
 
 
 
Quick Picture Guide to Everyday Reporting: 
 
Login: 

 
 
Print Sales Totals Report (Food Prep Report #1)– this is a quick summary of the Day’s orders with Sales 
Values displayed. It will tell you the total Individual Lunches you are preparing for the day, Product Totals 
and Sales Value / Revenue for the day. The Products and Options are “disconnected” in this Report as it is 
simply in alphabetical order. 
This report initially presents as a fully summarised report for today’s date but you can alter the date range, 
filter by Category / Payment Method / Class / Menu / Category / Source 
 
 

 
 



 
 

 
 
 
 
 
 



Print Order Items Report – this is a detailed report of the Day’s orders and has NO Sales Values displayed 
 
 

 
This report initially presents as a fully detailed report for today’s date with each individual product ordered 
by Student.  

 
 
 
 
 
 
 
 
 
 



You can filter the Order Items Report by Date / Menu / Source  
Simply clicking on the Green Column Headings will sort that column into alphabetical or numerical order 

 
 
Group by Product check box  

 
Ticking the Group by product checkbox will literally group the products and give you the total number 
ordered of that product – summarise. It will remove all individual Student and Class information as it 
assumes you just want to know the totals not names. 
 

 
 
 
 
 
 
 
 
 
 
 



Group by Product and options 

 
Ticking the “Group by product and options” checkbox will group the products depending on their options.  
In the example below, you can see how many Lasagne’s were ordered with the Water and Small Salad 
combo option and how many without the combo option. Same with the Macaroni & Cheese. 
 
 
 
Filter by Category

 
 
You may find the Order Items useful for particular Categories. You can select any category to sort and then 
press “filter”. The Order Items Report is particularly useful for Products that you “build” or products that 
can be varied by options.  
Examples – Sandwiches / Rolls / Wraps / Salads / Burgers / Toasties….basically any products that you 
customise according to order

 
 
Print Order Items Report or Export to CSV 
 

 
 



 
Print Labels 
 

 
 

 


