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Chapter 26 – Business Performance Summary Reports - 
SUMRPT1  
To run any Business Performance Summary Reports, select the option “Business 
Performance Summary Reports – SUMRPT1” off of the Sales Reports option on the 
Sales Menu. or from any menu press the F10 key and type in “SUMRPT1” and press 
the ENTER key.  You will be prompted for the printer or file pathname.  Press the 
ENTER key to accept the default printer or type in the proper printer number or 
pathname. See Chapter 10 Introduction to Reports for additional information about 
the printer/file pathname screen.  You will now be prompted for “Separate 
Locations”.  Press the ENTER key and accept the default of N for no, see Figure 26-1. 
 

 
Figure 26- 1 Summary Report Screen 

Explanation of Fields on Summary Report Screen 
 
SELECT BY LOC OR LOC GROUPS If you want to select by location(s) or 

location group(s), type “Y” for yes and enter the respective number 
here to 1) SELECT BY LOCATIONS or  2) SELECT BY LOCATION 
GROUPS.  Then choose the option to 1) SELECT BY 10 
LOCS/GROUPS 2) SELECT RANGE OF LOCS/GROUPS.  The report 
will only print information about the requested location(s) or location 
group(s).  Enter up to ten store numbers.  If all stores are needed, 
press ENTER to accept the default of N for no.   

 
STARTING DATE/ENDING DATE Enter the dates for data you want printed on the 

report. 
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PRINT ONLY ACTIVE STORES Entering a Y for yes will print only locations that 
received Rental income during dates selected. 

 
LOCATIONS ON SEPARATE PAGES If you want each store on a separate 

page, enter a Y for yes. 
 
PRINT BY DATE OR STORE Enter D to print by Date or S to print by Store. 
 
PRINT REPORT NBR Select the report number you want to run and press the 

ENTER key, see Figure 26-2 and Figure 26-3.   
 
We will cover three reports in this section that you can run off this option.  The first 
one is the Daily Manager’s Report (Summary Report #8), the Summary Receivables 
Analysis Report (Summary Report #13), and the Sales Cash Balancing Report 
(Summary Report #16). 

Daily Manager’s Report - Summary Report #8 
This cash balance report will make balancing each day’s business much easier for 
your office managers. It will also indicate any posting errors. The amount of 
disbursements becomes a known figure every day so management will know if added 
controls are needed. Each store can get a report like this each day. This is a report 
that management can look at in a glance, every morning, and know exactly what 
occurred at that store on the day or time range selected. 
 
Select #8 Daily Managers Report option for the PRINT REPORT NBR prompt seen in 
Figure 26-2.  Then press the F9 key to get the prompt “Any More Changes: N”, see 
Figure 26-3.  If there are no more changes, press the ENTER key to accept the 
default of N for no.  If changes need to be made before running this report, enter Y 
for yes and make your changes.  Then press the F9 key and when you are ready to 
run this report, take the default of N for no for “Any More Changes:” and run your 
report.  An example report is shown in Figure 26-4. 
 
It is recommended that this report be run as a part of the daily spooler for the store 
and Home Office locations.  The information can be limited to the store only. 
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Figure 26- 2 Summary Report Screen Report Number 8 
 

Figure 26- 3 Summary Report Screen Report #8 Daily Managers Report 
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Figure 26- 4 Summary Resulting Report #8 – End of Day Snapshot 

Summary Receivables Analysis Report - Summary Report #13 
This report shows the amount of receivables added and collected for the transaction 
dates.  This report is an indication of the credit status of each location. 
 
Select #13 Summary Receivables Analysis Report option for the PRINT REPORT NBR 
prompt seen in Figure 26-5.  Then press the F9 key to get the prompt “Any More 
Changes: N”, see Figure 26-6.  If there are no more changes, press the ENTER key 
to accept the default of N for no.  If changes need to be made before running this 
report, enter Y for yes and make your changes.  Then press the F9 key and when 
you are ready to run this report, take the default of N for no for “Any More 
Changes:” and run your report.  An example report is shown in Figure 26-7. 
 
It is recommended that this report be run as a part of the daily spooler for the store 
and Home Office locations.  The information can be limited to the store only. 
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Figure 26- 5 Summary Report Screen Report Number 13 
 

 
Figure 26- 6 Summary Report Screen Report #13 Summary Receivables Analysis 
Report 
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Figure 26- 7 Summary Resulting Report #13 – End of Day Snapshot 

Sales Cash Balancing Report - Summary Report #16 
This report shows the amount of money collected from cash sales in the store(s) for 
the transaction date. 
 
Select #16 Sales Cash Balancing Report option for the PRINT REPORT NBR prompt 
seen in Figure 26-8.  Then press the F9 key to get the prompt “Any More Changes: 
N”, see Figure 26-9.  If there are no more changes, press the ENTER key to accept 
the default of N for no.  If changes need to be made before running this report, enter 
Y for yes and make your changes.  Then press the F9 key and when you are ready to 
run this report, take the default of N for no for “Any More Changes:” and run your 
report.  An example report is shown in Figure 26-10. 
 
It is recommended that this report be run as a part of the daily spooler for the store 
and Home Office locations.  The information can be limited to the store only. 
 

 
Figure 26- 8 Summary Report Screen Report Number 16 
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Figure 26- 9 Summary Report Screen Report #16 Sales Cash Balancing Report 
 

 
Figure 26-10 Summary Resulting Report #16 – End of Day Snapshot 
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