accesses Customer View Options dialog box, 
which is used to limit the navigation button 
function to the currently displayed customer. 
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Salesperson  Accesses Salesperson View Options dialog 
box, which is used to limit the navigation 
button function to the currently displayed 
salesperson. 

Item Accesses Item View Options dialog box, 
which is used to limit the navigation button 
function to the currently displayed item. 

Branch Accesses Branch View Options dialog box, 
which is used to limit the navigation button 
function to the currently displayed branch. 
(Note: This option is available for the Sales 
Analysis Inquiry program only.) 

Additional Menu 

Selections from the Additional menu and their purposes are: 

Menu Selection Function 

Maintain Maintains records for the available fields on 
this screen.   

Notes Accesses the Notes Manager to view or 
enter notes for the Customer, Item, 
Salesperson, or Warehouse fields. 

Customer 
Inquiry 

Accesses the Customer Inquiry to display 
customer information. 

Item Inquiry Accesses the Item Inquiry to display item 
information. 

Custom Fields- Open the User Fields dialog box to enter 
custom fields for Item, Customer, or 
Salesperson information. 

 

Global 

Menu Selection Functions 

User Profile Accesses your user profile information. 

Note Pad Accesses the Notes dialog box, which is 
used to enter notes for the current user. 

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog box, 
which allows you to move to other 
TakeStock modules and programs. 
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Help 

Menu Selection Functions 

Contents Accesses the online Help table of contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

Screen Help Accesses online Help for the current 
screen. 

About TakeStock Displays release, licensing, and support 
information about TakeStock. 

Special Keys Accesses the Special Keys dialog box, 
which lists the function keys for the current 
screen. 

 

See Also 

How to view sales history  
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How to view sales history 
1. Access the Sales Analysis Inquiry program.  The complete path is Sales 

Analysis  Inquiries  Sales Analysis Inquiry.  The system displays the 
Sales Analysis Inquiry. 

  
2. From the View menu, select the type of history to view. You can view sales 

history for a customer, salesperson, item, branch, and/or major category. 
For each view, select the additional information for viewing sales history, 
such as a specific salesperson, item or warehouse. 

3. From the View menu, or by selecting a format option on the screen, select 
the format for viewing sales history. See Using the Sales Analysis Inquiry for 
details about the different formats of sales history that you can view.  Refer 
to the table below for viewing each format: 

Sales History Formats 

Accumulated The Accumulated Inquiry displays Sales, Cost, Gross Margin, Gross 
Margin Percentage, and Unit (if viewing item information) totals for 
various periods of time. Each of the totals have a description to 
explain the information that is displayed. 

Comparison For the Comparison Inquiry, enter the From and To period in the 
From and To fields to set the range of periods for displaying totals. 
Then enter the number of periods back from the From period for 
the comparison in the Back field. For example, if you set the To 
period field to Jan 1995 and the From period field to March 1995. 
To get a comparison of the same periods one year ago, enter 12 in 
the Back field. (Jan. 1995 minus 12 periods equals Jan 1994). To 
get a comparison of last quarter (Oct. 1995 - Dec. 1995), you 
would enter 3 for this option. 
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Based on your entries, the Comparison Inquiry displays Sales, 
Cost, Gross Margin, Gross Margin Percentage, and Unit (if viewing 
item information) for the From period compared to the number of 
periods Back that you selected. It also show the totals for the 
range of periods you select with the From and To options 
compared to the same range the number of periods you select for 
the Back option 

Multiperiod The Multiperiod Inquiry displays Sales, Cost, Gross Margin, Gross 
Margin Percentage, and Unit (if viewing a specific item) totals 
beginning with the current SA period back through the amount of 
past sales history that you are keeping. 

Use the scroll bar to view sales history for additional periods. 

Graph The Graph Inquiry displays 24 periods of SA history at one time. 
You can use the left and right arrow buttons at the bottom left of 
the graph to scroll the periods that display on the screen. You can 
click your right mouse button when the cursor is positioned on a 
graph in any period to display the exact figure of the graph for that 
period. 

Use the Sales, Gross Margin, Percentage, and Units (If viewing 
item information) check boxes to select any combination of Sales, 
Gross Margin, Gross Margin Percentage, and Units (If viewing item 
information) to display in the graph. Each of these figures uses the 
highest total of all available history periods as the 100% mark. 
That total appears in the 100% display box at the left of the graph 
as your reference. The figures for all other periods display as a 
percentage between zero and the figure at the 100% mark. 
Negative figures are treated as zeros for the graph and do not 
display below the 0% base line. 

Although these figures can be displayed in combination for a 
period (sales, cost, gross margin, etc.), the figures within a period 
are not actual comparisons for that period. For example, the sales 
that appear for each period are a true comparison while the sales 
and cost that display in the same period are not a true 
comparison. 

For example, the highest sales for all available periods is 
$500,000. This is the basis for displaying sales figures in all 
periods. Sales for all other periods display in the graph as a 
percentage from zero to 100% of $500,000. The highest cost for 
all available periods is $380,000. This is the basis for displaying 
cost figures in all periods. Therefore, in any of the periods a sales 
figure of $380,000 would appears as a lower graph on the 100% 
scale than a cost figure of $380,000. 

4. When you are ready to exit the inquiry, choose Exit from the File menu. 
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View Options Dialog Box 
For the Customer, Salesperson, Item, or Branch views of the Sales Analysis 
Inquiry and the SA Bookings Inquiry, you can limit the records displayed by the SA 
navigation buttons in the lower portion the screen by customer, salesperson, item, 
or branch (only for the Sales Analysis Inquiry).  

  
From the Options menu, select the parameter by which you would like to limit the 
display, and the system displays the appropriate View Options dialog box.   

Select the Limit the Limit Navigation Buttons to [parameter selected] 
checkbox to limit the records displayed by the SA navigation buttons in the lower 
portion the screen by the selected parameter. 

For example to limit the records displayed by the SA navigation buttons in the 
lower portion the screen by the selected customer, select Customer from the View 
menu.  The system displays the Customer View Options dialog box then select the 
Limit the Limit Navigation Buttons to Customer checkbox to limit the records 
displayed by the SA navigation buttons in the lower portion the screen by the 
selected customer. 
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SA Booking Inquiry 
You can use the SA Booking Inquiry program to view order booking history for 
specific customers, salespeople, and/or items in four different format; comparison 
(of periods chosen to periods chosen), multiperiod (each period is displayed), 
accumulated (current period and period ranges accumulated into totals) and graph 
(a graphic representation of sales, cost, gross margin and units per period). 

From the View menu, select the type of order booking history to view (customer, 
salesperson, or item). For each view, choose the additional detail for viewing, such 
as specific items, specific warehouses, etc. If you selected a figure other than one 
in SA Control Maintenance for rounding, the figure selected displays in the title bar 
as a reference. 

Choose the format for the information to view by selecting one of the options that 
appear across the middle of the screen, or by choosing the option from the View 
menu. You can change views, detail for views, and formats as often as you like. 
When you are ready to exit the inquiry, choose Exit from the File menu. 

Using the SA Booking Inquiry 

The SA Booking Inquiry works in a slightly different manner from the other 
Inquiries in TakeStock.  The following information details this process. 

The SA Booking Inquiry Window 

When you open the SA Booking Inquiry window, the last view and format used are 
selected by default. You can use these views or select different views from the 
View menu. Only one type of view and one viewing format can be selected at a 
time. 

If rounding is set to anything other than 1, it displays in the title bar. 

Under the View menu, a check mark indicates the view selected, and another 
check mark indicates the report format selected. 

For the customer view you can enter a customer number to view order booking 
history for that customer and all Ship To locations and all item sales. You can 
optionally select to view information for just one Ship To customer and/or one 
specific item. For the other types of views, you can also select a combination of all 
or specific records for viewing order booking history. 

For the Customer, Salesperson, or Item views, you can limit the records displayed 
by the SA navigation buttons in the lower portion the screen by customer, 
salesperson, or item. From the Options menu, select the parameter by which you 
would like to limit the display, and the system displays the appropriate View 
Options dialog box.   

For example to limit the records displayed by the SA navigation buttons in the 
lower portion the screen by the selected customer, select Customer from the View 
menu, and the system displays the Customer View Options dialog box. 
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Select the Limit the Limit Navigation Buttons to Customer checkbox to limit 
the records displayed by the SA navigation buttons in the lower portion the screen 
by the selected customer. 

  
Form Contents 

Entry Fields, Buttons, Checkboxes, & Icons 

For a listing of standard TakeStock icons and buttons, refer to the System 
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock 
Basics. 

Filter The filters for the selected view (customer, salesperson, item or 
branch) are available from the drop-down list. While viewing 
sales history, the Record buttons to the right of the filter allow 
you to select other records within that filter for viewing.  You can 
view customer, item, branch, or salesperson information. 

For example:  If you selected to view customer information, 
enter the number of the customer or use the Record buttons or 
Lookup to locate the customer.  When viewing customer 
information, you can select to view information for specific Ship 
To's by entering the Ship To number, or select All Ships Tos for 
this customer, or select Same to view information for which this 
customer is also the Ship To customer.  For the selected 
customer and Ship To(s), you can also select to view the total of 
sales for All Items sold to the customer, or you can enter a 
specific item number to view information for that item only. The 
Record buttons to the right of the Item number allows you to 
select other items and Ship To's for viewing information. 

The field labels on this screen change depending on your filter selection.  
Each information type and the fields and check boxes displayed are 
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discussed in the following table. 

Customer 
Information 

If you selected to view customer information, enter the 
number of the customer in the Customer field, or use the 
Record buttons or Lookup to locate the customer.  

When viewing customer information, you can select to 
view information for specific the ship-to number by 
entering it in the Ship To field, or select the All Ship Tos 
checkbox to view all ship-to numbers for this customer, or 
select the Same checkbox to view information for which 
this customer is also the Ship To customer. 

For the selected customer and Ship To(s), you can also 
select to view the total of sales for an item number sold 
to the customer by entering it in the Item field, or select 
the All Items checkbox to view information for all items 
sold to the selected customer and Ship To(s). The Record 
buttons to the right of the Item number allows you to 
select other items and ship-to numbers for viewing 
information. 

Salesperson 
Information 

If you selected to view salesperson information, enter the 
number of the salesperson in the Salesperson field, or use 
the Record buttons or Lookup to locate the salesperson.  

When viewing salesperson information, you can also 
select to view the total of sales for an item number sold 
by the salesperson by entering it in the Item field, or 
select the All Items checkbox to view information for all 
items sold by the salesperson. The Record buttons to the 
right of the item number allows you to select other items 
for viewing information. 

Item 
Information 

If you selected to view item information, enter the 
number of the item in the Item field, or use the Record 
buttons or Lookup to locate the item.  

When viewing item information, you can select to view 
information for a specific warehouse by entering the 
warehouse code in the Warehouse field, select the 
Warehouse checkbox to view item sale history in all 
warehouses where the item has been sold. 

For the selected item and warehouse(s), you can also 
select to view the sales type of Direct Ships, Warehouse 
Shipments or Both by enter it in the Sales Type field. The 
Only checkbox is available to lock the Sales Type when 
you enter a record to view. You can choose the All Types 
checkbox to lock the viewing of sales history to the Both 
option. The Record buttons to the right of the Sales Type 
allows you to select other warehouses and optionally 
Sales Types for viewing information. 

Sales History Formats 
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Accumulated The Accumulated Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing 
item information) totals for various periods of time. Each 
of the totals has a description to explain the information 
that is displayed. 

Comparison For the Comparison Inquiry, enter the From and To period 
in the From and To fields to set the range of periods for 
displaying totals. Then enter the number of periods back 
from the From period for the comparison in the Back field. 
For example, if you set the To period field to Jan 1995 
and the From period field to March 1995. To get a 
comparison of the same periods one year ago, enter 12 in 
the Back field. (Jan. 1995 minus 12 periods equals Jan 
1994). To get a comparison of last quarter (Oct. 1995 - 
Dec. 1995), you would enter 3 for this option. 

Based on your entries, the Comparison Inquiry displays 
Sales, Cost, Gross Margin, Gross Margin Percentage, and 
Unit (if viewing item information) for the From period 
compared to the number of periods Back that you 
selected. It also show the totals for the range of periods 
you select with the From and To options compared to the 
same range the number of periods you select for the Back 
option 

Multiperiod The Multiperiod Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing a 
specific item) totals beginning with the current SA period 
back through the amount of past sales history that you 
are keeping. 

Use the scroll bar to view sales history for additional 
periods. 

Graph The Graph Inquiry displays 24 periods of SA history at 
one time. You can use the left and right arrow buttons at 
the bottom left of the graph to scroll the periods that 
display on the screen. You can click your right mouse 
button when the cursor is positioned on a graph in any 
period to display the exact figure of the graph for that 
period. 

Use the Sales, Gross Margin, Percentage, and Units 
(If viewing item information) check boxes to select any 
combination of Sales, Gross Margin, Gross Margin 
Percentage, and Units (If viewing item information) to 
display in the graph. Each of these figures uses the 
highest total of all available history periods as the 100% 
mark. That total appears in the 100% display box at the 
left of the graph as your reference. The figures for all 
other periods display as a percentage between zero and 
the figure at the 100% mark. Negative figures are treated 
as zeros for the graph and do not display below the 0% 
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base line. 

Although these figures can be displayed in combination 
for a period (sales, cost, gross margin, etc.), the figures 
within a period are not actual comparisons for that period. 
For example, the sales that appear for each period are a 
true comparison while the sales and cost that display in 
the same period are not a true comparison. 

For example, the highest sales for all available periods is 
$500,000. This is the basis for displaying sales figures in 
all periods. Sales for all other periods display in the graph 
as a percentage from zero to 100% of $500,000. The 
highest cost for all available periods is $380,000. This is 
the basis for displaying cost figures in all periods. 
Therefore, in any of the periods a sales figure of $380,000 
would appears as a lower graph on the 100% scale than a 
cost figure of $380,000. 

Menu Options 

File Menu 

Selections from the File menu and their purposes are: 

Menu Selection Function 

SA Current 
Info 

Accesses the SA Current Info dialog box, 
which displays the current SA period, the 
date of the last EOP update, the last invoice 
posting date, the number of years of history 
your SA system stores, the rounding amount, 
and the rounding rules selected in SA 
Control Maintenance.  

Exit Exits the current program. 

View Menu 

Use the View menu to select the type of inquiry and viewing format. The system 
displays a check mark by the currently selected inquiry type and format. 

Menu Selection Function 

Customer Displays the Customer view. 

Salesperson Displays the Salesperson view. 

Item Displays the Item view. 

Branch Displays the Branch view.  
(Note: This view is available for the 
Sales Analysis Inquiry program only.) 

Major 
Category 

Displays the Major Category view. 



Inquiries SA Booking Inquiry 

TakeStock SA  53 

Accumulated
, Alt+A 

Displays the Accumulated format. 

Comparision
, Alt+C 

Displays the Comparision format. 

Multiperiod, 
Alt+M 

Displays the Multiperiod format 

Graph, Alt+G Displays the Graph format 

Find Menu 

Selections from the Find menu and their purposes are: 

Menu Selection Function 
Lookup, F5 Accesses the Lookup feature for the 

selected field. 

Filter Opens the Filter Manager to select or 
maintain a filter. 

First, 
Alt+Home 

Opens the first record in the current 
maintenance, using the current filter. 

Previous, 
Alt+Pg Up  

Opens the previous record in the current 
maintenance, using the current filter. 

Next, Alt+Pg 
Dn 

Opens the next record in the current 
maintenance, using the current filter. 

Last, Alt+End Opens the last record in the current 
maintenance, using the current filter. 

Options Menu 

Selections from the Options menu and their purposes are: 

Menu Selection Function 

Toolbar Toggles the display of the toolbar on and 
off. 

Customer Accesses Customer View Options dialog 
box, which is used to limit the navigation 
button function to the currently displayed 
customer. 

Salesperson  Accesses Salesperson View Options dialog 
box, which is used to limit the navigation 
button function to the currently displayed 
salesperson. 

Item Accesses Item View Options dialog box, 
which is used to limit the navigation 
button function to the currently displayed 
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item. 

Branch Accesses Branch View Options dialog box, 
which is used to limit the navigation 
button function to the currently displayed 
branch. (Note: This option is available 
for the Sales Analysis Inquiry program 
only.) 

Additional Menu 

Selections from the Additional menu and their purposes are: 

Menu Selection Function 

Maintain Maintains records for the available 
fields on this screen.   

Notes Accesses the Notes Manager to view or 
enter notes for the Customer, Item, 
Salesperson, or Warehouse fields. 

Customer 
Inquiry 

Accesses the Customer Inquiry to 
display customer information. 

Item Inquiry Accesses the Item Inquiry to display 
item information. 

Custom 
Fields- 

Open the User Fields dialog box to 
enter custom fields for Item, Customer, 
or Salesperson information. 

Global 

Menu Selection Functions 

User Profile Accesses your user profile information. 

Note Pad Accesses the Notes dialog box, which is 
used to enter notes for the current 
user. 

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog 
box, which allows you to move to other 
TakeStock modules and programs. 

 

Help 

Menu Selection Functions 

Contents Accesses the online Help table of 
contents. 
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Glossary Access the TakeStock Glossary. 

Search for 
Help on 

Accesses the Help system index. 

Screen Help Accesses online Help for the current 
screen. 

About 
TakeStock 

Displays release, licensing, and support 
information about TakeStock. 

Special Keys Accesses the Special Keys dialog box, 
which lists the function keys for the 
current screen. 

 

See Also 

How to view order booking history  
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How to view order booking history 
1. Access the SA Booking Inquiry program.  The complete path is Sales 

Analysis  Inquiries  SA Booking Inquiry.  The system displays the SA 
Booking Inquiry. 

  
2. From the View menu, select the type of history to view. You can view sales 

history for a customer, salesperson, item, and/or major category. For each 
view, select the additional information for viewing sales history, such as a 
specific salesperson, item or warehouse. 

3. From the View menu, or by selecting a format option on the screen, select 
the format for viewing sales history. See Using the Sales Analysis Inquiry for 
details about the different formats of sales history that you can view.  Refer 
to the table below for viewing each format: 

Sales History Formats 

Accumulated The Accumulated Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing 
item information) totals for various periods of time. Each 
of the totals have a description to explain the information 
that is displayed. 

Comparison For the Comparison Inquiry, enter the From and To period 
in the From and To fields to set the range of periods for 
displaying totals. Then enter the number of periods back 
from the From period for the comparison in the Back field. 
For example, if you set the To period field to Jan 1995 
and the From period field to March 1995. To get a 
comparison of the same periods one year ago, enter 12 in 
the Back field. (Jan. 1995 minus 12 periods equals Jan 
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1994). To get a comparison of last quarter (Oct. 1995 - 
Dec. 1995), you would enter 3 for this option. 

Based on your entries, the Comparison Inquiry displays 
Sales, Cost, Gross Margin, Gross Margin Percentage, and 
Unit (if viewing item information) for the From period 
compared to the number of periods Back that you 
selected. It also show the totals for the range of periods 
you select with the From and To options compared to the 
same range the number of periods you select for the Back 
option 

Multiperiod The Multiperiod Inquiry displays Sales, Cost, Gross 
Margin, Gross Margin Percentage, and Unit (if viewing a 
specific item) totals beginning with the current SA period 
back through the amount of past sales history that you 
are keeping. 

Use the scroll bar to view sales history for additional 
periods. 

Graph The Graph Inquiry displays 24 periods of SA history at 
one time. You can use the left and right arrow buttons at 
the bottom left of the graph to scroll the periods that 
display on the screen. You can click your right mouse 
button when the cursor is positioned on a graph in any 
period to display the exact figure of the graph for that 
period. 

Use the Sales, Gross Margin, Percentage, and Units 
(If viewing item information) check boxes to select any 
combination of Sales, Gross Margin, Gross Margin 
Percentage, and Units (If viewing item information) to 
display in the graph. Each of these figures uses the 
highest total of all available history periods as the 100% 
mark. That total appears in the 100% display box at the 
left of the graph as your reference. The figures for all 
other periods display as a percentage between zero and 
the figure at the 100% mark. Negative figures are treated 
as zeros for the graph and do not display below the 0% 
base line. 

Although these figures can be displayed in combination 
for a period (sales, cost, gross margin, etc.), the figures 
within a period are not actual comparisons for that period. 
For example, the sales that appear for each period are a 
true comparison while the sales and cost that display in 
the same period are not a true comparison. 

For example, the highest sales for all available periods is 
$500,000. This is the basis for displaying sales figures in 
all periods. Sales for all other periods display in the graph 
as a percentage from zero to 100% of $500,000. The 
highest cost for all available periods is $380,000. This is 
the basis for displaying cost figures in all periods. 
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Therefore, in any of the periods a sales figure of $380,000 
would appears as a lower graph on the 100% scale than a 
cost figure of $380,000. 

4. When you are ready to exit the inquiry, choose Exit from the File menu. 



 
Chapter 

4 Reports 
 

Reports 
The options for Sales Analysis reports allow you to print a wide range of sales 
history information for customers, salespeople, items and/or branches. Some 
customer reports allow you to include individual Ship To and Bill To locations. If 
you post in detail, some reports allow you to print invoice line item detail for sales 
history. 

The Vendor/Item Report prints a report from past invoices of individual sales by 
vendor by item. This report may be useful for rebate reporting. 

The other reports in Sales Analysis have multi-period capability, which allows you 
to select the format for printing the report:  accumulated, multi-period, or 
comparison. 

Accumulated reports allow you to select a range of periods for the report. The 
reports print the sales, cost, and gross margin information, gross margin 
percentage, and optionally print units for the last period in the range along with an 
accumulated total of all periods in the range for you to use as a comparison. For 
example, you may want to print the accumulated report to show the totals for the 
current period compared to the accumulated totals of all periods to date. 

Multiperiod reports print the sales, cost, and gross margin information, gross 
margin percentage, and optionally print units for each of the periods in the period 
range you select along with an accumulated total for each period and a total for 
the range of periods. 

Comparison reports allow you to select a range of periods for the report and a 
previous beginning period to use for the comparison. The reports print the sales, 
cost, and gross margin information, gross margin percentage, and optionally print 
units and accumulated totals for the last period in the selected range and the last 
period in the comparison range. 

The bookings reports in Sales Analysis allow you to view order booking history 
information.  After detailed bookings information is captured through Sales Order 
Entry, the Post Bookings to SA program posts all booking records associated with 
any invoiced portion of the sales order. The Post Bookings to SA program uses the 
Warehouse Maintenance flag to determine which warehouse get credit for a 
sale To use the order bookings reports, you must set the Detailed Bookings field to 
Yes on the Authorization view of SM System Control Maintenance.   Note:  Two 
additional reporting tables are available in the system. The Salesperson Major 
Category and Salesperson Customer Line tables are populated by the Post 
Bookings to SA program in the Sales Orders module.  These Sales Analysis 
reporting tables do not have standard SA reports (but are available either through 
direct Crystal reports or using the SA Export to Excel feature. 
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Entries for the SA Reports menu are: 

Program Description 

Vendor/Item Detail 
Report  

Prints a detailed report of past invoices in order by 
vendor by item. 

Branch/Warehouse 
Multiperiod Report  

Prints a report of sales history by branch by 
warehouse. 

Customer Multiperiod 
Report  

Prints a report of sales history by customer for 
multiple periods. 

Customer/Item 
Multiperiod Report  

Prints a report of sales history by customer by item 
for multiple periods. 

Salesperson 
Multiperiod Report  

Prints a report of sales history by salesperson for 
multiple periods. 

Salesperson/Item 
Multiperiod Report  

Prints a report of sales history by salesperson by 
item for multiple periods. 

Slsp/Cusomter/Item 
Multiperiod Report  

Prints a report of sales history by salesperson, 
customer, and item for multiple periods. 

Warehouse/Item 
Multiperiod Report  

Prints a report of sales history by warehouse by 
item for multiple periods. 

Major Category 
Multiperiod Report  

Prints a report of sales history by major category for 
multiple periods. 

Customer Profitability 
Report 

Prints customer profitability using the standard 
gross margin and extended cost activity based on 
the TakeStock Customer Profitability data table and 
the Activity table.  

Bookings Customer 
Multiperiod Report  

Prints a report of detailed order bookings history by 
customer for multiple periods. 

Bookings 
Customer/Item 
Multiperiod Report  

Prints a report of detailed order bookings history by 
customer by item for multiple periods. 

Bookings Major 
Category Multiperiod 
Report  

Prints a report of detailed order bookings history by 
major category for multiple periods. 

Bookings 
Salesperson 
Multiperiod Report  

Prints a report of detailed order bookings history by 
salesperson for multiple periods. 

Bookings 
Salesperson/Item 
Multiperiod Report  

Prints a report of detailed order bookings history by 
salesperson by item for multiple periods. 

Bookings 
Warehouse/Item 
Multiperiod Report  

Prints a report of detailed order bookings history by 
warehouse by item for multiple periods. 
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Vendor/Item Detail Report 
Use the Vendor/Item Detail Report to obtain a report from past invoices of 
individual sales by vendor by item. This report prints in whole numbers and may 
be useful for rebate reporting. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

 
If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Vendor/Item Detail Report: Untitled 
dialog box.   

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template. 

Note: If the report includes an item that appears on multiple invoices that 
have the same date, the invoices will print in order for that item by date and then 
by invoice number.  This report prints in whole numbers only.  You may find this 
report to be useful for rebate reporting. 

Add-on Distribution for Multi-Warehouse Orders 

On a multi warehouse order, the Vendor/Item Detail Report distributes the add-on 
totals evenly among all warehouses, unless the warehouse is set to credit to the 
initiating warehouse, in which case all prices and costs are credited to the initiating 
warehouse.  The processing in the Vendor/Item Detail Report operates 
consistently with the SO Post Invoices To SA program 
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort 
By 

Defines the sort order in which the information prints.  
You can select to print these documents in order by 
any of the available options.  The Sort By options are:  
Vendor/Item, Warehouse/Vendor/Item, 
Warehouse/Item/Customer, and Vendor/ 
Customer/Item. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Limit By information 
may be set for:  Vendor, Item, Warehouse, 
Invoice, and Invoice Date.  

New 
Page 

Indicates you want each vendor or each vendor and 
item to start printing on a new page. 

Select Displays the Selection dialog box, which is used to set 
a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
to select filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No 
Limit 

Resets Limit By options to All for the selected option.   

Includ
e 

Determines what information to print on the report.  
Available Include choices are:   
 
Description 1--Print each item's description 1 on the 
report. 

Description 2--Print each item's description 2 on the 
report. 

Cost Information--Print the cost, gross margin and 
gross margin percentage for each sale that prints on 
the report. 
 

Option
s 

Indicates the report format and content.   

Warehouse--Print sales on the report that were 
shipped from a warehouse. 

Direct Ship--Print sales on the report that were 
shipped directly from your vendor to your customer. 

Print Nonstocks--Print sales of non-stock items on 
the report. 
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Print Units in Smallest UM—Indicates you want to 
print units/quantities in the smallest unit of measure 
instead of the default selling unit of measure. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Vendor/Item Detail Report  
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Vendor/Item Detail Report 
The following is a sample of a Vendor/Item Detail Report. The legend at the 
bottom of the report lists a description of the fields and column title abbreviations 
used. The selections you chose for the report are also listed. 

Date: 04/25/1997                      QA's Primary Test Co.                           Page:     1 
Time: 10:44 AM                SA Vendor Item Report - Untitled: Temp                  User: candy 
 
Date       Invoice  Wh  Customer   Name                    Quantity  UM      Price UM       Sales 
================================================================================================= 
Vendor:  PetSmart    PetSmart Company                                                             
 
Item: 70290                Beanie Babies                                                          
 
04/03/1997 chi00015 003 92188      Paige's Pets, Inc.            20  EA       4.99 EA      99.80   
           chi00016 003 070290     Mason's Toys, Inc.             0  EA       4.99 EA       0.00   
           chi00017 003 whippets   The Whippet Babies             5  EA       4.99 EA      24.95   
           chi00018 003 whippets   The Whippet Babies            15  EA       4.99 EA      74.85   
           chi00019 003 070290     Mason's Toys, Inc.            20  EA       4.99 EA      99.80   
           sfc00025 002 92188      Paige's Pets, Inc.            20  EA       4.99 EA      99.80   
           sfc00026 002 whippets   The Whippet Babies            20  EA       4.99 EA      99.80   
           sfc00027 002 070290     Mason's Toys, Inc.             5  EA       4.99 EA      24.95   
           sfc00028 002 92188      Paige's Pets, Inc.             5  EA       4.99 EA      24.95   
           sfc00029 002 whippets   The Whippet Babies             2  EA       4.99 EA       9.98   
           sfc00030 002 whippets   The Whippet Babies             0  EA       4.99 EA       0.00   
           sfc00031 002 whippets   The Whippet Babies             3  EA       4.99 EA      14.97   
 
                                                         -----------                  ----------- 
                                          Item Total            115  EA                   573.85  
                                        Vendor Total                                      573.85  
                                        Report Total                                      573.85  
 
Number of Vendor/Items: 1 
 
Legend: 
  Wh   = Warehouse 
  UM   = Unit of Measure 
 
Selections for SA Vendor Item Report - Untitled: Temp: 
Sort by         : Vendor/Item 
Vendor          : All 
Item            : 031888, 70290, bed, cdscomp1 
Warehouse       : All 
Customer        : All 
Invoice         : All 
Invoice Date    : 04/01/1997 to 04/15/1997 
Include Item Description 1  
Include Warehouse and Direct Ship Sales Type 
Include NonStocks 
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How to print the Vendor/Item Detail Report 
1. Access the Vendor/Item Detail Report.  The complete path is Sales Analysis  

Reports  Vendor/Item Detail Report.  The system displays the Template-
Saved Settings dialog box of the Vendor/Item Detail Report.    

  
2. Select the New, Edit, or Copy button to access the Vendor/Item Detail Report:  

Untitled dialog box.   

 
  

3. Select settings for Sort By and the Limit By settings for new or modified 
templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.  The 
Sort By options are Vendor/Item, 
Warehouse/Vendor/Item, 
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Warehouse/Item/Customer, and 
Vendor/Customer/Item. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Vendor, Item, 
Warehouse, Invoice, and Invoice Date.   

4. Select the New Page checkbox if you want each vendor or each vendor and 
item to start printing on a new page. 

5. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

6. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Description 1--Print each item's description 1 on the report. 
 
Description 2--Print each item's description 2 on the report. 
 
Cost Information--Print the cost, gross margin and gross margin percentage 
for each sale that prints on the report 

7. In the Options section of the form, indicate the detail level to print. 
 
Select: 
 
Warehouse--Print sales on the report that were shipped from a warehouse. 
 
Direct Ship--Print sales on the report that were shipped directly from your 
vendor to your customer. 
 
Print Nonstocks--Print sales of non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

8. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
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settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Branch/Warehouse Multiperiod Report 
Using the Branch/Warehouse Multiperiod Report, you can obtain an analytical 
report by branch by warehouse sales in one of three formats: accumulated, 
comparison, or multiperiod. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
branch and description, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. For example, you may want to print 
the accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison--Choosing the comparison format prints a report that includes the 
branch and description, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range and the last period in the comparison range 
along with accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
branch and description, sales, cost, gross margin, and gross margin percentage for 
each of the periods in the selected range along with an accumulated total for each 
period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Branch/Warehouse Multiperiod Report: 
Untitled dialog box.   

From the drop-down boxes, choose the Order for printing, the Category that 
determines the order, and whether the order is For the last period in the selected 
range or the accumulated total of the range. An arrow (up or down) and the 
current category selected appear to the right of the Order button as a quick 
reference. For example, you may select to print in Ascending order, for the Sales 
category, based on sales dollars for all periods in the Selected Period Range.  

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: If the report includes an item that appears on multiple invoices that 
have the same date, the invoices will print in order for that item by date and then 
by invoice number.  This report prints in whole numbers only.  You may find this 
report to be useful for rebate reporting. 
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By option is:  
Branch/Warehouse. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Branch, Warehouse, and Period.  

New 
Page 

Indicates you want each branch and warehouse and item to 
start printing on a new page. 

Warehou
se Order 

Accesses the Warehouse Order dialog box, which is used to 
indicate whether to print warehouses in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each warehouse. 

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select to filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to ALL for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
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Sales--Print sales figures for each branch and warehouse. 
 
Cost--Print cost figures for each branch and warehouse. 
 
G. Margin--Print the gross margin figures for each branch 
and warehouse. 
 
G. Margin %--Print the gross margin percentage figures for 
each branch and warehouse. 
 
Suppress Blanks Between Whses checkbox—Indicates 
you want to eliminate blank lines between the warehouse 
detail lines. 
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select to 
print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back field 
is available. 

Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same periods 
one year ago, enter 12 (Jan. 1995 minus 12 periods equals 
Jan 1994 and the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter (Oct. 1995 
- Dec. 1995), you would enter 3 for this option. 

Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in sales 
in the range of warehouses to include. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Branch/Warehouse Multiperiod Report  
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Branch/Warehouse Multiperiod Report 
The following is a sample of a Branch/Warehouse Multiperiod Report. The legend 
at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/25/1997              QA's Primary Test Co.                  Page:     1 
Time: 10:46 AM Branch/Warehouse Multipd Analysis - Untitled: Temp    User: candy 
                                   Accumulated 
 
                                  --apr 1997-- -jan 1997-apr 1997- 
Wh  Description                          Sales        Sales 
================================================================================ 
Branch: 010 - Atlanta Branch 
001 Atlanta Warehouse                 137,242      484,380  
NS  FALLS NON-STOCK WHSE              249,611      249,611  
                                  ------------ ------------ 
                     Branch Total     386,853      733,991  
 
Branch: 030 - Chicago Branch 
003 Chicago Warehouse                     448          448  
004 Orlando W/H-Chicago Branch              0        2,182  
                                  ------------ ------------ 
                     Branch Total         448        2,630  
 
Branch: 050 - San Francisco Branch 
002 Dallas W/H-San Fran Branch            498          498  
005 San Francisco Warehouse                 0      133,439  
                                  ------------ ------------ 
                     Branch Total         498      133,937  
 
Branch: 060 - Las Vegas Branch 
006 Las Vegas Warehouse                     0       69,732  
005 San Francisco Warehouse                 0        1,184  
                                  ------------ ------------ 
                     Branch Total           0       70,916  
 
Branch: 333 - Miami Branch 
333 Miami Warehouse                   880,640    2,228,191  
                                  ------------ ------------ 
                     Branch Total     880,640    2,228,191  
                                  ------------ ------------ 
                     Report Total   1,268,439    3,169,665  
 
Number of branch/warehouses: 9 
SA Last Posted: 04/22/1997 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
  
Selections for Branch/Warehouse Multiperiod Analysis - Untitled: Temp: 
Branch              : All 
Warehouse           : All 
Period              : 01/1997 to 04/1997 
Warehouse Order     : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
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How to print the Branch/Warehouse Multiperiod 
Report 
1. Access the Branch/Warehouse Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Branch/Warehouse Multiperiod Report.  .  The system 
displays the Template-Saved Settings dialog box of the Branch/Warehouse 
Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Branch/Warehouse 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By option is:  
Branch/Warehouse. 
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Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Branch, Warehouse, and Period.   

4. Select the New Page checkbox if you want each branch and warehouse and 
item to start printing on a new page. 

5. Select the Warehouse Order button to access the Warehouse Order dialog 
box, which is used to indicate whether to print warehouses in ascending or 
descending order and the order for printing the category amounts (sales, cost, 
etc.) within each warehouse. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each branch and warehouse. 
 
Cost--Print cost figures for each branch and warehouse. 
 
G. Margin--Print the gross margin figures for each branch and warehouse. 
 
G. Margin %--Print the gross margin percentage figures for each branch and 
warehouse. 
 
Suppress Blanks Between Whses checkbox—Indicates you want to eliminate 
blank lines between the warehouse detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back field is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
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Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a print, 
an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Customer Multiperiod Report 
Using the Customer Multiperiod Report, you can print an analytical report of 
customer past sales in three different formats: 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an accumulated 
total of all periods in the range for you to use as a comparison. For example, you 
may want to print the accumulated report to show the totals for the current period 
compared to the accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range and the last period in the 
comparison range along with accumulated totals for both the selected range and 
comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for each of the periods in the selected range along with an 
accumulated total for each period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Customer Multiperiod Report: Untitled 
dialog box.   

Select the order for printing the report and whether you want each customer to 
start printing on a new page. In the Limit By, select the customers, salespeople, 
customer categories, postal codes, and periods to include on the report. Note that 
the range of periods you select are printed differently based on the format you 
choose for the report. Select the figures to print on the report and the report 
format. If you want to exclude information from the report, choose the Exclude 
button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  
You can select to print these documents in order by any of 
the available options.  The Sort By options are:  
Customer, Salesperson/Customer, Customer 
Category/Customer, and Postal Code/Customer. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Customer, Customer Alternate Sort, Salesperson, 
Customer Category, Postal Code and Period.  

New Page Indicates you want each customer to start printing on a 
new page. 

Customer 
Order 

Accesses the Customer Order dialog box, which is used to 
indicate whether to print customers in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each customer. 

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
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Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each 
customer. 

G. Margin %--Print the gross margin percentage figures 
for each customer. 
 
Bill To’s--Print the individual customers set up for each 
Bill To customer. This option is available only if you 
selected to use Parent (Bill To) customers in AR Control 
Maintenance. 
 
Ship To’s--Print the individual Ship To customers set up 
for each customer. This option is available only if you 
selected the option to Post Ship To’s in SA Control 
Maintenance. 
 
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select 
to print the Accumulated, Comparison, or Multiperiod 
report format. If you choose the Comparison format, the 
Back option is available. 

Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to 
Jan 1995 - March 1995. To get a comparison of the same 
periods one year ago, enter 12 (Jan. 1995 minus 12 
periods equals Jan 1994 and the comparison is set for 3 
periods; Jan 1994 - March 1994). To get a comparison of 
last quarter (Oct. 1995 - Dec. 1995), you would enter 3 
for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the 
manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  
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Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Customer Multiperiod Report  
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Customer Multiperiod Report 
The following is a sample of a Customer Multiperiod Report. The legend at the 
bottom of the report lists a description of the fields and column title abbreviations 
used. The selections you chose for the report are also listed. 

Date: 04/25/1997              QA's Primary Test Co.                  Page:     1 
Time: 10:46 AM Branch/Warehouse Multipd Analysis - Untitled: Temp    User: candy 
                                   Accumulated 
 
                                  --apr 1997-- -jan 1997-apr 1997- 
Wh  Description                          Sales        Sales 
================================================================================ 
Branch: 010 - Atlanta Branch 
001 Atlanta Warehouse                 137,242      484,380  
NS  FALLS NON-STOCK WHSE              249,611      249,611  
                                  ------------ ------------ 
                     Branch Total     386,853      733,991  
 
Branch: 030 - Chicago Branch 
003 Chicago Warehouse                     448          448  
004 Orlando W/H-Chicago Branch              0        2,182  
                                  ------------ ------------ 
                     Branch Total         448        2,630  
 
Branch: 050 - San Francisco Branch 
002 Dallas W/H-San Fran Branch            498          498  
005 San Francisco Warehouse                 0      133,439  
                                  ------------ ------------ 
                     Branch Total         498      133,937  
 
Branch: 060 - Las Vegas Branch 
006 Las Vegas Warehouse                     0       69,732  
005 San Francisco Warehouse                 0        1,184  
                                  ------------ ------------ 
                     Branch Total           0       70,916  
 
Branch: 333 - Miami Branch 
333 Miami Warehouse                   880,640    2,228,191  
                                  ------------ ------------ 
                     Branch Total     880,640    2,228,191  
                                  ------------ ------------ 
                     Report Total   1,268,439    3,169,665  
 
Number of branch/warehouses: 9 
SA Last Posted: 04/22/1997 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
  
Selections for Branch/Warehouse Multiperiod Analysis - Untitled: Temp: 
Branch              : All 
Warehouse           : All 
Period              : 01/1997 to 04/1997 
Warehouse Order     : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
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How to print the Customer Multiperiod Report 
1. Access the Customer Multiperiod Report.  The complete path is Sales Analysis  

Reports  Customer Multiperiod Report.  The system displays the Template-
Saved Settings dialog box of the Customer Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Customer Multiperiod 

Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.  The 
Sort By options are:  Customer, 
Salesperson/Customer, Customer 
Category/Customer and Postal 
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Code/Customer. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Customer, 
Customer Alternate Sort, Salesperson, 
Customer Category, Postal Code and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Customer Order button to access the Customer Order dialog box, 
which is used to indicate to indicates whether to print customers in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each customer. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each customer. 
 
G. Margin %--Print the gross margin percentage figures for each customer. 
 
Bill To’s--Print the individual customers set up for each Bill To customer. This 
option is available only if you selected to use Parent (Bill To) customers in AR 
Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for each customer. 
This option is available only if you selected the option to Post Ship To’s in SA 
Control Maint.. 

8. In the Options section of the form, indicate the detail level to print 
Select: 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
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Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Customer/Item Multiperiod Report 
Using the Customer/Item Multiperiod Report, you can print an analytical report of 
customer and items from past sales in three different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for each of the periods in the 
selected range along with an accumulated total for each period and a total for the 
range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Customer/Item Multiperiod Report: 
Untitled dialog box.   

Select the order for printing the report and whether you want each sort order 
combination you selected to start printing on a new page. In the Limit By, select 
the customers, items, salespeople, customer categories, vendors, and periods to 
include on the report. Note that the range of periods you select are printed 
differently based on the format you choose for the report. Select the figures to 
print on the report and the report format. If you want to exclude information from 
the report, choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 
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MS Excel Report Output 
You can output this report to MS Excel to the screen or save it into disk file in the 
Excel file format so that report data can be viewed or manipulated in an 
alternative way.  To view the report in Excel, select MS Excel Printer as the Print 
To option on the Print Setup dialog box.  To create a file with a .xls file extension, 
select the Disk File as the Print To option, enter the directory path and file name, 
then select the MS Excel checkbox on the Print Setup dialog box.   

You can also select Disk File as the output destination, the checkbox "MS Excel" 
will be enabled. If checkbox "MS Excel" is not checked, the report will be 
processed in the current way, that is, a text file will be saved to the disk.   

If you want to save the report output as an Excel file, select Disk File as the output 
destination, enter a file name with extension ".xls" (if no file extension is entered, 
the program will  append ".xls" to the entered file name),then select the MS Excel 
checkbox. When saving an Excel compatible file, you can select to run in the 
background processor by selecting the Run in Background checkbox.  If the Run in 
Background checkbox is unchecked, the printing process outputs the report data 
to a MS Excel file "filename.xls" (the content is html format). If you double click 
the file, MS Excel will automatically open it. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By options are:  
Customer/Item, Customer/Item Category/Item, 
Customer Category/Customer/Item, 
Salesperson/Customer/Item, 
Salesperson/Customer/Item Category/Item, Postal 
Code/Customer/Item, Item/Customer, Item 

TakeStock SA   85 



Customer/Item Multiperiod Report Reports 

Category/Item/Customer, and Item 
Category/Customer/Item. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Customer, Item, Salesperson, Customer Category, 
Vendor, and Period.  

New Page Indicates you want each sort-by combination to start 
printing on a new page. 

Customer 
Order 

Accesses the Customer Order dialog box, which is used to 
indicate whether to print customers in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each customer. 

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each 
customer. 

G. Margin %--Print the gross margin percentage figures for 
each customer. 
 
Bill To’s--Print the individual customers set up for each Bill 
To customer. This option is available only if you selected to 
use Parent (Bill To) customers in AR Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for 
each customer. This option is available only if you selected 
the option to Post Ship To’s in SA Control Maint.. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates 
you want to eliminate blank lines between the item detail 
lines. 
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Options Indicates the report format and content.   

Format--Choose the format for the report. You can select 
to print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back 
option is available. 
 
Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same 
periods one year ago, enter 12 (Jan. 1995 minus 12 periods 
equals Jan 1994 and the comparison is set for 3 periods; 
Jan 1994 - March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the 
manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in sales 
in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to 
be handled for the report. Choose Yes to include non-stock 
items, No to exclude non-stock items, or Only to print only 
non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print 
units/quantities in the smallest unit of measure instead of 
the default selling unit of measure. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Customer/Item Multiperiod Report  
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Customer/Item Multiperiod Report 
The following is a sample of a Customer/Item Multiperiod Report. The legend at 
the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/25/1997                                             QA's Primary Test Co.                                        
Page:     1 
Time: 10:56 AM                                Customer/Item Multiperiod Analysis - Untitled: Temp                         
User: candy 
                                                                  Accumulated 
 
                    -------------------------apr 2000-------------------------- ------------------jan 1997-apr 2000---- 
Item                       Sales         Cost         G.M.    G.M.%       Units        Sales         Cost         G.M.    
G.M.%       Units UM 
=======================================================================================================================
======================== 
Customer: 80000500   - Everything for Birds & Pets 
blanket                       0            0            0     0.0 %           0       2,051        5,929        3,878-  
189.1-%          14 EA 
Finches                       0            0            0     0.0 %           0       3,111        1,319        1,792    
57.6 %           4 EA 
gouldian                      0            0            0     0.0 %           0       1,366        1,882          516-   
37.8-%           7 EA 
quixote                       0            0            0     0.0 %           0       9,181        6,441        2,740    
29.8 %          21 EA 
S105                          0            0            0     0.0 %           0         246-         380-         134    
54.5-%          30-EA 
sancho panza                  0            0            0     0.0 %           0       1,470        1,684          214-   
14.6-%           2 EA 
whippet                       0            0            0     0.0 %           0       2,907          751        2,156    
74.2 %           6 EA 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------------  
     Customer Total           0            0            0     0.0 %           0      19,840       17,626        2,214    
11.2 %          24  
 
Customer: FallsCust  - Falls Gallery Inc. 
124puzzle                     0            0            0     0.0 %           0         237          232            5     
2.1 %          10 EA 
bomfprod                    437          468           31-    7.1-%          10         779          653          126    
16.2 %          16 EA 
lotprod                     682          426          256    37.5 %          15         682          426          256    
37.5 %          15 EA 
lprod                         0            0            0     0.0 %           0         126-          99-          27-   
21.4 %           2-EA 
mbprod                      922          514          408    44.3 %          15       1,923        1,056          867    
45.1 %          29 EA 
mill                    750,037      498,495      251,542    33.5 %           5   1,852,573    1,242,502      610,071    
32.9 %          12 EA 
nprod                   170,766      148,014       22,752    13.3 %     568,800     170,766      148,014       22,752    
13.3 %     568,800 LB 
nstprod                 118,230       90,160       28,070    23.7 %     401,000     118,230       90,160       28,070    
23.7 %     401,000 LB 
prod1                     3,487        1,861        1,626    46.6 %          54      66,422       35,686       30,736    
46.3 %       1,103 EA 
prod2                     2,744        1,334        1,410    51.4 %          36      58,815       33,163       25,652    
43.6 %       1,034 EA 
prod3                     1,369        1,060          309    22.6 %          19     127,523       98,351       29,172    
22.9 %       2,014 EA 
prod4                     1,028          856          172    16.7 %          10         716          641           75    
10.5 %           7 EA 
prod5                         0            0            0     0.0 %           0         221-          32-         189-   
85.5 %           0 EA 
prod7                     4,365        5,808        1,443-   33.1-%      14,059       4,365        5,808        1,443-   
33.1-%      14,059 LB 
prod8                    40,749       34,508        6,241    15.3 %      11,092      40,749       34,508        6,241    
15.3 %      11,092 LB 
prod9                    18,207       13,503        4,704    25.8 %          71      18,207       13,503        4,704    
25.8 %          71 EA 
screws                        0            0            0     0.0 %           0          19           12            7    
36.8 %           5 EA 
sprod                         0            0            0     0.0 %           0         320          203          117    
36.6 %           5 EA 
tprod                    26,564       21,584        4,980    18.7 %          67      26,564       21,584        4,980    
18.7 %          67 EA 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------------ 
------- ------------ 
     Customer Total   1,139,587      818,591      320,996    28.2 %     995,253   2,488,543    1,726,371      762,172    
30.6 %     999,337  
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------------ 
------- ------------ 
       Report Total   1,139,587      818,591      320,996    28.2 %     995,253   2,508,383    1,743,997      764,386    
30.5 %     999,361  
 
Number of customer/items: 26 
SA Last Posted: 04/22/1997 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
  
Selections for Customer/Item Multiperiod - Untitled: Temp: 
Customer            : 80000500, FallsCust 
Item                : All 
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Salesperson         : All 
Customer Category   : All 
Vendor              : All 
Period              : 01/1997 to 04/1997 
Customer Order      : Ascending Name  
Figures             : Sales, Cost, G.Margin, G.Margin%, Units 
Include             :  
Format              : Accumulated 
Nonstocks           : Yes 
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How to print the Customer/Item Multiperiod 
Report 
1. Access the Customer/Item Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Customer/Item Multiperiod Report.  .  The system 
displays the Template-Saved Settings dialog box of the Customer/Item 
Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Customer/Item Multiperiod 

Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
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in order by any of the available options.  The 
Sort By options are:  Customer/Item, 
Customer/Item Category/Item, Customer 
Category/Customer/Item, 
Salesperson/Customer/Item, 
Salesperson/Customer/Item 
Category/Item, Postal 
Code/Customer/Item, Item/Customer, 
Item Category/Item/Customer, and Item 
Category/Customer/Item. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Customer, Item, 
Salesperson, Customer Category, Vendor, 
and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Customer Order button to access the Customer Order dialog box, 
which is used to indicate whether to print customers in ascending or descending 
order, and the order for printing the category amounts (sales, cost, etc.) for 
each customer. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each customer. 
 
G. Margin %--Print the gross margin percentage figures for each customer. 
 
Bill To’s--Print the individual customers set up for each Bill To customer. This 
option is available only if you selected to use Parent (Bill To) customers in AR 
Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for each customer. 
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This option is available only if you selected the option to Post Ship To’s in SA 
Control Maint.. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates you want to eliminate 
blank lines between the item detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a print, 
an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Salesperson Multiperiod Report 
Using the Salesperson Multiperiod Report, you can print an analytical report of 
salespeople and regions from past sales in three different formats: 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
region code and name, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. For example, you may want to print 
the accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
region code and name, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range and the last period in the comparison range 
along with accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
region code and name, sales, cost, gross margin, and gross margin percentage for 
each of the periods in the selected range along with an accumulated total for each 
period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Salesperson Multiperiod Report: 
Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination you selected to start printing on a new page. In the Limit By, select 
the salespeople, regions,, branches and periods to include on the report. Note that 
the range of periods you select are printed differently based on the format you 
choose for the report. Select the figures to print on the report and the report 
format. If you want to exclude information from the report, choose the Exclude 
button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents in 
order by any of the available options.  The Sort By 
options are:  Salesperson and 
Region/Salesperson. 

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Salesperson, Region, 
Branch, and Period.  

New Page Indicates you want each sort-by combination to start 
printing on a new page. 

Salesperson 
Order 

Accesses the Salesperson Order dialog box, which is 
used to indicate whether to print salespersons in 
ascending or descending order, and the order for 
printing the category amounts (sales, cost, etc.) 
within each salesperson. 

Select Displays the Selection dialog box, which is used to 
set a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
to select filter parameters for the highlighted Limit 
By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   
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Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage 
figures for each salesperson. 
 
Suppress Blanks Between Slsps checkbox—
Indicates you want to eliminate blank lines between 
the salesperson detail lines. 
 
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can 
select to print the Accumulated, Comparison, or 
Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 

Back--Enter the number of periods back from the 
oldest period in the range you selected in the Limit 
By for the comparison. For example, you set the 
Limit By range to Jan 1995 - March 1995. To get a 
comparison of the same periods one year ago, enter 
12 (Jan. 1995 minus 12 periods equals Jan 1994 and 
the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this 
option. 

Rollup Manager Sales—Indicates you want to 
rollup the manager’s external sales figures in the 
report. 

Exclude button—Displays the Exclusions dialog box 
where you can select figures to exclude from the 
report based on matching criteria that you set up. 
For example, you may want to exclude all 
warehouses with less than $100 in sales in the range 
of warehouses to include. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
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select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Salesperson Multiperiod Report  
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Salesperson Multiperiod Report 
The following is a sample of a Salesperson Multiperiod Report. The legend at the 
bottom of the report lists a description of the fields and column title abbreviations 
used. The selections you chose for the report are also listed. 

Date: 04/25/1997                                     QA's Primary Test Co.                                          Page:   
1 
Time: 10:59 AM                         Salesperson Multiperiod Analysis - Untitled: Temp                            User: 
candy 
                                                          Accumulated 
 
                                -------------------apr 1997------------------- --------------jan 1997-apr 1997------------
--- 
Slsp  Name                             Sales         Cost         G.M.    G.M.%       Sales         Cost         G.M.    
G.M.% 
==========================================================================================================================
===== 
CANDY Candy Simunek                     529-         906-         377    71.3-%    376,692      200,238      176,454    
46.8 % 
JANIE Janie Troutman                      0            0            0     0.0 %     22,896       13,327        9,569    
41.8 % 
                                ------------ ------------ ------------ ------- ------------ ------------ ------------ ----
--- 
                   Report Total         529-         906-         377    71.3-%    399,588      213,565      186,023    
46.6 % 
 
Number of salespersons: 2 
SA Last Posted: 04/22/1997 
 
Legend: 
  G.M. = Gross Margin 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Salesperson Multiperiod Analysis - Untitled: Temp: 
Salesperson         : CANDY, JANIE, MAL, SAF, SSI 
Region              : All 
Branch              : All 
Period              : 01/1997 to 04/1997 
Salesperson Order   : Ascending Name  
Figures             : Sales, Cost, G.Margin, G.Margin% 
Include             :  
Format              : Accumulated 
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How to print the Salesperson Multiperiod Report 
1. Access the Salesperson Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Customer/ Salesperson Report.  .  The system 
displays the Template-Saved Settings dialog box of the Salesperson 
Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Salesperson Multiperiod 

Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.  The 
Sort By options are:  Salesperson and 
Region/Salesperson. 
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Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Salesperson, 
Region, Branch, and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Salesperson Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print salespeople in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each salesperson. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 
 
 
Suppress Blanks Between Slsps checkbox—Indicates you want to eliminate 
blank lines between the salesperson detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
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of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Suppress Blanks Between Items checkbox—Indicates you want to eliminate 
blank lines between the salesperson detail lines. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Salesperson/Item Multiperiod Report 
Using the Salesperson/Item Multiperiod Report, you can print an analytical report 
of salespeople and items from past sales in three different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for each of the periods in the selected 
range along with an accumulated total for each period and a total for the range of 
periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Salesperson/Item Multiperiod Report: 
Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination you selected to start printing on a new page. In the Limit By, select 
the salespeople, items, regions, major categories, vendors, and periods to include 
on the report. Note that the range of periods you select are printed differently 
based on the format you choose for the report. Select the figures to print on the 
report and the report format. If you want to exclude information from the report, 
choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
sales history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  
You can select to print these documents in order by 
any of the available options.  The Sort By options are:  
Saleperson/Item, Saleperson/Major 
Category/Item, Region/Saleperson/Item, 
Region/Saleperson/Major Category/Item, 
Item/Saleperson, Major 
Category/Item/Saleperson, and Major 
Category/Saleperson/Item. 

Include Minor 
Category 

Indicates you want to further sort the reports record in 
the Major Category by Minor Category.  (If you select a 
Sort By setting that includes a Major Category, the 
system displays the Include Minor Category checkbox.)  

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Limit By information may 
be set for:  Salesperson, Item, Region, Major 
Category, Vendor, and Period.  

New Page Indicates you want each sort-by combination category 
to start printing on a new page. 

Salesperson 
Order 

Accesses the Salesperson Order dialog box, which is 
used to indicate whether to print salepeople in 
ascending or descending order, and the order for 
printing the category amounts (sales, cost, etc.) within 
each salesperson. 
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Select Displays the Selection dialog box, which is used to set 
a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
to select filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage 
figures for each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—
Indicates you want to eliminate blank lines between 
the item detail lines. 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can 
select to print the Accumulated, Comparison, or 
Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the 
oldest period in the range you selected in the Limit By 
for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison 
of the same periods one year ago, enter 12 (Jan. 1995 
minus 12 periods equals Jan 1994 and the comparison 
is set for 3 periods; Jan 1994 - March 1994). To get a 
comparison of last quarter (Oct. 1995 - Dec. 1995), 
you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup 
the manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box 
where you can select figures to exclude from the 
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report based on matching criteria that you set up. For 
example, you may want to exclude all warehouses with 
less than $100 in sales in the range of warehouses to 
include. 
 
Print Nonstocks--Determine how non-stock items are 
to be handled for the report. Choose Yes to include 
non-stock items, No to exclude non-stock items, or 
Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to 
print units/quantities in the smallest unit of measure 
instead of the default selling unit of measure. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Salesperson/Item Multiperiod Report  
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Salesperson/Item Multiperiod Report 
The following is a sample of a Salesperson/Item Multiperiod Report. The legend at 
the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/25/1997                               QA's Primary Test Co.                                    Page:     1 
Time: 11:03 AM                 Salesperson/Item Multiperiod Analysis - Untitled: Temp                   User: candy 
                                                    Accumulated 
 
                    -------------------apr 1997------------------- --------------jan 1997-apr 1997--------------- 
Item                       Sales         Cost         G.M.    G.M.%       Sales         Cost         G.M.    G.M.% 
=================================================================================================================== 
Salesperson: ANGIE - Angie Brown 
S100A                    13,461-      12,507-         954-    7.1 %     13,461-      12,507-         954-    7.1 % 
S101                          0            0            0     0.0 %         80           71            9    11.3 % 
S104                          0            0            0     0.0 %        737          758           21-    2.8-% 
S200                          0            0            0     0.0 %         16           17            1-    6.3-% 
S300                          0            0            0     0.0 %      1,927           62        1,865    96.8 % 
S401                          0            0            0     0.0 %         23           20            3    13.0 % 
S700                          0            0            0     0.0 %        988          315          673    68.1 % 
S701                          0            0            0     0.0 %      1,104          658          446    40.4 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
  Salesperson Total      13,461-      12,507-         954-    7.1 %      8,586-      10,606-       2,020    23.5-% 
 
Salesperson: CANDY - Candy Simunek 
031888                        0            0            0     0.0 %     11,449          260       11,189    97.7 % 
70290                       411          293          118    28.7 %        411          293          118    28.7 % 
Ace                           0            0            0     0.0 %      3,953        1,372        2,581    65.3 % 
blanket                       0            0            0     0.0 %     20,378       24,130        3,752-   18.4-% 
bones                         0            0            0     0.0 %        119           46           73    61.3 % 
c100                          0            0            0     0.0 %        874          679          195    22.3 % 
COMP100                       0            0            0     0.0 %        278-         231-          47-   16.9 % 
Finches                       0            0            0     0.0 %     30,048        4,889       25,159    83.7 % 
gouldian                      0            0            0     0.0 %     32,199       33,457        1,258-    3.9-% 
j2item                        0            0            0     0.0 %         85           75           10    11.8 % 
pbbones                   1,411          778          633    44.9 %      1,411          778          633    44.9 % 
quixote                       0            0            0     0.0 %     69,080       46,520       22,560    32.7 % 
S100                          0            0            0     0.0 %      1,793        1,832           39-    2.2-% 
S101                          0            0            0     0.0 %        833          683          150    18.0 % 
S102                      4,821-       4,742-          79-    1.6 %      4,375-       4,286-          89-    2.0 % 
S103                        120          154           34-   28.3-%        709          857          148-   20.9-% 
S104                          0            0            0     0.0 %      1,570        2,005          435-   27.7-% 
S105                      2,313        2,573          260-   11.2-%      2,778        3,090          312-   11.2-% 
S200                          0            0            0     0.0 %        383          377            6     1.6 % 
S201                          0            0            0     0.0 %         72           57           15    20.8 % 
S203                          0            0            0     0.0 %         17           33           16-   94.1-% 
S300                          0            0            0     0.0 %     35,922          396       35,526    98.9 % 
S301                          0            0            0     0.0 %         34           23           11    32.4 % 
S302                          0            0            0     0.0 %        121           58           63    52.1 % 
S400                          0            0            0     0.0 %        240          188           52    21.7 % 
S405                          0            0            0     0.0 %        117           87           30    25.6 % 
S500                          0            0            0     0.0 %     10,932        7,234        3,698    33.8 % 
S501                          0            0            0     0.0 %        108           79           29    26.9 % 
sancho panza                  0            0            0     0.0 %     33,843       16,904       16,939    50.1 % 
um                            0            0            0     0.0 %        325          194          131    40.3 % 
whippet                       0            0            0     0.0 %    120,115       56,733       63,382    52.8 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
  Salesperson Total         566-         944-         378    66.8-%    375,266      198,812      176,454    47.0 % 
 
Salesperson: DEBBI - Debbie Denman 
quixote                       0            0            0     0.0 %        243          156           87    35.8 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
  Salesperson Total           0            0            0     0.0 %        243          156           87    35.8 % 
 
Date: 04/25/1997                               QA's Primary Test Co.                     89-          34-   27.6 % 
c101                          0            0            0     0.0 %         72           63            9    12.5 % 
S100                          0            0            0     0.0 %      8,058        8,019           39     0.5 % 
S101                          0            0            0     0.0 %        348          301           47    13.5 % 
S103                          0            0            0     0.0 %         32           31            1     3.1 % 
S105                          0            0            0     0.0 %         90           97            7-    7.8-% 
S200                          0            0            0     0.0 %         56           54            2     3.6 % 
S201                          0            0            0     0.0 %         88           73           15    17.0 % 
S202                          0            0            0     0.0 %        123           64           59    48.0 % 
S300                          0            0            0     0.0 %      7,596          156        7,440    97.9 % 
S400                          0         
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How to print the Salesperson/Item Multiperiod 
Report 
1. Access the Salesperson/Item Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Customer/ Salesperson/Item Multiperiod Report.   The 
system displays the Template-Saved Settings dialog box of the 
Salesperson/Item Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Salesperson/Item 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the information 
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prints.  You can select to print these documents in 
order by any of the available options.  The Sort By 
options are:  Saleperson/Item, 
Saleperson/Major Category/Item, 
Region/Saleperson/Item, 
Region/Saleperson/Major Category/Item, 
Item/Saleperson, Major 
Category/Item/Saleperson, and Major 
Category/Saleperson/Item. 

Include 
Minor 
Category 

Indicates you want to further sort the reports record 
in the Major Category by Minor Category.  (If you 
select a Sort By setting that includes a Major 
Category, the system displays the Include Minor 
Category checkbox.)  

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Salesperson, Item, 
Region, Major Category, Vendor, and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Salesperson Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print salespeople in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each salesperson. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 
 
Description 1--Print each item’s description 1. 

TakeStock SA   107 



How to print the Salesperson/Item Multiperiod Report Reports 

 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Slsps checkbox—Indicates you want to eliminate 
blank lines between the salesperson detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 
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9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Salesperson/Customer/Item Multiperiod Report 
Using the Salesperson/Customer/Item Multiperiod Report, you can print an 
analytical report of salespeople, customers, and items from past sales in three 
different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
customer number and name, salesperson number and name, item number and 
description, sales, cost, gross margin, gross margin percentage for the last period 
in the selected range along with an accumulated total of all periods in the range 
for you to use as a comparison. For example, you may want to print the 
accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
customer number and name, salesperson number and name, item number and 
description, sales, cost, gross margin, gross margin percentage for the last period 
in the selected range and the last period in the comparison range along with 
accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
customer number and name, salesperson number and name, item number and 
description, sales, cost, gross margin, gross margin percentage for each of the 
periods in the selected range along with an accumulated total for each period and 
a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Salesperson/Customer/Item 
Multiperiod Report: Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by option 
to start printing on a new page. In the Limit By, select the salespeople, items, 
major categories, regions, customers, and periods to include on the report. Note 
that the range of periods you select are printed differently based on the format 
you choose for the report. Select the figures to print on the report and the report 
format. If you want to exclude information from the report, choose the Exclude 
button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
sales history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
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assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By options are:  
Saleperson/Item, Saleperson/Customer, 
Saleperson/Customer/Item, and 
Saleperson/Item/Customer. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Salesperson, Item, Region, Major Category, Customer, 
and Period.  

New 
Page 

Indicates you want each sort-by combination to start printing 
on a new page. 

Salesper
son 
Order 

Accesses the Salesperson Order dialog box, which is used to 
indicate whether to print salepeople in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each salesperson. 

Select Displays the Selection dialog box, which is used to set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to select 
filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
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highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  Available 
Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage figures for 
each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates you 
want to eliminate blank lines between the item detail lines. 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select to 
print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back option 
is available. 
 
Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same periods 
one year ago, enter 12 (Jan. 1995 minus 12 periods equals 
Jan 1994 and the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter (Oct. 1995 - 
Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the 
manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may want 
to exclude all warehouses with less than $100 in sales in the 
range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be 
handled for the report. Choose Yes to include non-stock 
items, No to exclude non-stock items, or Only to print only 
non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print 
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units/quantities in the smallest unit of measure instead of the 
default selling unit of measure. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Salesperson/Customer/Item Multiperiod Report  
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Salesperson Customer Item Multiperiod Report 
The following is a sample of a Salesperson Customer Item Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:31 PM  Slsp./Cust./Item Multipd Analysis - Untitled: Temp   User: leigh 
                                   Accumulated 
 
                    --May 2000-- Jan 00-May 00 
Item                       Sales        Sales 
================================================================================ 
Salesperson: 100   - Bambi Somethingorother 
b0502                         0        4,000  
I102                          0        3,332  
I115                          0      141,969  
i12396                        0        1,162  
PostFreightSA                 0           50  
                    ------------ ------------ 
  Salesperson Total           0      150,513  
                    ------------ ------------ 
       Report Total           0      150,513  
 
Number of salesperson/items: 5 
SA Last Posted: 05/24/2000 
 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Salesperson/Item Multiperiod Analysis - Untitled: Temp: 
Salesperson         : 100, 101, BKS 
Item                : All 
Region              : All 
Major Category      : All 
Customer            : All 
Period              : 01/2000 to 05/2000 
Salesperson Order   : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
Nonstocks           : Yes 
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How to print the Salesperson/Customer/Item 
Multiperiod Report 
1. Access the Salesperson/Customer/Item Multiperiod Report.  The complete path 

is Sales Analysis  Reports  Customer/ Slsp/Customer/Item Multiperiod 
Report.  .  The system displays the Template-Saved Settings dialog box of the 
Slsp/Customer/Item Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the 

Salesperson/Customer/Item Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the 
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information prints.  You can select to print 
these documents in order by any of the 
available options.  The Sort By options are:  
Saleperson/Item, 
Saleperson/Customer, 
Saleperson/Customer/Item, and 
Saleperson/Item/Customer. 

Limit By Limits the information that the system prints 
by selecting specific identifying 
characteristics or a range of identifying 
characteristics.  Limit By information may be 
set for:  Salesperson, Item, Region, 
Major Category, Customer, and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Salesperson Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print salespeople in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each salesperson. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Item checkbox—Indicates you want to eliminate 
blank lines between the item detail lines. 
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8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Warehouse/Item Multiperiod Report 
Using the Warehouse/Item Multiperiod Report, you can print an analytical report of 
warehouses from past sales in three different formats. 

Accumulated-- Choosing the accumulated format prints a report that includes the 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for each of the periods in the selected 
range along with an accumulated total for each period and a total for the range of 
periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Warehouse/Item Multiperiod Report: 
Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination to start printing on a new page. In the Limit By, select the 
warehouses, items, major categories, vendors, product lines, and periods to 
include on the report. Note that the range of periods you select are printed 
differently based on the format you choose for the report. Select the figures to 
print on the report and the report format. If you want to exclude information from 
the report, choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By options are:  
Warehouse/Item, Warehouse/Vendor/Item, 
Warehouse/Major Category/Item, Item/Warehouse, 
Vendor/Item/Warehouse, Vendor/ Warehouse/Item, 
Major Category/Item/Warehouse, Major 
Category/Warehouse/Item, and Item (Warehouses 
combined). 

Include 
Minor 
Category 

Indicates you want to further sort the reports record in the 
Major Category by Minor Category.  (If you select a Sort By 
setting that includes a Major Category, the system displays 
the Include Minor Category checkbox.)  

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Warehouse, Item, Major Category, Vendor, Product 
Line and Period.  

New Page Indicates you want each sort-by combination to start 
printing on a new page. 

Warehouse 
Order 

Accesses the Warehouse Order dialog box, which is used to 
indicate whether to print warehouses in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each warehouse. 

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   
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Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage figures for 
each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates 
you want to eliminate blank lines between the item detail 
lines. 
 
Sale Type—Determines the type of sales to print.  You can 
print total sales, warehouse sales, direct ship sales, or both.  
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select 
to print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back 
option is available. 
 
Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same 
periods one year ago, enter 12 (Jan. 1995 minus 12 periods 
equals Jan 1994 and the comparison is set for 3 periods; 
Jan 1994 - March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in sales 
in the range of warehouses to include. 
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Print Nonstocks--Determine how non-stock items are to 
be handled for the report. Choose Yes to include non-stock 
items, No to exclude non-stock items, or Only to print only 
non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print 
units/quantities in the smallest unit of measure instead of 
the default selling unit of measure. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Warehouse/Item Multiperiod Report  
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Warehouse/Item Multiperiod Report 
The following is a sample of a Warehouse/Item Multiperiod Report. The legend at 
the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/25/1997                               QA's Primary Test Co.                                    Page:     1 
Time: 11:07 AM                  Warehouse/Item Multiperiod Analysis - Untitled: Temp                    User: candy 
                                                    Accumulated 
 
                    -------------------apr 1997------------------- --------------jan 1997-apr 1997--------------- 
Item                       Sales         Cost         G.M.    G.M.%       Sales         Cost         G.M.    G.M.% 
=================================================================================================================== 
Whse: 001 - Atlanta Warehouse 
70290                         0            0            0     0.0 %      1,915          902        1,013    52.9 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
    Warehouse Total           0            0            0     0.0 %      1,915          902        1,013    52.9 % 
 
Whse: 002 - Dallas W/H-San Fran Branch 
70290                       498          354          144    28.9 %        498          354          144    28.9 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
    Warehouse Total         498          354          144    28.9 %        498          354          144    28.9 % 
                    ------------ ------------ ------------ ------- ------------ ------------ ------------ ------- 
       Report Total         498          354          144    28.9 %      2,413        1,256        1,157    47.9 % 
 
Number of warehouse/items: 2 
SA Last Posted: 04/22/1997 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Warehouse/Item Multiperiod Analysis - Untitled: Temp: 
Warehouse           : 001, 002 
Item                : 031888, 70290, bed 
Major Category      : All 
Vendor              : All 
Product Line        : All 
Period              : 01/1997 to 04/1997 
Warehouse Order     : Ascending Name  
Figures             : Sales, Cost, G.Margin, G.Margin% 
Include             :  
Format              : Accumulated 
Nonstocks           : Yes 
Sale Type           : Total 
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How to print the Warehouse/Item Multiperiod 
Report 
1. Access the Warehouse/Item Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Warehouse/Item Multiperiod Report.  .  The system 
displays the Template-Saved Settings dialog box of the Warehouse/Item 
Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Warehouse/Item 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents in 
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order by any of the available options.  The Sort By 
options are:  Warehouse/Item, 
Warehouse/Vendor/Item, Warehouse/Major 
Category/Item, Item/Warehouse, 
Vendor/Item/Warehouse, Vendor/ 
Warehouse/Item, Major 
Category/Item/Warehouse, Major 
Category/Warehouse/Item, and Item 
(Warehouses combined). 

Include 
Minor 
Category 

Indicates you want to further sort the reports 
record in the Major Category by Minor Category.  ( 
If you select a Sort By setting that includes a Major 
Category, the system displays the Include Minor 
Category checkbox.)  

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Warehouse, Item, 
Major Category, Vendor, Product Line and 
Period.  

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Warehouse Order button to access the Warehouse Order dialog 
box, which is used to indicate whether to print warehouses in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each warehouse. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each 
salesperson. 
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Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Item checkbox—Indicates you want to eliminate 
blank lines between the item detail lines. 
 
Sale Type—Determines the type of sales to print.  You can print total sales, 
warehouse sales, direct ship sales, or both. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range 
you selected in the Limit By for the comparison. For example, you set the 
Limit By range to Jan 1995 - March 1995. To get a comparison of the same 
periods one year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 
and the comparison is set for 3 periods; Jan 1994 - March 1994). To get a 
comparison of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this 
option. 
 
 Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock 
items, or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in 
the smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   

TakeStock SA   125 



Major Category Multiperiod Report Reports 

 

Major Category Multiperiod Report 
Using the Major Category Multiperiod Report, you can print an analytical report of 
major item categories from past sales in three different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for the 
last period in the selected range along with an accumulated total of all periods in 
the range for you to use as a comparison. For example, you may want to print the 
accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for the 
last period in the selected range and the last period in the comparison range along 
with accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for each 
of the periods in the selected range along with an accumulated total for each 
period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Major Category Multiperiod Report: 
Untitled dialog box.   

In the Limit By, select the major categories and periods to include on the report. 
Note that the range of periods you select are printed differently based on the 
format you choose for the report. Select the figures to print on the report and the 
report format. If you want to exclude information from the report, choose the 
Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents in 
order by any of the available options.  The Sort By 
option is:  Major Category. 

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Major Category and 
Period.  

Major 
Cat 
Order 

Accesses the Major Category Order dialog box, 
which is used to indicate whether to print categories 
in ascending or descending order, and the order for 
printing the category amounts (sales, cost, etc.) 
within each category. 

Select Displays the Selection dialog box, which is used to 
set a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is 
used to select filter parameters for the highlighted 
Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected 
option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 

TakeStock SA   127 



Major Category Multiperiod Report Reports 

Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage 
figures for each salesperson.  
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can 
select to print the Accumulated, Comparison, or 
Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the 
oldest period in the range you selected in the Limit 
By for the comparison. For example, you set the 
Limit By range to Jan 1995 - March 1995. To get a 
comparison of the same periods one year ago, enter 
12 (Jan. 1995 minus 12 periods equals Jan 1994 
and the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this 
option. 
 
Exclude button—Displays the Exclusions dialog box 
where you can select figures to exclude from the 
report based on matching criteria that you set up. 
For example, you may want to exclude all 
warehouses with less than $100 in sales in the 
range of warehouses to include. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used 
to select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Major Category Multiperiod Report  
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Major Category Multiperiod Report 
The following is a sample of a Major Category Multiperiod Report. The legend at 
the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Time: 10:14 AM        Major Category Multiperiod Analysis - test           User: leigh 
                            Multiperiod 
 
Maj Cat Description                       98 Jan         Feb         Mar        Total 
====================================================================================== 
aqua    Aquarium Supplies       Sales          0          32           0           32  
 
ART     Art work                Sales        366           0          83          449  
 
bird    Bird Supplies           Sales    535,769           0         484      536,253  
 
acces   book accessories        Sales      2,830           0       2,816        5,646  
 
cat     Cat Supplies            Sales         27-        605       1,553        2,131  
 
dog     Dog Supplies            Sales     25,357      20,029       9,620       55,006  
 
Equip   Durables                Sales      1,188      21,599      24,069       46,856  
 
Food    Perishables             Sales     31,172      12,834       2,754       46,760  
 
SHRMP   Shrimp Platter          Sales     25,158      28,009           0       53,167  
 
sup     Supplies                Sales          0           0          75           75  
 
                                      ----------  ----------  ----------  ----------- 
                         Report Sales    621,813      83,108      41,454      746,375  
 
 
Number of major categories: 10 
SA Last Posted: 03/27/1998 
 
Legend: 
  G.M. = Gross Margin 
  Maj Cat = Major Category 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Major Category Multiperiod Analysis - test: 
Major Category      : All 
Period              : 01/1998 to 03/1998 
Major Category Order: Ascending Name  
Figures             : Sales 
Include             :  
Format              : Multiperiod 
 
 

  

TakeStock SA   129 



How to print the Major Category Multiperiod Report Reports 

 

How to print the Major Category Multiperiod 
Report 
1. Access the Major Category Multiperiod Report.  The complete path is Sales 

Analysis  Reports  Major Category Multiperiod Report.  The system displays 
the Template-Saved Settings dialog box of the Major Category Multiperiod 
Report.    

 
2. Select the New, Edit, or Copy button to access the Major Category Multiperiod 

Report:  Untitled dialog box.   

 
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the 
information prints.  You can select to print 

   TakeStock SA 130 



Reports How to print the Major Category Multiperiod Report 

these documents in order by any of the 
available options.  The Sort By option is:  
Major Category. 

Limit By Limits the information that the system prints 
by selecting specific identifying 
characteristics or a range of identifying 
characteristics.  Limit By information may be 
set for:  Major Category and Period. 

4. Select the Major Cat Order button to access the Major Category Order dialog 
box, which is used to indicate whether to print major categories in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each major category. 

5. You can select: 

Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

Profile to display the settings from your user profile for the highlighted Limit 
By option.   

No Limit to reset the Limit By options to All for the selected option.   

6. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 

7. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 

TakeStock SA   131 



How to print the Major Category Multiperiod Report Reports 

For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 

8. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a print, 
an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Bookings Customer Multiperiod Report 
Using the Bookings Customer Multiperiod Report, you can print an analytical report 
of customer detailed order bookings in three different formats: 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an accumulated 
total of all periods in the range for you to use as a comparison. For example, you 
may want to print the accumulated report to show the totals for the current period 
compared to the accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range and the last period in the 
comparison range along with accumulated totals for both the selected range and 
comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
customer number and name, sales, cost, gross margin, and gross margin 
percentage for each of the periods in the selected range along with an 
accumulated total for each period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Customer Multiperiod 
Report: Untitled dialog box.   

Select the order for printing the report and whether you want each customer to 
start printing on a new page. In the Limit By, select the customers, salespeople, 
customer categories, postal codes, and periods to include on the report. Note that 
the range of periods you select are printed differently based on the format you 
choose for the report. Select the figures to print on the report and the report 
format. If you want to exclude information from the report, choose the Exclude 
button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Note: Most of the information that prints on the report comes from past 
history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 

  
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By options are:  Customer, 
Salesperson/Customer, Customer Category/Customer, 
and Postal Code/Customer. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Customer, Customer Alternate Sort, Salesperson, 
Customer Category, Postal Code and Period.  

New Page Indicates you want each customer to start printing on a new 
page. 

Customer 
Order 

Accesses the Customer Order dialog box, which is used to 
indicate whether to print customers in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each customer. 

Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By option.   
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Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each 
customer. 

G. Margin %--Print the gross margin percentage figures for 
each customer. 
 
Bill To’s--Print the individual customers set up for each Bill 
To customer. This option is available only if you selected to 
use Parent (Bill To) customers in AR Control Maintenance. 
 
Ship To’s--Print the individual Ship To customers set up for 
each customer. This option is available only if you selected 
the option to Post Ship To’s in SA Control Maintenance. 
 
Suppress Blanks Between Customers checkbox—
Indicates you want to eliminate blank lines between the item 
detail lines. 
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select to 
print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back 
option is available. 

Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same periods 
one year ago, enter 12 (Jan. 1995 minus 12 periods equals 
Jan 1994 and the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter (Oct. 1995 
- Dec. 1995), you would enter 3 for this option. 

Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in sales 
in the range of warehouses to include. 

OK Saves the new or modified template and exits the screen.   
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Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Bookings Customer Multiperiod Report  
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How to print the Bookings Customer Multiperiod 
Report 
1. Access the Customer Multiperiod Report.  The complete path is Sales Analysis  

Reports  Customer Multiperiod Report.  The system displays the Template-
Saved Settings dialog box of the Customer Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Customer Multiperiod 

Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.  The 
Sort By options are:  Customer, 
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Salesperson/Customer, Customer 
Category/Customer and Postal 
Code/Customer. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Customer, 
Customer Alternate Sort, Salesperson, 
Customer Category, Postal Code and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Customer Order button to access the Customer Order dialog box, 
which is used to indicate to indicates whether to print customers in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each customer. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each customer. 
 
G. Margin %--Print the gross margin percentage figures for each customer. 
 
Bill To’s--Print the individual customers set up for each Bill To customer. This 
option is available only if you selected to use Parent (Bill To) customers in AR 
Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for each customer. 
This option is available only if you selected the option to Post Ship To’s in SA 
Control Maint.. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
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Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Customer Profitability Report 
The Customer Profitability Report allows you to print customer profitability using 
the standard gross margin and extended cost activity, based on the TakeStock 
Customer Profitability data table and the Activity table.  The Use SA Costs for 
Customer Profitability checkbox located on the General View of SA Control 
Maintenance determines whether to use the SA cost instead of the GL cost for the 
cost of sales data captured for the Customer Profitability Report. 

When you run the Customer Profitability Report, the system checks for allocation 
of over 100 percent within all records for each GL account.  If over allocation 
occurs, the following message appears on the screen and on the report, warning 
that over allocation has occurred:  At least one GL Account is allocated for more 
than 100 percent. Update will not be performed.  Over allocated accounts may be 
viewed through Activity Cost Allocation Inquiry in Activity Cost Allocation 
Maintenance. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports and registers in the system.  From this 
dialog box, you can select any of the available templates to run the report.  For 
more information on the Template-Saved Settings dialog box, see the TakeStock 
Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Customer Profitability Report:  
Untitled dialog box. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort 
By 

This defines the sort order in which the report will 
print. This field can be set to print in order by Sort 
by: Branch and Company  

Limit 
By 

You can select to limit the information that appears on 
a report or register, or that is included in an update, 
with choices from the Limit By options.  You can 
select:  Branch, Salesperson, Customer and Customer 
Category.  
For example, if an option to limit by vendors is 
available, you may select to include only a particular 
vendor on a report. When you create a new template, 
the default is No Limits for any of the available Limit 
By options. 

Select Displays the Selection dialog box, which is used to set 
a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
select filter parameters for the highlighted Limit By 
option.   
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Fields, Buttons, Checkboxes, & Icons 

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No 
Limit 

Resets Limit By options to All for the selected option.   

Includ
e 

Select the options to indicate which items to include 
with the report. Select from the following: Activity 
Costs, Customer Activity Counts, and Customer 
Averages. 

Option
s 

Select the options to print on the report.  Select:  As 
of period —to print the Customer Profitability Report 
starting with the period specified.  

Rank Type:  For the Rank Type select Sold To or Bill 
To. 

Prior months History to use—to indicate the 
number of months of history to use on the report.  

You can select to include the following types of recap 
information:  Branch Recap, Sales Rep Recap, or 
Customer Category Recap. 

Enter the ranking percentages for Class A and Class B 
items to include in the report:  Rank A Percentage, 
and Rank B Percentage. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Customer Profitability Report  

Customer Profitability Report Samples 
A set of typical Customer Profitability reports are depicted below: 

 
Date: 01/10/2008                        TakeStock Development with Infor Global Solutions!                               Page:     
1 
Time:  4:30 PM                                Customer Profitability Report - doclink                                    User: 
leigh 
 
Customer   Name                           Slsp  Cat          Sales         Cost       Margin  GM%     Act Cost        Profit   
Rank 
==================================================================================================================================
== 
Branch: 001   001 branch                                                                                                             
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C100       Southeastern Industrial Supply 111   RET            41           39            2    5 %           0            2       
1  
 
    Activity Costs:            Sales  Sls Support       Office        Admin     Handling     Delivery      Storage        Total      
                                  0           0             0            0            0            0            0            0       
 
    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns  Deliv    
Lines 
                             54      36       1       0       2       0       3       3       1       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
                                 14           14            1            1            1            1                                 
 
111        Garret's Test Customer         111   RET             0            0            0    0 %           0            0       
2  
 
    Activity Costs:            Sales  Sls Support       Office        Admin     Handling     Delivery      Storage        Total      
                                  0           0             0            0            0            0            0            0       
 
    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns  Deliv    
Lines 
                             10       0       0       0       0       0       0       0       0       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
                                  0            0            0            0            0            0                                 
 
                                                      ------------ ------------ ------------ ---- ------------  ------------ 
                                         Branch Total          41           39            2    5 %           0            2  
 
    Activity Costs:            Sales  Sls Support       Office        Admin     Handling     Delivery      Storage        Total      
                                  0           0             0            0            0            0            0            0       
 
    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns  Deliv    
Lines 
                             64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
                                 14           14            1            1            0            0                                 
 
                                                      ------------ ------------ ------------ ---- ------------  ------------ 
                                         Report Total          41           39            2    5 %           0            2  
__________________________________________________________________________________________________________________________________
__ 
 
Date: 01/10/2008                        TakeStock Development with Infor Global Solutions!                               Page:     
2 
Time:  4:30 PM                                Customer Profitability Report - doclink                                    User: 
leigh 
 
Customer   Name                           Slsp  Cat          Sales         Cost       Margin  GM%     Act Cost        Profit   
Rank 
==================================================================================================================================
== 
 
Number of customers: 2 
 
Legend: 
Cat = Customer category 
GM% = Gross margin percent 
SOE Ord = Sales Order Entry orders 
Avg Lns = Average number of lines per order/invoice 
GateOrd = Gateway orders (Internet InterLink, EDI, SO Document Import, PDA Field Sales) 
Invcs = Invoices 
Rtn Lns = Return lines 
Deliv Lns = Delivery lines 
Sales/Invc = Average sales per invoice 
Sls/Invc Ln = Average sales per invoice line 
Margin/Invc = Average gross margin per invoice 
Mgn/Invc Ln = Average gross margin per invoice line 
Profit/Invc = Average profit per invoice 
Pro/Invc Ln = Average profit per invoice line 
 
Selections for Report Name - doclink                          : Temp: 
Branch              : 001 
Salesperson         : All 
Customer Category   : All 
Customer            : 111, 121, 134, af55, AlanCust, C100, C101, C102, C103, C104, C105, C105a, C106, C107, C110, C111, C112 
 
As of 12/2007 for 11 previous periods 
Include Activity Costs 
Include Customer Activity Count 
Include Customer Averages 
Rank Type: Sold To 
Rank A <=  80.00% 
Rank B <=  98.00% 
Rank C >   98.00% 
__________________________________________________________________________________________________________________________________
__ 
 
Date: 01/10/2008                        TakeStock Development with Infor Global Solutions!                               Page:     
3 
Time:  4:30 PM                                Customer Profitability Report - doclink                                    User: 
leigh 
 
Customer   Name                           Slsp  Cat          Sales         Cost       Margin  GM%     Act Cost        Profit   
Rank 
==================================================================================================================================
== 
Branch Recap                                                                                                                         
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    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns   Deliv   
Lines 
001 - 001 branch             64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
                        ------- ------- ------- ------- ------- ------- ------- ------- ------- ------- ---- ------- ------- -----
-- 
Total:                       64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
001 - 001 branch                 14           14            1            1            0            0                                 
                        ------------ ------------ ------------ ------------ ------------ ------------                                
Total:                           14           14            1            1            0            0                                 
__________________________________________________________________________________________________________________________________
__ 
 
Date: 01/10/2008                        TakeStock Development with Infor Global Solutions!                               Page:     
4 
Time:  4:30 PM                                Customer Profitability Report - doclink                                    User: 
leigh 
 
Customer   Name                           Slsp  Cat          Sales         Cost       Margin  GM%     Act Cost        Profit   
Rank 
==================================================================================================================================
== 
Sales Rep Recap                                                                                                                      
 
    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns   Deliv   
Lines 
 
001 - 001 branch                                                                                                                     
111   - George Washingt      64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
                        ------- ------- ------- ------- ------- ------- ------- ------- ------- ------- ---- ------- ------- -----
-- 
Total:                       64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
 
001 - 001 branch                                                                                                                     
111   - George Washingt          14           14            1            1            0            0                                 
                        ------------ ------------ ------------ ------------ ------------ ------------                                
Total:                           14           14            1            1            0            0                                 
__________________________________________________________________________________________________________________________________
__ 
 
Date: 01/10/2008                        TakeStock Development with Infor Global Solutions!                               Page:     
5 
Time:  4:30 PM                                Customer Profitability Report - doclink                                    User: 
leigh 
 
Customer   Name                           Slsp  Cat          Sales         Cost       Margin  GM%     Act Cost        Profit   
Rank 
==================================================================================================================================
== 
Customer Category Recap                                                                                                              
 
    Activity Counts:    SOE Ord   Lines Avg Lns GateOrd   Lines Avg Lns   Invcs   Lines Avg Lns Rtn Lns Rtn% Kit Lns   Deliv   
Lines 
 
001 - 001 branch                                                                                                                     
RET   - Category 'RET'       64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
                        ------- ------- ------- ------- ------- ------- ------- ------- ------- ------- ---- ------- ------- -----
-- 
Total:                       64      36       1       0       2       0       3       3       1       0    0       0       0       
0 
 
    Averages:             Sales/Invc  Sls/Invc Ln  Margin/Invc  Mgn/Invc Ln  Profit/Invc  Pro/Invc Ln                                
 
001 - 001 branch                                                                                                                     
RET   - Category 'RET'           14           14            1            1            0            0                                 
                        ------------ ------------ ------------ ------------ ------------ ------------                                
Total:                           14           14            1            1            0            0                                 
__________________________________________________________________________________________________________________________________
__ 
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How to print the Customer Profitability 
Report  

1. Access Customer Profitability Report.  The complete path is Sale 
Orders Reports Customer Profitability Report.  The system displays the 
Template-Saved Settings dialog box of the Customer Profitability Report. 

 

2. Select the New, Edit, or Copy button to access the Customer Profitability Report:  
Untitled dialog box.   
 

 

3. Select settings for Sort By and the Limit By settings for new or modified 
templates.  Use the table below to guide you in your selections. 
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Sort By This defines the sort order in which the report will print. This field can 
be set to print in order by: Branch and Company 

New Page Indicates you want to print each branch on a new page, if the sort 
option of branch is chosen. 

Limit By You can select to limit the information that appears on a report or 
register, or that is included in an update, with choices from the Limit By options. 
You can select:  You can select:  Branch, Salesperson, Customer and 
Customer Category.  For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a report. When you create a 
new template, the default is No Limits for any of the available Limit By options. 

4. You can select: 

Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

Filter to display the Filter Manager dialog box so you can select filter parameters 
for the highlighted Limit By option.   

Profile to display the settings from your user profile for the highlighted Limit By 
option.   

No Limit to reset the Limit By options to All for the selected option.   

5. In the Include section of the form, select the options to indicate which items to 
include with the report.  Select:  Activity Costs, Customer Activity Counts, and 
Customer Averages.  

6. In the Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

As of Period—to print the Customer Profitability Report starting with the period 
specified  

Rank Type:  For the Rank Type select Sold To or Bill To. 

Prior months History to use—to indicate the number of months of history to use on 
the report.  

You can select to include the following types of recap information:  Branch 
Recap, Sales Rep Recap, or Customer Category Recap. 

Enter the ranking percentages for Class A and Class B items to include in the 
report:  Rank A Percentage and Rank B Percentage. 

7. The information for the report and update is complete.  Now, you can select: 

OK to save the current settings as a template. When you select OK, the system 
displays a dialog box where you can name your template.  

Setup to access the Print Setup dialog box where you can change the print or 
update settings as described in the TakeStock Basics manual.  These settings 
determine where the report prints and whether the report is a print, an update, or 
both.   
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Print to print the report without saving your current selections.   

Cancel to print nothing and exit without saving your selections.   

Help to access the online Help for this screen.   
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Bookings Customer/Item Multiperiod Report 
Using the Bookings Customer/Item Multiperiod Report, you can print an analytical 
report of customer and items from past detailed order bookings in three different 
formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
customer number and name, item number and optionally descriptions, sales, cost, 
gross margin, gross margin percentage and units for each of the periods in the 
selected range along with an accumulated total for each period and a total for the 
range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Customer/Item Multiperiod 
Report: Untitled dialog box.   

Select the order for printing the report and whether you want each sort order 
combination you selected to start printing on a new page. In the Limit By, select 
the customers, items, salespeople, customer categories, vendors, and periods to 
include on the report. Note that the range of periods you select are printed 
differently based on the format you choose for the report. Select the figures to 
print on the report and the report format. If you want to exclude information from 
the report, choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
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assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You can 
select to print these documents in order by any of the available 
options.  The Sort By options are:  Customer/Item, 
Customer/Item Category/Item, Customer 
Category/Customer/Item, Salesperson/Customer/Item, 
Salesperson/Customer/Item Category/Item, Postal 
Code/Customer/Item, Item/Customer, Item 
Category/Item/Customer, and Item 
Category/Customer/Item. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Customer, Item, Salesperson, Customer Category, 
Vendor, and Period.  

New Page Indicates you want each sort-by combination to start printing 
on a new page. 

Customer 
Order 

Accesses the Customer Order dialog box, which is used to 
indicate whether to print customers in ascending or descending 
order, and the order for printing the category amounts (sales, 
cost, etc.) within each customer. 

Select Displays the Selection dialog box, which is used to set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to select 
filter parameters for the highlighted Limit By option.   
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Profile Accesses the settings from your user profile for the highlighted 
Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  Available 
Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each customer. 

G. Margin %--Print the gross margin percentage figures for 
each customer. 
 
Bill To’s--Print the individual customers set up for each Bill To 
customer. This option is available only if you selected to use 
Parent (Bill To) customers in AR Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for 
each customer. This option is available only if you selected the 
option to Post Ship To’s in SA Control Maint.. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates you 
want to eliminate blank lines between the item detail lines. 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select to 
print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back option 
is available. 
 
Back--Enter the number of periods back from the oldest period 
in the range you selected in the Limit By for the comparison. 
For example, you set the Limit By range to Jan 1995 - March 
1995. To get a comparison of the same periods one year ago, 
enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get 
a comparison of last quarter (Oct. 1995 - Dec. 1995), you 
would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the 
manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you 
can select figures to exclude from the report based on matching 
criteria that you set up. For example, you may want to exclude 
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all warehouses with less than $100 in sales in the range of 
warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be 
handled for the report. Choose Yes to include non-stock items, 
No to exclude non-stock items, or Only to print only non-stock 
items on the report. 
 
Print Units in Smallest UM—Indicates you want to print 
units/quantities in the smallest unit of measure instead of the 
default selling unit of measure. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Bookings Customer/Item Multiperiod Report  
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Bookings Customer Item Multiperiod Report 
The following is a sample of a Bookings Customer Item Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:36 PM  Bks Customer/Item Multipd Analy - Untitled: Temp     User: leigh 
                         Accumulated 
 
                    --May 2000-- -Jan 2000-May 2000- 
Item                       Sales        Sales 
================================================================================ 
Customer: 111        - Garret's Test Customer 
01BPB                         0            0  
02bpb                         0            3  
bike                          0       11,053- 
Centronic/SCSI-2              0           33  
DX100                         0           20  
I100                          0        2,000  
I101                          0        3,500  
I102                          0        2,381  
I105                          0          732  
NRLbike                       0        8,302- 
Parent1                       0           30  
                    ------------ ------------ 
     Customer Total           0       10,656- 
                    ------------ ------------ 
       Report Total           0       10,656- 
 
Number of customer/items: 11 
SA Last Posted: 02/23/2000 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Bookings Customer/Item Mu - Untitled: Temp: 
Customer            : 111, AbbaDabba 
Item                : All 
Salesperson         : All 
Customer Category   : All 
Vendor              : All 
Period              : 01/2000 to 05/2000 
Customer Order      : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
Nonstocks           : Yes 
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How to print the Bookings Customer/Item 
Multiperiod Report 
1. Access the Bookings Customer/Item Multiperiod Report.  The complete path is 

Sales Analysis  Reports  Bookings Customer/Item Multiperiod Report.  .  The 
system displays the Template-Saved Settings dialog box of the Bookings 
Customer/Item Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Customer/Item Multiperiod 

Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents in 

   TakeStock SA 152 



Reports How to print the Bookings Customer/Item Multiperiod Report 

order by any of the available options.  The Sort By 
options are:  Customer/Item, Customer/Item 
Category/Item, Customer 
Category/Customer/Item, 
Salesperson/Customer/Item, 
Salesperson/Customer/Item Category/Item, 
Postal Code/Customer/Item, Item/Customer, 
Item Category/Item/Customer, and Item 
Category/Customer/Item. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Customer, Item, 
Salesperson, Customer Category, Vendor, and 
Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Customer Order button to access the Customer Order dialog box, 
which is used to indicate whether to print customers in ascending or descending 
order, and the order for printing the category amounts (sales, cost, etc.) for 
each customer. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each customer. 
 
Cost--Print cost figures for each customer. 
 
G. Margin--Print the gross margin figures for each customer. 
 
G. Margin %--Print the gross margin percentage figures for each customer. 
 
Bill To’s--Print the individual customers set up for each Bill To customer. This 
option is available only if you selected to use Parent (Bill To) customers in AR 
Control Maint. 
 
Ship To’s--Print the individual Ship To customers set up for each customer. 
This option is available only if you selected the option to Post Ship To’s in SA 
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Control Maint.. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates you want to eliminate 
blank lines between the item detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Bookings Major Category Multiperiod Report 
Using the Bookings Major Category Multiperiod Report, you can print an analytical 
report of major item categories from past detailed order bookings in three 
different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for the 
last period in the selected range along with an accumulated total of all periods in 
the range for you to use as a comparison. For example, you may want to print the 
accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for the 
last period in the selected range and the last period in the comparison range along 
with accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
major category, sales, cost, gross margin, and gross margin percentage for each 
of the periods in the selected range along with an accumulated total for each 
period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Major Category Multiperiod 
Report: Untitled dialog box.   

In the Limit By, select the major categories and periods to include on the report. 
Note that the range of periods you select are printed differently based on the 
format you choose for the report. Select the figures to print on the report and the 
report format. If you want to exclude information from the report, choose the 
Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents in 
order by any of the available options.  The Sort By 
option is:  Major Category. 

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Major Category and 
Period.  

Major 
Cat 
Order 

Accesses the Major Category Order dialog box, 
which is used to indicate whether to print categories 
in ascending or descending order, and the order for 
printing the category amounts (sales, cost, etc.) 
within each category. 

Select Displays the Selection dialog box, which is used to 
set a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is 
used to select filter parameters for the highlighted 
Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected 
option.   

Include Determines what information to print on the report.  
Available Include choices are:   
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Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage 
figures for each salesperson.  
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can 
select to print the Accumulated, Comparison, or 
Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the 
oldest period in the range you selected in the Limit 
By for the comparison. For example, you set the 
Limit By range to Jan 1995 - March 1995. To get a 
comparison of the same periods one year ago, enter 
12 (Jan. 1995 minus 12 periods equals Jan 1994 
and the comparison is set for 3 periods; Jan 1994 - 
March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this 
option. 
 
Exclude button—Displays the Exclusions dialog box 
where you can select figures to exclude from the 
report based on matching criteria that you set up. 
For example, you may want to exclude all 
warehouses with less than $100 in sales in the 
range of warehouses to include. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used 
to select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Bookings Major Category Multiperiod Report  
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Bookings Major Category Multiperiod Report 
The following is a sample of a Bookings Major Category Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:37 PM  Bks Major Category Multipd Anal - Untitled: Temp     User: leigh 
                         Accumulated 
 
                                --May 2000-- -Jan 2000-May 2000- 
Maj Cat Description                    Sales        Sales 
================================================================================ 
Gmaj    Garret's Major Categ              0      138,293  
HJJ     Herky Jerky Jerky                 0          621  
JESS    KKL;LK                            0      121,725  
bbb     Major Category bbb                0    1,583,845  
aaa     Major Product Catego              0      218,997  
Penta   Penta Description                 0        2,065  
Roof    Roofing Equipment                 0        3,599  
Wood    Wood Major Category               0       23,423  
                                ------------ ------------ 
                   Report Total           0    2,092,568  
 
Number of major categories: 8 
SA Bookings Last Posted: 02/23/2000 
 
Legend: 
  G.M. = Gross Margin 
  Maj Cat = Major Category 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Bookings Major Category Multiperiod - Untitled: Temp: 
Major Category      : All 
Period              : 01/2000 to 05/2000 
Major Category Order: Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
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How to print the Bookings Major Category 
Multiperiod Report 
1. Access the Bookings Major Category Multiperiod Report.  The complete path is 

Sales Analysis  Reports  Bookings Major Category Multiperiod Report.  .  The 
system displays the Template-Saved Settings dialog box of the Bookings Major 
Category Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Bookings Major Category 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the 
information prints.  You can select to print 
these documents in order by any of the 
available options.  The Sort By option is:  
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Major Category. 

Limit By Limits the information that the system prints 
by selecting specific identifying 
characteristics or a range of identifying 
characteristics.  Limit By information may be 
set for:  Major Category and Period. 

4. Select the Major Cat Order button to access the Major Category Order dialog 
box, which is used to indicate whether to print major categories in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each major category. 

5. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

6. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 

7. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
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8. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Bookings Salesperson Multiperiod Report 
Using the Bookings Salesperson Multiperiod Report, you can print an analytical 
report of salespeople and regions from past detailed order bookings in three 
different formats: 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes 
region code and name, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. For example, you may want to print 
the accumulated report to show the totals for the current period compared to the 
accumulated totals of all periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
region code and name, sales, cost, gross margin, and gross margin percentage for 
the last period in the selected range and the last period in the comparison range 
along with accumulated totals for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
region code and name, sales, cost, gross margin, and gross margin percentage for 
each of the periods in the selected range along with an accumulated total for each 
period and a total for the range of periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Salesperson Multiperiod 
Report: Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination you selected to start printing on a new page. In the Limit By, select 
the salespeople, regions, branches and periods to include on the report. Note that 
the range of periods you select are printed differently based on the format you 
choose for the report. Select the figures to print on the report and the report 
format. If you want to exclude information from the report, choose the Exclude 
button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort 
By 

Defines the sort order in which the information prints.  You can 
select to print these documents in order by any of the available 
options.  The Sort By options are:  Salesperson and 
Region/Salesperson. 

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Limit By information may 
be set for:  Salesperson, Region, Branch, and 
Period.  

New Page Indicates you want each sort-by combination to start 
printing on a new page. 

Salesperson 
Order 

Accesses the Salesperson Order dialog box, which is 
used to indicate whether to print salespersons in 
ascending or descending order, and the order for 
printing the category amounts (sales, cost, etc.) within 
each salesperson. 

Select Displays the Selection dialog box, which is used to set 
a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
to select filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
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Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

Margin %--Print the gross margin percentage figures 
for each salesperson. 
 
Suppress Blanks Between Slsps checkbox—
Indicates you want to eliminate blank lines between 
the salesperson detail lines. 
 
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can 
select to print the Accumulated, Comparison, or 
Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 

Back--Enter the number of periods back from the 
oldest period in the range you selected in the Limit By 
for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison 
of the same periods one year ago, enter 12 (Jan. 1995 
minus 12 periods equals Jan 1994 and the comparison 
is set for 3 periods; Jan 1994 - March 1994). To get a 
comparison of last quarter (Oct. 1995 - Dec. 1995), 
you would enter 3 for this option. 

Rollup Manager Sales—Indicates you want to rollup 
the manager’s external sales figures in the report. 

Exclude button—Displays the Exclusions dialog box 
where you can select figures to exclude from the 
report based on matching criteria that you set up. For 
example, you may want to exclude all warehouses with 
less than $100 in sales in the range of warehouses to 
include. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to 
select settings for printing and updating.   

Help Accesses online Help for this screen.   
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See Also 

How to print the Salesperson Multiperiod Report  
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Bookings Salesperson Multiperiod Report 
The following is a sample of a Bookings Salesperson Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:38 PM  Bks Salesperson Multipd Analysi - Untitled: Temp     User: leigh 
                         Accumulated 
 
                                --May 2000-- -Jan 2000-May 2000- 
Slsp  Name                             Sales        Sales 
================================================================================ 
DKS   Daniel K. Simmons                   0          194  
111   George Washington                   0        3,599  
Niki  Niki Doggie                         0        5,358  
SAF   Sally A. Furness                    0       12,637  
                                ------------ ------------ 
                   Report Total           0       21,788  
 
Number of salespersons: 4 
SA Last Posted: 02/23/2000 
 
Legend: 
  G.M. = Gross Margin 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Bookings Salesperson Multiperiod - Untitled: Temp: 
Salesperson         : All 
Region              : All 
Branch              : All 
Period              : 01/2000 to 05/2000 
Salesperson Order   : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
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How to print the Bookings Salesperson 
Multiperiod Report 
1. Access the Bookings Salesperson Multiperiod Report.  The complete path is 

Sales Analysis  Reports  Bookings Customer/ Salesperson Report.  .  The 
system displays the Template-Saved Settings dialog box of the Bookings 
Salesperson Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Bookings Salesperson 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information prints.  
You can select to print these documents in order by any 
of the available options.  The Sort By options are:  
Salesperson and Region/Salesperson. 
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Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a range of 
identifying characteristics.  Limit By information may be 
set for:  Salesperson, Region, Branch, and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Salesperson Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print salespeople in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each salesperson. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G .Margin %--Print the gross margin percentage figures for each salesperson. 
 
 
Suppress Blanks Between Slsps checkbox—Indicates you want to eliminate 
blank lines between the salesperson detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select: 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
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Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a print, 
an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Bookings Salesperson/Item Multiperiod Report 
Using the Bookings Salesperson/Item Multiperiod Report, you can print an 
analytical report of salespeople and items from past detailed order bookings in 
three different formats. 

Each format is detailed below: 

Accumulated-- Choosing the accumulated format prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
salesperson number and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for each of the periods in the selected 
range along with an accumulated total for each period and a total for the range of 
periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Salesperson/Item 
Multiperiod Report: Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination you selected to start printing on a new page. In the Limit By, select 
the salespeople, items, regions, major categories, vendors, and periods to include 
on the report. Note that the range of periods you select are printed differently 
based on the format you choose for the report. Select the figures to print on the 
report and the report format. If you want to exclude information from the report, 
choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    

Note: Most of the information that prints on the report comes from past 
sales history. However, all sales for a customer will print only for the salesperson 
currently assigned to the customer. If a different salesperson was previously 
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assigned to a customer during the periods included on the report, the report will 
reflect all sales for the current salesperson. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  You 
can select to print these documents in order by any of the 
available options.  The Sort By options are:  
Saleperson/Item, Saleperson/Major Category/Item, 
Region/Saleperson/Item, Region/Saleperson/Major 
Category/Item, Item/Saleperson, Major 
Category/Item/Saleperson, and Major 
Category/Saleperson/Item. 

Include 
Minor 
Category 

Indicates you want to further sort the reports record in the 
Major Category by Minor Category.  ( If you select a Sort By 
setting that includes a Major Category, the system displays 
the Include Minor Category checkbox.)  

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Salesperson, Item, Region, Major Category, Vendor, 
and Period.  

New Page Indicates you want each sort-by combination category to 
start printing on a new page. 

Salesperson 
Order 

Accesses the Salesperson Order dialog box, which is used to 
indicate whether to print salepeople in ascending or 
descending order, and the order for printing the category 
amounts (sales, cost, etc.) within each salesperson. 
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Select Displays the Selection dialog box, which is used to set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used to 
select filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each 
salesperson. 

G. Margin %--Print the gross margin percentage figures for 
each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—Indicates 
you want to eliminate blank lines between the item detail 
lines. 

Options Indicates the report format and content.   

Format--Choose the format for the report. You can select 
to print the Accumulated, Comparison, or Multiperiod report 
format. If you choose the Comparison format, the Back 
option is available. 
 
Back--Enter the number of periods back from the oldest 
period in the range you selected in the Limit By for the 
comparison. For example, you set the Limit By range to Jan 
1995 - March 1995. To get a comparison of the same 
periods one year ago, enter 12 (Jan. 1995 minus 12 periods 
equals Jan 1994 and the comparison is set for 3 periods; 
Jan 1994 - March 1994). To get a comparison of last quarter 
(Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the 
manager’s external sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where 
you can select figures to exclude from the report based on 
matching criteria that you set up. For example, you may 
want to exclude all warehouses with less than $100 in sales 
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in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to 
be handled for the report. Choose Yes to include non-stock 
items, No to exclude non-stock items, or Only to print only 
non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print 
units/quantities in the smallest unit of measure instead of 
the default selling unit of measure. 

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is used to select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Bookings Salesperson/Item Multiperiod Report  
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Bookings Salesperson Item Multiperiod Report 
The following is a sample of a Bookings Salesperson Item Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:39 PM  Bks Salesperson/Item Multipd An - Untitled: Temp     User: leigh 
                         Accumulated 
 
                    --May 2000-- -Jan 2000-May 2000- 
Item                       Sales        Sales 
================================================================================ 
Salesperson: DKS   - Daniel K. Simmons 
I115                          0          194  
                    ------------ ------------ 
  Salesperson Total           0          194  
 
Salesperson: 111   - George Washington 
Shingles                      0        3,000  
Tar Paper                     0          600  
                    ------------ ------------ 
  Salesperson Total           0        3,600  
 
Salesperson: Niki  - Niki Doggie 
01                            0        4,945  
I102                          0          121  
I103                          0          293  
I115                          0            0  
                    ------------ ------------ 
  Salesperson Total           0        5,359  
 
Salesperson: SAF   - Sally A. Furness 
9072P                         0        9,844  
I102                          0        2,793  
                    ------------ ------------ 
  Salesperson Total           0       12,637  
                    ------------ ------------ 
       Report Total           0       21,790  
 
Number of salesperson/items: 9 
SA Last Posted: 02/23/2000 
 
Legend: 
  G.M  = Gross Margin 
 
All amounts are rounded to 1.  Rule: Up at .5 
All units on report are in the default selling unit of measure 
 
Selections for Bookings Salesperson/Item Multiperiod - Untitled: Temp: 
Salesperson         : All 
Item                : All 
Region              : All 
Major Category      : All 
Vendor              : All 
Period              : 01/2000 to 05/2000 
Salesperson Order   : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
Nonstocks           : Yes 
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How to print the Bookings Salesperson/Item 
Multiperiod Report 
1. Access the Bookings Salesperson/Item Multiperiod Report.  The complete path is 

Sales Analysis  Reports  Bookings Customer/ Salesperson/Item Multiperiod 
Report.   The system displays the Template-Saved Settings dialog box of the 
Bookings Salesperson/Item Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Bookings Salesperson/Item 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents in 
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order by any of the available options.  The Sort By 
options are:  Saleperson/Item, 
Saleperson/Major Category/Item, 
Region/Saleperson/Item, 
Region/Saleperson/Major Category/Item, 
Item/Saleperson, Major 
Category/Item/Saleperson, and Major 
Category/Saleperson/Item. 

Include 
Minor 
Category 

Indicates you want to further sort the reports record 
in the Major Category by Minor Category.  ( If you 
select a Sort By setting that includes a Major 
Category, the system displays the Include Minor 
Category checkbox.)  

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Salesperson, Item, 
Region, Major Category, Vendor, and Period. 

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Salesperson Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print salespeople in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each salesperson. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 
 
Description 1--Print each item’s description 1. 
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Description 2--Print each item’s description 2 
 
Suppress Blanks Between Slsps checkbox—Indicates you want to eliminate 
blank lines between the salesperson detail lines. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
Rollup Manager Sales—Indicates you want to rollup the manager’s external 
sales figures in the report. 
 
Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Bookings Warehouse/Item Multiperiod Report 
Using the Bookings Warehouse/Item Multiperiod Report, you can print an 
analytical report of warehouses from past detailed order bookings in three 
different formats. 

Accumulated-- Choosing the accumulated format prints a report that includes the 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for the last period in the selected 
range along with an accumulated total of all periods in the range for you to use as 
a comparison. For example, you may want to print the accumulated report to 
show the totals for the current period compared to the accumulated totals of all 
periods to date. 

Comparison-- Choosing the comparison format prints a report that includes the 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units e for the last period in the selected 
range and the last period in the comparison range along with accumulated totals 
for both the selected range and comparison range. 

Multiperiod-- Choosing the multiperiod option prints a report that includes the 
warehouse code and name, item number and description, sales, cost, gross 
margin, gross margin percentage and units for each of the periods in the selected 
range along with an accumulated total for each period and a total for the range of 
periods. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Bookings Warehouse/Item Multiperiod 
Report: Untitled dialog box.   

Select the order for printing the report and whether you want each sort-by 
combination to start printing on a new page. In the Limit By, select the 
warehouses, items, major categories, vendors, product lines, and periods to 
include on the report. Note that the range of periods you select are printed 
differently based on the format you choose for the report. Select the figures to 
print on the report and the report format. If you want to exclude information from 
the report, choose the Exclude button. 

Choosing the Print button on this screen prints the report without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.    
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.  The Sort 
By options are:  Warehouse/Item, 
Warehouse/Vendor/Item, 
Warehouse/Major Category/Item, 
Item/Warehouse, Vendor/Item/Warehouse, 
Vendor/ Warehouse/Item, Major 
Category/Item/Warehouse, Major 
Category/Warehouse/Item, and Item 
(Warehouses combined). 

Include 
Minor 
Category 

Indicates you want to further sort the reports 
record in the Major Category by Minor Category.  
(If you select a Sort By setting that includes a 
Major Category, the system displays the Include 
Minor Category checkbox.)  

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Warehouse, Item, 
Major Category, Vendor, Product Line and 
Period.  

New Page Indicates you want each sort-by combination to 
start printing on a new page. 

Warehouse 
Order 

Accesses the Warehouse Order dialog box, which 
is used to indicate whether to print warehouses in 
ascending or descending order, and the order for 
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printing the category amounts (sales, cost, etc.) 
within each warehouse. 

Select Displays the Selection dialog box, which is used 
to set a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is 
used to select filter parameters for the 
highlighted Limit By option.   

Profile Accesses the settings from your user profile for 
the highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected 
option.   

Include Determines what information to print on the 
report.  Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for 
each salesperson. 

G. Margin %--Print the gross margin percentage 
figures for each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
 
Suppress Blanks Between Items checkbox—
Indicates you want to eliminate blank lines 
between the item detail lines. 
 
Sale Type—Determines the type of sales to 
print.  You can print total sales, warehouse sales, 
direct ship sales, or both.  
 

Options Indicates the report format and content.   

Format--Choose the format for the report. You 
can select to print the Accumulated, Comparison, 
or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the 
oldest period in the range you selected in the 
Limit By for the comparison. For example, you 
set the Limit By range to Jan 1995 - March 1995. 
To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods 
equals Jan 1994 and the comparison is set for 3 
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periods; Jan 1994 - March 1994). To get a 
comparison of last quarter (Oct. 1995 - Dec. 
1995), you would enter 3 for this option. 
 
Exclude button—Displays the Exclusions dialog 
box where you can select figures to exclude from 
the report based on matching criteria that you set 
up. For example, you may want to exclude all 
warehouses with less than $100 in sales in the 
range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock 
items are to be handled for the report. Choose 
Yes to include non-stock items, No to exclude 
non-stock items, or Only to print only non-stock 
items on the report. 
 
Print Units in Smallest UM—Indicates you want 
to print units/quantities in the smallest unit of 
measure instead of the default selling unit of 
measure. 

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the register or report.  

Setup Accesses the Print Setup dialog box, which is 
used to select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Bookings Warehouse/Item Multiperiod Report  

TakeStock SA   181 



Bookings Warehouse Item Multiperiod Report Reports 

Bookings Warehouse Item Multiperiod Report 
The following is a sample of a Bookings Warehouse Item Multiperiod Report. The 
legend at the bottom of the report lists a description of the fields and column title 
abbreviations used. The selections you chose for the report are also listed. 

Date: 04/01/1998                 QA's Primary Test Co.                     Page:     1 
Date: 09/26/2000           TakeStock Development, Inc.               Page:     1 
Time:  3:43 PM   Bookings Warehouse/Item Multiperiod Anal - doc      User: leigh 
                         Accumulated 
 
                    --May 2000-- -Jan 2000-May 2000- 
Item                       Sales        Sales 
================================================================================ 
Whse: Atl - Atlanta - Regional Center, Inc 
b0929                         0          680  
I104                          0        1,197  
pr12193                       0        1,898  
rob3                          0            4  
                    ------------ ------------ 
    Warehouse Total           0        3,779  
                    ------------ ------------ 
       Report Total           0        3,779  
 
Number of warehouse/items: 4 
SA Last Posted: 02/23/2000 
 
Legend: 
  G.M. = Gross Margin 
  UM   = Default Selling Unit of Measure 
 
All amounts are rounded to 1.  Rule: Up at .5 
 
Selections for Bookings Warehouse/Item Multiperiod - doc                              : Temp: 
Warehouse           : Atl 
Item                : All 
Major Category      : All 
Vendor              : 100 
Product Line        : All 
Period              : 01/2000 to 05/2000 
Warehouse Order     : Ascending Name  
Figures             : Sales 
Include             :  
Format              : Accumulated 
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How to print the Bookings Warehouse/Item 
Multiperiod Report 
1. Access the Bookings Warehouse/Item Multiperiod Report.  The complete path is 

Sales Analysis  Reports  Bookings Warehouse/Item Multiperiod Report.  .  
The system displays the Template-Saved Settings dialog box of the Bookings 
Warehouse/Item Multiperiod Report.    

  
2. Select the New, Edit, or Copy button to access the Bookings Warehouse/Item 

Multiperiod Report:  Untitled dialog box.   

  
3. Select settings for Sort By and the Limit By settings for new or modified 

templates.  Use the table below to guide you in your selections. 

Sort By Defines the sort order in which the information prints.  You can 
select to print these documents in order by any of the available 
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options.  The Sort By options are:  Warehouse/Item, 
Warehouse/Vendor/Item, Warehouse/Major 
Category/Item, Item/Warehouse, 
Vendor/Item/Warehouse, Vendor/ Warehouse/Item, 
Major Category/Item/Warehouse, Major 
Category/Warehouse/Item, and Item (Warehouses 
combined). 

Include 
Minor 
Category 

Indicates you want to further sort the reports record in the Major 
Category by Minor Category.  ( If you select a Sort By setting 
that includes a Major Category, the system displays the Include 
Minor Category checkbox.)  

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Limit By information may be set for:  
Warehouse, Item, Major Category, Vendor, Product Line 
and Period.  

4. Select the New Page checkbox if you want each sort-by combination to start 
printing on a new page. 

5. Select the Warehouse Order button to access the Salesperson Order dialog 
box, which is used to indicate whether to print warehouses in ascending or 
descending order, and the order for printing the category amounts (sales, cost, 
etc.) for each warehouse. 

6. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   

7. In the Include section of the form, indicate the information to print on the 
report.   Available Include choices are:   
 
Sales--Print sales figures for each salesperson. 
 
Cost--Print cost figures for each salesperson. 
 
G. Margin--Print the gross margin figures for each salesperson. 
 
G. Margin %--Print the gross margin percentage figures for each salesperson. 
 
Description 1--Print each item’s description 1. 
 
Description 2--Print each item’s description 2 
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Suppress Blanks Between Item checkbox—Indicates you want to eliminate 
blank lines between the item detail lines. 
 
Sale Type—Determines the type of sales to print.  You can print total sales, 
warehouse sales, direct ship sales, or both. 

8. In the Options section of the form, indicate the detail level to print 
Select 
 
Format--Choose the format for the report. You can select to print the 
Accumulated, Comparison, or Multiperiod report format. If you choose the 
Comparison format, the Back option is available. 
 
Back--Enter the number of periods back from the oldest period in the range you 
selected in the Limit By for the comparison. For example, you set the Limit By 
range to Jan 1995 - March 1995. To get a comparison of the same periods one 
year ago, enter 12 (Jan. 1995 minus 12 periods equals Jan 1994 and the 
comparison is set for 3 periods; Jan 1994 - March 1994). To get a comparison 
of last quarter (Oct. 1995 - Dec. 1995), you would enter 3 for this option. 
 
 Exclude button—Displays the Exclusions dialog box where you can select 
figures to exclude from the report based on matching criteria that you set up. 
For example, you may want to exclude all warehouses with less than $100 in 
sales in the range of warehouses to include. 
 
Print Nonstocks--Determine how non-stock items are to be handled for the 
report. Choose Yes to include non-stock items, No to exclude non-stock items, 
or Only to print only non-stock items on the report. 
 
Print Units in Smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure. 

9. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Setup to access the Print Setup dialog box where you can change the print 
or update settings as described in the TakeStock Basics manual.  These 
settings determine where the report prints and whether the report is a 
print, an update, or both.   

• Print to print the report without saving your current selections.   

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Accumulated 
Choosing the accumulated format prints a report that includes (depending on the 
report): 

• The customer number and name, sales, cost, gross margin, and gross 
margin percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The branch and description, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The customer number and name, item number and optionally descriptions, 
sales, cost, gross margin, gross margin percentage and units for the last 
period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. 

• The region code and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The salesperson number and name, item number and description, sales, 
cost, gross margin, gross margin percentage and units for the last period in 
the selected range along with an accumulated total of all periods in the 
range for you to use as a comparison. 

• The customer number and name, salesperson number and name, item 
number and description, sales, cost, gross margin, gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The warehouse code and name, item number and description, sales, cost, 
gross margin, gross margin percentage and units for the last period in the 
selected range along with an accumulated total of all periods in the range 
for you to use as a comparison. 

• The major category, sales, cost, gross margin, and gross margin percentage 
for the last period in the selected range along with an accumulated total of 
all periods in the range for you to use as a comparison. 

For example, you may want to print the accumulated report to show the totals for 
the current period compared to the accumulated totals of all periods to date. 
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Comparison 
• The customer number and name, sales, cost, gross margin, and gross 

margin percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The branch and description, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The customer number and name, item number and optionally descriptions, 
sales, cost, gross margin, gross margin percentage and units for the last 
period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. 

• The region code and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The salesperson number and name, item number and description, sales, 
cost, gross margin, gross margin percentage and units for the last period in 
the selected range along with an accumulated total of all periods in the 
range for you to use as a comparison. 

• The customer number and name, salesperson number and name, item 
number and description, sales, cost, gross margin, gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The warehouse code and name, item number and description, sales, cost, 
gross margin, gross margin percentage and units for the last period in the 
selected range along with an accumulated total of all periods in the range 
for you to use as a comparison. 

• The major category, sales, cost, gross margin, and gross margin percentage 
for the last period in the selected range along with an accumulated total of 
all periods in the range for you to use as a comparison. 
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Multiperiod 
Choosing the Multiperiod option prints a report that includes (depending on the 
report): 

• The customer number and name, sales, cost, gross margin, and gross 
margin percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The branch and description, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The customer number and name, item number and optionally descriptions, 
sales, cost, gross margin, gross margin percentage and units for the last 
period in the selected range along with an accumulated total of all periods 
in the range for you to use as a comparison. 

• The region code and name, sales, cost, gross margin, and gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The salesperson number and name, item number and description, sales, 
cost, gross margin, gross margin percentage and units for the last period in 
the selected range along with an accumulated total of all periods in the 
range for you to use as a comparison. 

• The customer number and name, salesperson number and name, item 
number and description, sales, cost, gross margin, gross margin 
percentage for the last period in the selected range along with an 
accumulated total of all periods in the range for you to use as a 
comparison. 

• The warehouse code and name, item number and description, sales, cost, 
gross margin, gross margin percentage and units for the last period in the 
selected range along with an accumulated total of all periods in the range 
for you to use as a comparison. 

• The major category, sales, cost, gross margin, and gross margin percentage 
for the last period in the selected range along with an accumulated total of 
all periods in the range for you to use as a comparison. 
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Order Dialog Box 
The system displays the Sort Order dialog box when you select the Warehouse 
Order or Customer Order or Salesperson Order button on certain TakeStock 
reports.  Using this dialog box, you can select the order for printing, the category 
that determines the order, and whether the order is for the last period in the 
selected range.  

 You can select 
Ascending or Descending in the first drop-down field.  This determines the print 
order for the records.  In the (unlabelled) Category field you can select Code to 
print in the record number or Name to print record name order.   If you select 
either of these options the For field is not available.  The For field allows you to 
print in order based on the amount (percentage or units) of the Last Period 
Selected or the total amount of all periods in the Selected Period Range. 

Exclusions Dialog Box 
Use the Exclusions dialog box to set exclusions for the information that prints on 
the report. 

In the Limit By for this report, you can select the records to include on the report. 
For the ones selected, you can set exclusions to limit the information that prints 
on the report.  

Using the drop-down boxes, select whether to exclude information for specific 
records, such as warehouses, customers, items, etc. Select the Category for the 
exclusion; sales, cost, GM, GM % or units. Then, select whether the exclusion is 
for the entire range of periods you choose in the Limit By or only for the last 
period in the range. Select the Operator (not equal to, greater than, less than, or 
equal to), and enter the dollar amount, gross margin percentage or number of 
units. 

For example, you may select to print for the range of periods January through 
June. You can set the exclusion so that only the sales (or other category) for 
warehouses (or customers or items) for the last period in the range (June) that 
are greater than $100.00 print on the report. Warehouses with sales less than 
$100 for the period of June will be excluded from the report.  

When your selections for the exclusion are complete, choose the OK button to 
save them and exit. You can also choose Cancel to exit without saving new or 
changed exclusions. 

Entries for this screen 

Exclude Select the records for the exclusion. Based on 
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Entries for this screen 
Where the report you are printing, the records available 

for exclusion will vary. 

Category Select the category for the exclusion. You can 
select to set an exclusion for a Sales amount, 
Cost amount, Gross Margin amount, Gross 
Margin Percentage, or number of Units. The 
option for units may not be available for all 
reports. 

For Select whether the exclusion is for the Last 
Period Selected in the range or periods set in 
the Limit By or for the accumulated total of the 
Selected Period Range. For example, you set 
the range of periods for the report to include Jan 
1998 to June 1998. The exclusion is set to 
exclude sales of less than $100 for customers. If 
you select Last Period Selected, then only 
customers with sales of less than $100 for the 
period of June 1998 are excluded. If you select 
Selected Period Range, then only customers with 
an accumulated total of sales from Jan 1998 to 
June 1998 that are less than $100 are excluded 

Is Select the Operator for the exclusion. You can 
select Greater Than, Less Than, Equal To, or 
Not Equal To. Then, enter the dollar amount, 
gross margin percentage, or number of units for 
the exclusion. 
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Export to MS Excel 
Use the Export to Excel program to export sales analysis information to Microsoft 
Excel. You can include both sales analysis and bookings data (provided your 
company has purchased the bookings solution).  This program provides an easy 
way to put sales analysis information into an Excel workbook so that you can use 
charts, pivot tables and other Excel features to analyze this information. 

When you access this program, the system displays the Template-Saved Settings 
dialog box, which is used by most reports, updates, and registers in the system.  
From this dialog box, you can select any of the available templates to run the 
update.  For more information on the Template-Saved Settings dialog box, see the 
TakeStock Basics manual or the Template-Saved Settings topic in the online Help. 

Tip:  Note that the Setup button on the Template-Saved Settings dialog box is 
unavailable for this program.   

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Export to MS Excel: Untitled dialog 
box.   

 

Choosing the Print button on this screen exports the data without saving your 
current selections. You must choose the OK button to save your selections to a 
new or existing template.  Depending on your system settings, the Update button 
is available on this screen without saving the template. The Update or Print 
function extracts the column data from the appropriate tables, starts an instance 
of Microsoft Excel, and creates a new unnamed workbook. The program places 
column labels in the first row of the worksheet, and then fills the worksheet with 
row information gathered and calculated by the program.  

CONSTRAINTS OR LIMITATIONS 

• Export to MS Excel does not run in the Background Processor or Job 
Stream.  

• The Setup option Print Totals Only is disabled. 
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• You can include data from related tables using a Column Layout Editor. 
However, this method will present fields in tables that are one-join-
removed. You are not able to include a series of joined tables.  

• The Export to MS Excel program must be run on a PC workstation that has 
Microsoft Excel installed. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Type of 
Information 

Select Sales or Bookings to determine which Sort By 
options are available. 

Defines the sort order in which the information 
prints.  You can select to print these documents in 
order by any of the available options.   
 
The Sort By options for Sales are: 

Sort By 

Branch 
Branch/Warehouse 
Customer 
Customer/Shipto (if SA Control Maintenance Post 
By Shipto is enabled) 
Customer/Item 
Customer/Shipto/Item (if SA Control 
Maintenance Post By Shipto is enabled) 
Warehouse/Item 
Major Category 
Salesperson 
Salesperson/Item 
Salesperson/Customer/Item. 

 
The Sort By options for Bookings are: 

Customer 
Customer/Shipto (if SA Control Maintenance Post 
By Shipto is enabled) 
Customer/Item 
Customer/Shipto/Item (if SA Control 
Maintenance Post By Shipto is enabled) 
Warehouse/Item 
Major Category 
Salesperson 
Salesperson/Item 
Salesperson/Customer/Item. 

If you select the Sort By option Warehouse/Item, the 
system displays the Sale Type drop down prompt in 
the template Include section. 
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Fields, Buttons, Checkboxes, & Icons 

Limit By Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Limit By information may 
be set for:  Customer, Item, Branch, Major 
Category, and Period. 

Select Displays the Selection dialog box, which is used to set 
a range for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box, which is used 
to select filter parameters for the highlighted Limit By 
option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   

No Limit Resets Limit By options to All for the selected option.   

Include Determines what information to print on the report.  
Available Include choices are dependant on the Sort By 
options selected and may include:   
 
Sales— Export sales figures for each customer. 
 
Cost— Export cost figures for each customer. 
 
G. Margin— Export the gross margin figures for each 
customer. 
 
G. Margin %— Export the gross margin percentage 
figures for each customer. 
 
Units— Export the units for each customer. 
 
Ship-To’s— Export the ship-to locations for each 
customer.   
 
If you selected the Sort By option Warehouse/Item, 
the system displays:   
Sale Type—Determines the type of sales to export.  
You can print total sales, warehouse sales, direct ship 
sales, or both. 

Print units in smallest UM—Indicates you want to 
print units/quantities in the smallest unit of measure 
instead of the default selling unit of measure. 

Column Layout—Accesses the Column Layout Editor 
dialog box, which is used to select fields for export 
from available fields for the specified Sort By option. 

OK Saves the new or modified template and exits the 
screen.   
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Fields, Buttons, Checkboxes, & Icons 

Cancel Exits the screen without saving any changes.   

Run Extracts the column data from the appropriate tables, 
starts an instance of Microsoft Excel, and creates a 
new unnamed workbook. The program places column 
labels in the first row of the worksheet, and then fills 
the worksheet with row information gathered and 
calculated by the program.  
 
The Update button is available without saving the 
template. 

Help Accesses online Help for this screen.   
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See Also 

Column Layout Editor Dialog Box 

How to export Sales Analysis information to Excel 
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How to export Sales Analysis information to 
Excel 
1. Access the Export to Excel.  The complete path is Sales Analysis  Reports  

Export to Excel.  The system displays the Template-Saved Settings dialog box of 
Export to Excel.    
 

 

2. Select the New, Edit, or Copy button to access the Export to Excel:  Untitled 
dialog box.   
 

 

3. Select settings for Sort By and the Limit By settings for new or modified 
templates.  Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  You can select to print these documents 
in order by any of the available options.   
 
The Sort By options for Sales are: 

Branch 
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Branch/Warehouse 
Customer 
Customer/Shipto (if SA Control Maintenance 
Post By Shipto is enabled) 
Customer/Item 
Customer/Shipto/Item (if SA Control 
Maintenance Post By Shipto is enabled) 
Warehouse/Item 
Major Category 
Salesperson 
Salesperson/Item 
Salesperson/Customer/Item. 

 
The Sort By options for Bookings are: 

Customer 
Customer/Shipto (if SA Control Maintenance 
Post By Shipto is enabled) 
Customer/Item 
Customer/Shipto/Item (if SA Control 
Maintenance Post By Shipto is enabled) 
Warehouse/Item 
Major Category 
Salesperson 
Salesperson/Item 
Salesperson/Customer/Item. 

If you select the Sort By option 
Warehouse/Item, the system displays the Sale 
Type drop down prompt in the template Include 
section. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Limit By 
information may be set for:  Customer, Item, 
Branch, Major Category, and Period.   

4. You can select: 

• Select to display the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

• Filter to display the Filter Manager dialog box so you can select filter 
parameters for the highlighted Limit By option.   

• Profile to display the settings from your user profile for the highlighted 
Limit By option.   

• No Limit to reset the Limit By options to All for the selected option.   
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5. In the Include section of the form, indicate the information to print on the 
report.  Available Include choices are dependant on the Sort By options selected 
and may include:   
 
Sales—Export sales figures for each customer. 
 
Cost—Export cost figures for each customer. 
 
G. Margin—Export the gross margin figures for each customer. 
 
G. Margin %—Export the gross margin percentage figures for each customer. 
 
Units—Export the units for each customer. 
 
Ship-To’s—Export the ship-to locations for each customer.   
 
If you selected the Sort By option Warehouse/Item, the system displays:   
Sale Type—Determines the type of sales to Export.  You can export total sales, 
warehouse sales, direct ship sales, or both. 
 
Print units in smallest UM—Indicates you want to print units/quantities in the 
smallest unit of measure instead of the default selling unit of measure.    
 
Column Layout—Accesses the Column Layout Editor dialog box, which is used 
to select fields for export from available fields for the specified Sort By option.   

6. The information for the report and update is complete.  Now, you can select: 

• OK to save the current settings as a template. When you select OK, the 
system displays a dialog box where you can name your template.  

• Run to extract the column data from the appropriate tables, start an instance 
of Microsoft Excel, and create a new unnamed workbook.   

• Cancel to export nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Column Layout Editor Dialog Box 
The Column Layout Editor used to select fields for export to Excel.  The fields 
available are determined by the Sort By option specified on the Export to Excel 
template.   

 

Selected Fields include key fields associated with the selected Sort By option as 
well as the Include options checked on the Export to Excel template as the default.  
The system automatically selects these types of fields when you first access the 
Column Layout Editor screen.  If you highlight any of the default Selected Fields, 
you can move the selected field up or down in the export order, but you cannot 
remove the default fields.  To remove fields that default from the template 
selections, you should modify the template settings on the Export to Excel 
program. 

Available Fields are use to include related data from joined tables.  You can select 
any of the fields in the Available Fields column to export.  Once you select a field, 
it is moved to the Selected Fields column.  If you remove a field from the Selected 
Fields column, it is moved back to the Available Fields column.  The columns in the 
Column Layout list display in the export file in the same order as you place them 
in the Selected Fields column. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Add Adds the highlighted field in the Available Fields 
column to the Selected Fields column.  The selected 
field no longer displays in the Available Fields 
column. 

Remov
e 

Deletes the highlighted field in the Selected Fields 
column and move it back to the Available Fields 
column. 

Up Moves the selected field up one position in the list.  
You can continue to choose this button until the field 
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Fields, Buttons, Checkboxes, & Icons 
is in the correct position.  Note that if any fields at 
the top of the list are locked, you cannot move other 
fields ahead of them. 

Down Moves the selected field down one position in the list.  
You can continue to choose this button until the field 
is in the correct position. 

Add 
Join 

Displays a + sign and the fields available for joining 
below the original field (with an *) in the Available 
Fields list box. 

Rem 
Join 

Removes the + sign and the fields available for 
joining below the original field (with an *) in the 
Available Fields list box. 

Note:  When joining fields in a layout, it is important 
to aware of performance issues with large tables that 
have more than a few hundred records, such as the 
ITEM TABLE, WAREHOUSE/ITEM TABLE, and other major 
tables.  If the initial columns in the layout are not 
indexed, it may take the system a long time to sort 
and display the information.  If you notice this 
problem with your layout, ask your system 
administrator to help you with the layout. 

OK Saves your field selections and order for export to 
Excel and exits the screen. 

Cancel Exits the screen without saving the current changes. 

Help Accesses online Help for this screen. 

Sort By The sort by option displays from the Export to Excel 
untitled screen. 

Availabl
e Fields 

The available fields for the export display in this 
column in alphabetical order.  To add a field to the 
layout, highlight the field in this column and choose 
the Add button.  The field is added to the end of the 
list in the Selected Fields column and is removed 
from the Available Fields column.  The columns in the 
list will display in the order that you enter them in 
the Selected Fields column. 

Selecte
d Fields 

Selected Fields include key fields associated with the 
selected Sort By option as well as Figures options 
checked on the template as the default.  The system 
automatically selects these types of fields when you 
first access the Column Layout Editor screen.  If you 
highlight any of these types of Selected Fields, you 
can move the selected field up or down in the export 
order, but you cannot remove the default fields.  
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Fields, Buttons, Checkboxes, & Icons 

The fields you select from the Available Fields column 
display this column.  As you add fields, they are 
placed at the end of the list.  The order of the fields 
in this column determines the order in which they 
display on the Lookup list.  You may want to use the 
Up and Down buttons to change the order of the 
fields.  You may also use the Remove button to 
delete a selected (non-default) field from the list and 
place it back in the Available Fields column. 
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Chapter 

5 Maintenances 

 

Maintenances 
 When you first set up Sales Analysis, you will use the maintenance programs to 
select the controls that tailor it for the way your company does business.  

The maintenance selections that are used more frequently are listed on the 
Maintenances menu first. The selections listed on the Maintenances  Setup 
submenu are used when you first set up TakeStock, and only rarely thereafter. 

You can use the maintenances to make changes at any time after you have set up 
TakeStock. However, keep in mind that the changes you make can have a deep 
effect on the information you have developed and on how TakeStock handles the 
information. Changes will affect future transactions, but will not affect any existing 
transactions. You should be very cautious about changing processing options after 
initial set up.  

Each record you add using maintenances is identified with a unique code or key to 
that record. These codes cannot contain leading or trailing spaces. If you enter a 
leading or trailing space, the system will remove it when you save the record. 

Entries for the Maintenances are: 

SA Control 
Maintenance  

Use SA Control Maintenance to enter 
processing controls for the overall 
behavior of Sales Analysis and the other 
modules to which it interfaces. 
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How To Use Maintenances 
It is important that you understand how to use maintenances before you begin 
entering or changing information. All maintenances perform in the same manner, 
so once you learn one maintenance you can easily use any maintenance. 

Maintenance Windows 
Every maintenance opens as a window with common elements. There is a menu 
bar, toolbar, record code or number, and detail fields.  

 

 

 

 

As you work with the maintenances, you will find the icons on the toolbar very 
helpful as a shortcut to selecting options. Each of the icons has a corresponding 
option available from a menu. The following is a sample of a maintenance toolbar 
showing the location of the icon buttons. 

 

 

 

 

 

 

Save Save As Edit 

Delete Reset Go Record 
Lookup 

Record 
Detail 
Field 

Menu Bar 

Record 
Number or 
Code Field 

Toolbar 

Next 
Record 

Previous 
Record 

First Record 
New 

Last 
Record 

Filter List 
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Maintenance Modes 

There are several modes or states in which to work with maintenances. These 
modes are View, Edit, New, and AutoAdd. When you open a maintenance, the 
cursor is in the first field of the record code or number. At this point there is no 
active mode. When you choose a mode, it displays in the title bar as a reference. 

 

 

 

View Mode 

To view an existing record, enter the record code or number and press Enter or 
choose the Go icon button to access the record. You can choose Find  Record 
Lookup or choose the Record Lookup icon button to open the Lookup for locating 
records. The Record buttons (First, Next, Previous, Last) are also available to 
display records. The Filter works in conjunction with the Record buttons by 
defining which records you can view, as described in the TakeStock Basics 
chapter. 

Some maintenances have more than one field in the record code or number. For 
example, Warehouse/Item Maintenance uses both the warehouse code and item 
number as the record code.  

 

Mode Display 

Record Code 
with Multiple 

Fields 
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You must enter a value for both fields in order to access a record. You can use Tab 
to move among the fields in the record code, and then press Enter to access the 
record. 

The View mode is available so you can view the detail of a record without locking 
the record. This allows other users to access the record even though you are 
viewing it. If you edit a record, it is locked from other users. You should make any 
changes and save the record as quickly as possible so you do not interfere with 
the work of other users. 

Edit Mode 

To change an existing record, enter the record code or number and press Enter or 
choose the Go icon button to open the record. Then, choose File  Edit or choose 
the Edit icon button. Make any necessary changes to the record and then choose 
File  Save or choose the Save icon button. The changes for the record are saved, 
and the maintenance returns to the View mode. Before saving, you can choose the 
Reset icon button to remove any changes to the detail since you selected to edit 
the record. 

New Mode 

To add a new record, choose File  New or choose the New icon button. The File 
 New menu option and the New icon button changes to End New. Enter the 

information for the new record and choose File  Save or choose the Save icon 
button. The new record is saved, and the maintenance returns to the View mode. 
You can also choose End New to end without saving the new record. The Reset 
icon button is available to return the detail fields to their default values after you 
have entered new detail. 

AutoAdd Mode 

To add and save multiple records without being placed in View mode, choose 
Options  AutoAdd to toggle the AutoAdd mode as active. You will remain in Add 
mode until you choose File  End New or the End New icon button, or toggle the 
AutoAdd mode off. When the AutoAdd mode is toggled on, you will be in AutoAdd 
mode every time you choose to add a new record. 

Copy a Record 

To copy an existing record, choose File  Save As or choose the Save As icon 
button. A copy of the current record is created with a blank record code or 
number. Enter the code or number for the new record and choose File  Save or 
choose the Save icon button. You may need to add or change some of the detail 
for the new record before saving it. 

Delete a Record 

To delete a record, open the record in either View mode or Edit mode. Then, 
choose File  Delete or choose the Delete icon button. You will be asked to 
confirm that you want to delete the record. 



Maintenances How To Use Maintenances 

 

TakeStock SA  207 

Maintenance Views 
Some maintenances have multiple views for entering or displaying specific details. 
A View menu and a group of View buttons that appear at the bottom of the 
window are both available to access the different detail views. The detail portion of 
the maintenance window changes as you switch views, but the menu, toolbar, 
record number or code fields and View buttons remain the same. You can open or 
add a new record while in any of the views. 

The following is an example of a Customer Maintenance window that uses multiple 
views. This first example is showing the General view. 

 

 

The following example shows how only the detail changes when you select the 
Codes view.  

 

View 
Menu 

Detail Entries 
for Codes 

View 

View 
Buttons 

Detail 
Entries for 
General 

View 
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There are four ways you can select a view. 

• Choose the View button at the bottom of the screen.  

• Select a view from the View menu.  

• From the keyboard, press and hold the Alt key and use the left 
and right arrow keys.  

• From the keyboard, press and hold the Ctrl key and press the 
number that corresponds to the view’s position. For example, 
Ctrl+2 would select Codes and Ctrl+6 would select History. 

Default Values 
Many fields in each maintenance have preset default values. These values appear 
when you choose to add a new record. For fields that often have the same value 
assigned, you may want to set the default value that is used. For example, if all 
customers you enter are assigned to the same price class, you may want to set 
that class as the default value. That class is then assigned to all new customers as 
you add them. 

To assign your own default values, choose Options  Defaults. Then enter and 
save the default values you want to use for all views in the maintenance. 

Maintenance Menus 
All maintenances have a similar menu bar and menu options. Some maintenances 
have additional options beyond those explained here. The additional options that 
are unique to a specific maintenance are discussed in detail in the on-line help. 

View Menu 

The View menu offers options for changing detail views. This menu is available 
only for maintenances that have multiple views. The options on this menu 
correspond to the views available in the maintenance. 

Control Maintenance Toolbar 
The control maintenance toolbar offers shortcuts to the following menu options. 

Button Purpose 

 Edit icon, which makes the entry fields active 
so that you can make changes to an existing 
Control record.  If you are entering a new 
control record, your system will have the New 
icon instead of the Edit icon. 

  Save icon, which saves a new record or save 
the changes to an existing record. 

  Reset icon, which sets all fields to the original 
defaults for a new record and restores all fields 
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to the values when the record was opened for 
an existing record. 

Maintenance Toolbar 
As you work with the maintenance programs, you will find the icons on the toolbar 
very helpful as a shortcut to selecting options.  Each of the icons has a 
corresponding option available from a menu.  

The maintenance toolbar offers shortcuts to certain operations.  You can select to 
use an existing filter, or select any of the following icon buttons: 

Button Purpose 

  New icon, which makes the entry fields active 
so that you can enter a new maintenance 
record.  When the system is in Active mode, the 
purpose of this button changes to End New.  If 
you are editing an maintenance record, your 
system will have the Edit icon instead of the 
New icon. 

  Edit icon, which makes the entry fields active so 
that you can make changes to an existing 
maintenance record.  If you are entering a new 
maintenance record, your system will have the 
New icon instead of the Edit icon. 

 Save icon, which saves a new record or save 
the changes to an existing record. 

  Copy icon, which saves a copy of an existing 
record with a different record code or number. 

  Delete icon, which deletes an existing record. 

  Reset icon, which sets all fields to the original 
defaults for a new record and restores all fields 
to the values when the record was opened for an 
existing record. 

  Go icon, which allows you to view a record that 
matches the entry in the record code or number 
field(s). 

  
Lookup icon, which runs the Lookup for the 
current fields.  For example, if the current field 
is the Warehouse entry, this menu offers the 
Warehouse Lookup.  If the current field is Unit of 
Measure, this menu offers the Unit of Measure 
Lookup.   

Maintain icon, which run the maintenance 
option for the current field.  You can add, 
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  change, or delete records for the current field 
from the appropriate maintenance program. 

  First Record icon, which allows you to view the 
first record in table, using the current filter. 

  Previous Record icon, which allows you to view 
the previous record in table, using the current 
filter. 

  Next Record icon, which allows you to view the 
next record in table, using the current filter. 

  Last Record icon, which allows you to view the 
last record in table, using the current filter. 

SA Maintenances Menu Options 
This section presets the standard menu options that are available from GL 
maintenance programs.  Refer to the menu section of a program for specific menu 
options.  Note that not all selections described below are available for every 
program. 

File 

Menu 
Selection 

Function 

New Adds a new record.  When new is active, 
End New displays here and is available. 

Edit Makes changes to an existing record. 

Save Saves the information for the current 
record. 

Save As Saves the information for the current record 
with a different code or number. 

Delete Deletes the current record. 

Reset Sets the information for the current record 
back to its original state. 

Transfer/Change 
Codes 

Accesses the Transfer/Changes Codes 
dialog box, which is used to change values 
for the record information.  Note this menu 
option only displays for certain 
maintenance programs.  Refer to the 
Transfer/Change Code Dialog Box topic at 
the end of this section for details 

Exit Exits the current program. 
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View  

The View menu offers options for changing detail views. This menu is available 
only for maintenances that have multiple views. The options on this menu 
correspond to the views available in the maintenance. 

Options 

Menu 
Selection 

Function 

Toolbar Toggles the display of the toolbar on and 
off. 

AutoAdd Mode Toggles the AutoAdd mode on or off.  When 
on, you will be in continuous add mode 
each time you select to add a new record. 

Defaults Displays the default record settings on the 
screen. 

User Preferences Opens the Preferences dialog box where 
you can set the status of the Lookup 
window, AutoAdd Mode, and Toolbar each 
time you open the maintenance program. 

System Preferences Accesses the Maintenance Audit Control 
dialog box, which is used to select the fields 
in which you want to track changes for 
audit history.  

Global 

Menu 
Selection 

Functions 

User Profile Accesses your user profile information. 

Note Pad Accesses the Notes dialog box, which is 
used to enter notes for the current user. 

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog box, 
which allows you to move to other 
TakeStock modules and programs. 

Help 

Menu 
Selection 

Functions 

Contents Accesses the online Help table of 
contents. 
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Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

Screen Help Accesses online Help for the current 
screen. 

About TakeStock Displays release, licensing, and support 
information about TakeStock. 

Special Keys Accesses the Special Keys dialog box, 
which lists the function keys for the 
current screen. 
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Transfer/Change Code Dialog Box 
 Use the Transfer/Change Codes dialog box to globally change or transfer code 
values to specific maintenance records defined by a search filter.  You reach this 
dialog box by selecting File Transfer Change/Codes from certain Maintenance 
programs within the TakeStock system.      

For each type of maintenance record that contains this option, the dialog box 
displays all the available types of codes. 

To change a code, double-click the appropriate field in the browser, enter the new 
value, then select OK.  When you have entered new values for all of the desired 
fields, select the Update button on the Transfer/Change Code dialog box.  
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SA Control Maintenance 
Using this maintenance program, you can set up controls for the overall behavior 
of Sales Analysis and the modules to which it interfaces.   

CAUTION. Infor strongly advises that high security be placed on SA Control 
Maintenance Make any changes to processing options with extreme caution. 

When you first open this program, the General view is available. After you enter 
information for this view, select the other views to continue entering control 
information. When you save the control information, it is saved in the SA CONTROL 

TABLE.  There are two views for entering SA control maintenance information:   

• The General view, which is used to enter general parameters that are used 
throughout the SA module as defaults and options. 

• The Commission view, which is used to indicate how commissions are 
handled. 
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SA Control Maintenance General View 
Using this maintenance program, you can set up controls for the overall behavior 
of Sales Analysis and the modules to which it interfaces.  The system stores the 
information maintained through this program by company; it is effective for all 
users who are logged in using the same company.  Using the General view, you 
can enter general parameters that are used throughout the SA module as defaults 
and options. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

For a listing of standard Maintenance icons and buttons, refer to the 
Control Maintenance Toolbar topic at the beginning of the Maintenances 
chapter. 

Current SA 
Period 

The month and year of the current SA period. This date is 
updated by the system each time you run SA End of Period 
Update. 

Last EOP 
Update 

The date of the last SA End of Period Update appears in this 
field. This date is maintained by the system and you cannot 
change it here. 

Last Invoice 
Posting 

This field displays the date when the last Post Invoice to SA 
option was run in Sales Orders. This is a display only field 
and you cannot change it here. 

GL Period The number of periods difference from the current SA 
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Fields, Buttons, Checkboxes, & Icons 
Offset period to the current GL period. The periods in SA generally 

correspond to the periods in GL (with the exception of the 
13th period which is not counted as a true processing 
period). However, these periods may be offset when the 
beginning of the fiscal year is different than that of the 
sales year. For example, if your fiscal year begins in 
October but sales are kept by calendar year, the offset 
would be 3 periods. Valid entries for the offset are 0 to 11 
and –1 through  -11. 

Years History 
Stored 

The number of years (from 2, the minimum, to 99, the 
maximum) to store sales analysis history. 

Round 
Currency To 

Determines the currency amount at which to round when 
printing reports and displaying currency in Sales Analysis 
Inquiry. You can select to round currency to the nearest $1, 
$10, $100, or $1000. 

Round Up Determines how you want rounding up of currency amounts 
to occur when printing reports and displaying currency in 
Sales Analysis Inquiry. You can select to Always round up, 
Never round up, or round up At a specific amount that you 
enter. If you select At, enter the amount at which rounding 
up is to occur. The valid entries are determined by your 
entry for Round Currency To. You can enter from .01 to 
999.99. 

Period 
Descriptions 
Period 1-12 

For each of the 12 SA periods, enter up to 3 characters as a 
description to use on reports. For example, JAN, FEB, MAR, 
APR, etc. 

Post by Ship 
To  

Indicates you want to post by Ship To location within each 
Sold To customer on an invoice. If not selected, all invoices 
post for the Sold To customer only. 

Post MR 
Transactions 

Determines whether MR (Manufacturing Representative) 
documents are posted to the SA module. 

Allow 
Backdating of 
MR Direct 
Invoices 

Determines whether to allow backdating the invoice date of 
MR documents through Direct Invoice Entry for direct 
shipment transactions. 

Post 
Returnable 
Containers to 
Sale 

Determines whether returned container deposits are to post 
to SA sales. 

Use SA Costs 
for Customer 
Profitability 

Determines whether to use SA cost instead of GL cost for 
the cost of sales data captured for the Customer 
Profitability Report. 

Comm Displays the Commissions view of SA Control Maintenance. 



Maintenances SA Control Maintenance General View 

 

TakeStock SA  217 

Menus 

File  Global 

View  Help 

Options   

See Also 

How to set up Sales Analysis Controls  

SA Control Maintenance Commission View  
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SA Control Maintenance Commission View 
Using this maintenance program, you can set up controls for the overall behavior 
of Sales Analysis and the modules to which it interfaces.  The information 
maintained through this program is stored by company; it is effective for all users 
who are logged in using the same company.  Using the Commission view, you can 
set up controls for how commissions are handled. 

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

For a listing of standard Maintenance icons and buttons, refer to the 
Control Maintenance Toolbar topic at the beginning of the Maintenances 
chapter. 

Post In Determines whether to post invoices from Sales Orders in 
Summary (by invoice) or Detail (by invoice by line item). 

Calc Basis Determines whether commissions are to be calculated 
based on the Sales amount or Gross Margin amount. 

Initial Status Determines the status to assign to the initial posting of 
commissions. You can select to have commissions posted 
with a status of Payment Due or On Hold. 

Default Post 
Commissions 
to AP 

Indicates whether to post commissions to accounts payable 
in Summary (by invoice), Detail (by invoice by line item), 
or No (not at all) as the default. 
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Fields, Buttons, Checkboxes, & Icons 

Comm AP 
Due Days 

The number of days from the AP commission invoicing to 
the due date. 

Periods Paid 
Commissions 
Stored 

The number of periods (0 to 99) to store paid commission 
history 

Menus 

File  Global 

View  Help 

Options   

See Also 

How to set up Sales Analysis Controls  

SA Control Maintenance General View  
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How to set up Sales Analysis Controls 
1. Access the SA Control Maintenance program by selecting Maintenances SA 

Control Maintenance from the SA main menu.  The system displays the General 
view of the SA Control Maintenance program.   

  
2. Select the New or Edit icon as necessary. 

3. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.   
 
Refer to the table below for fields, checkbox, and radio button definitions.   

Current SA 
Period 

The month and year of the current SA period. 
This date is updated by the system each time 
you run SA End of Period Update. 

Last EOP Update The date of the last SA End of Period Update 
appears in this field. This date is maintained 
by the system and you cannot change it here. 

Last Invoice 
Posting 

This field displays the date when the last Post 
Invoice to SA option was run in Sales Orders. 
This is a display only field and you cannot 
change it here. 

GL Period Offset The number of periods difference from the 
current SA period to the current GL period. 
The periods in SA generally correspond to the 
periods in GL (with the exception of the 13th 
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period which is not counted as a true 
processing period). However, these periods 
may be offset when the beginning of the fiscal 
year is different than that of the sales year. 
For example, if your fiscal year begins in 
October but sales are kept by calendar year, 
the offset would be 3 periods. Valid entries for 
the offset are 0 to 11 and –1 through  -11. 

Years History 
Stored 

The number of years (from 2, the minimum, 
to 99, the maximum) to store sales analysis 
history. 

Round 
Currency To 

Determines the currency amount at which to 
round when printing reports and displaying 
currency in Sales Analysis Inquiry. You can 
select to round currency to the nearest $1, 
$10, $100, or $1000. 

Round Up Determines how you want rounding up of 
currency amounts to occur when printing 
reports and displaying currency in Sales 
Analysis Inquiry. You can select to Always 
round up, Never round up, or round up At a 
specific amount that you enter. If you select 
At, enter the amount at which rounding up is 
to occur. The valid entries are determined by 
your entry for Round Currency To. You can 
enter from .01 to 999.99. 

Period 
Descriptions 
Period 1-12 

For each of the 12 SA periods, enter up to 3 
characters as a description to use on reports. 
For example, JAN, FEB, MAR, APR, etc. 

Post by Ship To  Indicates you want to post by Ship To location 
within each Sold To customer on an invoice. If 
not selected, all invoices post for the Sold To 
customer only. 

Post MR 
Transactions 

Determines whether MR (Manufacturing 
Representative) documents are posted to the 
SA module. 

Allow 
Backdating of 
MR Direct 
Invoices 

Determines whether to allow backdating the 
invoice date of MR documents through Direct 
Invoice Entry for direct shipment transactions. 

Post 
Returnable 
Containers to 
Sale 

Determines whether returned container 
deposits are to post to SA sales. 

Use SA Costs 
for Customer 

Determines whether to use SA cost instead of 
GL cost for the cost of sales data captured for 
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Profitability the Customer Profitability Report. 

3. Access the Commission view of the SA Control Maintenance screen by selecting 
the Comm button or View Comm from the menu bar.  The system displays the 
Commission view.   

  
4. Enter or modify information for all fields, checkboxes, and radio buttons as 

necessary.  Refer to the table below for fields, checkbox, and radio button 
definitions. 

Post In Determines whether to post invoices from Sales 
Orders in Summary (by invoice) or Detail (by 
invoice by line item). 

Calc Basis Determines whether commissions are to be 
calculated based on the Sales amount or Gross 
Margin amount. 

Initial Status Determines the status to assign to the initial posting 
of commissions. You can select to have commissions 
posted with a status of Payment Due or On Hold. 

Default Post 
Commissions 
to AP 

Indicates whether to post commissions to accounts 
payable in Summary (by invoice), Detail (by invoice 
by line item), or No (not at all) as the default. 

Comm AP 
Due Days 

The number of days from the AP commission 
invoicing to the due date.  

Periods Paid 
Commissions 

The number of periods (0 to 99) to store paid 
commission history 
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Stored 

5. Save your work, and exit the program. 
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Chapter 

6 End of Period 

 
End of Period 

End of Period in Sales Analysis consists of one program, End of Period Update. You should run 
the update at the end of each period to set the controls to begin processing sales history in the next 
period. 

During the update, any paid commissions that are older than the number of periods to store paid 
commissions are removed. If the period is the last period in the year, records older than the 
number of years to store history are removed for the entire oldest year. 

Entries for the End of Period menu are: 

End of Period 
Update 

 

Closes the current period and set controls to begin processing 
for the next period.  You can also remove paid commissions 
that are older than the number of periods to store paid 
commissions and remove records older than the number of 
years to store history for the entire oldest year if the update is 
for the end of a year. 

Chapter Contents  
End of Period .............................................................................225 

End of Period Update .................................................................................. 226 
How to close the end of the period.............................................................. 228 
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End of Period Update 
The company and period for which the update is being run appears at the top of the dialog box. 

The update function changes the following fields in SA Control Maintenance; the Current SA 
Period is set to the next period and the Last EOP Date is set to the date on which the update is run. 
Paid commissions that are older than the number of Periods Paid Commissions Stored are also 
removed (the date up until which commissions are removed displays on the screen as a reference). 
If the period is the last period in the year, records older than the Years History Stored are removed 
for the entire oldest year. 

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Current Company The company for which the update is being run. 

Current Period The period for which the update is being run. 

Paid Commission 
Data 

The date through which commission data has been updated. 

Run In 
Background 

Indicates whether you want to run this update as a background 
process. 

Update Closes the current period and set controls to begin processing for the 
next period 

Cancel Exits the program without running the update 

Help Accesses online Help for this screen.   
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See Also 

How to close the end of the period  
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How to close the end of the period 
1. Access the End of Period Update program.  The complete path is Sales Analysis End of Period  

End of Period Update.  The system displays the End of Period Update screen. 

  

2. The company and period that you are updating appear at the top of the screen as a reference. The 
period for paid commissions that will be removed by the update also appears on the screen.  

3. Select the Run in Background option is you want to run the update in the background while you 
continue working in the foreground.  

4. When the information is complete, you can: 

• Choose Update to begin the end of period update. 

• Choose Cancel if you want to exit without running the update. 
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Chapter 

7 Glossary 
 

 

Commission 

A percentage of a company’s proceeds paid to a salesperson either in addition to or in 
lieu of a salary or wages. 

Commission Status 

Invoices that are posted to Sales Analysis can have one of three statuses; on hold, 
payment due, or paid. On hold means the payment is being withheld from the 
salesperson (usually pending payment of the invoice). Payment due means the 
commission is available to pay and will print as such on the Commission Report. Paid 
means the commission has printed on the Commission Report with a payment due 
status and then was updated to paid.  Paid commissions essentially have a past 
commissions status for history purposes. 

Current 

The reports that print in Sales Analysis use information from current tables, such as the 
CUSTOMER TABLE in AR, as well as SA HISTORY TABLES. For example, when printing the 
Customer Multiperiod Analysis, the customer field is historical because it is stored 
directly in the SA CUSTOMER TABLE. However, the salesperson that prints on the report for 
each customer is determined by the salesperson currently assigned to the customer in 
the AR CUSTOMER TABLE. If a customer switches salespeople, this would not be reflected on 
the report. All sales would appear for the salesperson currently assigned to the 
customer. 

Margin (Gross Margin) 

Your margin or gross margin is your sales (or extended price) less cost. 

Posting 

When you print and update the Daily Sales Register, the invoices do not automatically 
appear (post) in Sales Analysis. Posting is the updating of invoices from the SO Past 
Invoice Tables to the SA History Tables. The option for posting invoices to Sales Analysis 
is available from the Invoicing menu in Sales Orders. 

Offset (of GL period) 

The GL period offset is the number of periods difference between the current SA period 
and the current GL period. The periods in SA may correspond to the periods in GL (with 
the exception of any 13th period which is ignored in SA. However, periods may be offset 
when the beginning of the fiscal (GL) year is different than that of the sales year. For 
example, if the GL year begins in Sept, but the sales are kept by calendar year, then the 
number of periods offset is four. 
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Status (of invoices) 

See Commission Status 
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