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Navigating the Main Menu

Navigating the Main Menu

The Main Menu is located at the top of the Executive Reportswindow. It contains many of the advanced features that are not
included on the Main Switchboard.

%5 Execulive Reports ]
- Select an Option

File  Edit Insert Records “Window Help

File Edt Maintenance Images  RBeporls  Help
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Navigating the Main Switchboard

Navigating the Main Switchboard

The Main Switchboard is a menu that contains buttons that are linked to the most common tasks in Executive Reports.

B Executive Reports Manager

" EXECUTIVES

MANAGEMENT SYSTEMS i y
- N iy
SY°  Accounts Receivable

| K Deposit/Credit

Click on a button to
perform the task

Click to Exit

the Program

fi You can position the
mouse over each button
to see the keyboard
shortcut.

sh You may also navigate the buttons
on the Main Switchboard using the
Tab and Arrow Directional buttons
on the Keyboard.
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Chapter 1: Daily Reports

Chapter 1: Daily Reports

Use this feature to document the daily financial
transactions of your store.

purP°r

Summary Sales Report by Day

The Summary Sales Report gives you a summary of the sales for the date
specified.

To open the Daily Reports, from the Main Switchboard, click on the Daily
button.

1. Enter the beginning and end period for which you would like to view the
report. To view the report for a single day, enter the same day in both
the Date From and Date To fields.

2. Enter the correct password in the Password field.
Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu
under Password in the System submenu.

3. Select the Summary Sales Report by Day (#1) by clicking the checkbox
beside its name.

4. Select the print icon =1 to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

Daily Repoits

Date From [Dec 21, 2006 To[Dec 21,2006 |
Customer Type -

Password |*
Clear Al @

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Repart

4) Daily Balance and Deposit Report

5) Daily Margin Report

) Detailed Sales Report

7] Detailed Refund Report

8) Detailed Payments Report

9) Bank Deposit Report

10) Summary Sales Tax Report

@ Note: Due to the rounding issue, tax totals on #10 report will be slightly different then other report tax totals

29

—I—I—I—I—I_l_l_l_lgbD

{ To remove any search criteria selected,
press the Clear All button.

Summary Sales Report 1A-1
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Summary Refund Report by Day

The Summary Refund Report lists the amount of money that has been
refunded to your clients on the date specified.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.

1.

Daily Repoits

Enter the beginning and end period for which you would like to view the
report. To view the report for a single day, enter the same day in both the
Date From and Date To fields.

Enter the correct password in the Password field.

Note: If you are unsure of the password for this report, you may find it o o e 200 _Tolbee 21 20|
within Executive (not Executive Reports) in the M aintenance menu under Password [
Password in the System submenu. e 4 @

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Repart

4) Daily Balance and Deposit Report

5) Daily Margin Report

) Detailed Sales Report

7] Detailed Aefund Report

8) Detailed Payments Report

9) Bank Deposit Report

10) Summary Sales Tax Report

Select the Summary Refund Report by Day (#2) by clicking the
checkbox beside its name.

Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

—I—I—I—|—|_|_|_|§ -1

Note: Within Print Preview mode you have the ability to print via the ot D 50t ronding 60, o o o 410 ot i b gty e he e ot
print icon at the top and adjust the page margin properties via the page
setup icon. 2/Q

o
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Summary Payment Report

The Summary Payment Report breaks down sales into types of payment for the
day or period specified.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.
1. Enter the beginning and end period for which you would like to view the e
report. To view the report for a single day, enter the same day in both the
Date From and Date To fields.

2. Enter the correct password in the Password field.
Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu under
Password in the System submenu.

3. Select the Summary Payment Report (#3) by clicking the checkbox
beside its name.

4. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon. £Q

Date From [Dec 21, 2006 To[Dec 21,2006 |
Customer Type -

Password |* Y
Clear Al @

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Repart

4) Daily Balance and Deposit Report

5) Daily Margin Report

) Detailed Sales Report

7] Detailed Aefund Report

8) Detailed Payments Report

9) Bank Deposit Report

10) Summary Sales Tax Report

4 0 M M M e

Note: Due to the rounding issue, tax totals on #10 report will be slightly different then other report tax totals

Summary Payment Report 1C-1



Chapter 1: Daily Reports

Daily Balance and Deposit Report

The Daily Balance and Deposit Report breaks down every single transaction for
the day specified. It also helps determine if the transaction totals in the system
are the same as the actual monies taken in for that day.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.

1. Enter the beginning and end period for which you would like to view the
report.

e

As this is a Daily Balance Report, the beginning date
and end date must be the same.

2. Enter the correct password in the Password field.
Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu under
Password in the System submenu.

3. Select the Daily Balance & Deposit Report (#4) by clicking the
checkbox beside its name.

4. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B8 Daily Reports

Date From |Dec 21, 2006 To[Dec 21, 2006 |

Customer Type -
Password |~
Clear Al

1) Summary Sales & Layaway Report by Day
2] Summary Refund Report by Day

3] Summary Payments Report

4) Daily Balance and Deposit Report

5] Daily Margin Report

6] Detailed Sales Report

7] Detailed Refund Report

8] Detailed Payments Report

9] Bank Deposit Report

10) Summary Sales Tax Report

@ Note: Due to the rounding issue, tax totals on #10 report will ba slightly different then other report tax totals

2Q

o M A o e o

o

N This report should be printed daily.

Daily Balance and Deposit Report 1D-1
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Daily Margin Report

The Daily Margin Report captures a true image of your actual profit. It
displays all sales information as well as gross profit %.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.

Enter the beginning and end period for which you would like to view the
report. Recall that entering the same day in each date field will display the

Daily Margin Report for that specific day only.

Enter the correct password in the Password field.

Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu under

Password in the System submenu.

Select the Daily Margin Report (#5) by clicking the checkbox beside its

name.

Select the print icon =l to print this report or the preview icon @ to

view the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page

setup icon.

Daily Reports

Date From
Customer Type

Password |*

)

e o e i

1
To[Dec 21, 2006

)

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Report

4] Daily Balance and Deposit Report

5) Daily Margin Report

6) Detailed Sales Report

7] Detailed Refund Report

8] Detailed Payments Report

9] Bank Deposit Repart

10] Summary Sales Tax Report

Note: Due to the reunding issue, 1ax tatals on #10 report will be slightly different then other report tax totals

Daily Margin Report 1E-1
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Detailed Sales Report

The Detailed Sales Report displays all sales information for the specified time e
period including invoice number, customer name, total amount as well as the
date and the employee who entered the sale.

This report should be printed daily.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.
Daily Reports
1. Enter the beginning and end period for which you would like to view the
report. Recall that entering the same day in each date field will display the

Daily Margin Report for that specific day only. Q
1
2. Enter the correct password in the Password field. o o e . 08 Tol0er 71 2008
Note: If you are unsure of the password for this report, you may find it Password [ @
within Executive (not Executive Reports) in the M aintenance menu under _Cwwm |

PaSSNOI’ d In the %/Stem Su bmenu . 1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Repart

4) Daily Balance and Depoasit Report

5) Daily Margin Report

B) Detailed Sales Report

7) Detailed Refund Fieport

8) Detailed Payments Report

9) Bank Deposit Report

10] Summary Sales Tax Report

3. Select the Detailed Sales Report (#6) by clicking the checkbox beside its
name.

0 M o M e e

4. Select the print icon Il to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page £1Q

Note: Due to the rounding issue, tax totals on #10 report will be slightly different then other report tax totals

setup icon.
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Detailed Refund Report

The Detailed Refund Report lists a detailed description of the money that has
been refunded to your clients on the date specified including the invoice
number of the refund.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.

1.

Enter the beginning and end period for which you would like to view the
report. To view the report for a single day, enter the same day in both the
Date From and Date To fields.

Enter the correct password in the Password field.

Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu
under Password in the System submenu.

Select the Detailed Refund Report (#7) by clicking the checkbox beside
its name.

Select the print icon Il to print this report or the preview icon @ to
view the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

Daily Reports | x|

Date From (Dec 21, 2006

To[Dec 21,2006 |
Customer Type -
Password |*

Clear All | @

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Report

4] Daily Balance and Deposit Report

5) Daily Margin Report

6) Detailed Sales Report

7] Detailed Refund Report

8] Detailed Payments Report

9] Bank Deposit Repart

10] Summary Sales Tax Report

e o e i

Note: Due to the reunding issue, 1ax tatals on #10 report will be slightly different then other report tax totals

O

&Q il
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Detailed Payment Report by Payment Method

The Detailed Payment Report by Payment Method categorizes all sales by e

payment method displaying the invoice, amount, customer and total amount
for that payment method.

This report should be printed daily.

To open the Daily Reports, from the Main Switchboard, click on the
Daily button.
Daily Reports
1. Enter the beginning and end period for which you would like to view the
report. Recall that entering the same day in each date field will display the
Daily Margin Report for that specific day only.

within Executive (not Executive Reports) in the M aintenance menu under
Password in the System submenu.

3. Select the Detailed Payment Report by Payment Method (#8) by
clicking the checkbox beside its name.

a7 ijj_ljj—l—l

4. Select the print icon =l to print this report or the preview icon @ to

Date From |Dec 21, 2006 To|Dec 21, 2006 Q

2. Enter the correct password in the Password field. Customer Type <
Note: If you are unsure of the password for this report, you may find it e

Clear Al | @

1) Summary Sales & Layaway Report by Day
2) Summary Refund Report by Day

3) Summary Payments Repart

4) Daily Balance and Depoasit Report

5) Daily Margin Report

B) Detailed Sales Report

7) Detailed Refund Fieport

8) Detailed Payments Report

9) Bank Deposit Report

10] Summary Sales Tax Report

VIeW the report prlor to prlntl ng . Note: Due to the rounding issue, tax totals on #10 report will be slighthy different then other report tax totals

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page =)

setup icon.

Detailed Payment Report 1H-1
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Bank Deposit Report

The Bank Deposit Report is used to keep track of all money (cheque, cash,
credit card and debit transactions) that is deposited into your bank account.

To open the Daily Reports, from the Main Switchboard, click on the

Daily Reports

Daily button.

1.

Enter the beginning and end period for which you would like to view the
report.

Enter the correct password in the Password field.

Note: If you are unsure of the password for this report, you may find it
within Executive (not Executive Reports) in the M aintenance menu under
Password in the System submenu.

Select the Bank Deposit Report (#9) by clicking the checkbox beside its
name.

Select the print icon Il to print this report or the preview icon @ to
view the report prior to printing. @

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page &lgl

1
Date From |Dec 21, 2006 To|Dec 21, 2006

Customer Type -
Password |~

Clear All

1) Summary Sales & Layaway Report by Day
2] Summary Refund Report by Day

3] Summary Payments Report

4) Daily Balance and Deposit Report

5] Daily Margin Report

6] Detailed Sales Report

7] Detailed Refund Report

8] Detailed Payments Report

9] Bank Deposit Repart

10) Summary Sales Tax Report

_lg_|_|_|_l—l—l—l_|

Note: Due to the rounding issue, tax totals on #10 report will ba slightly different then other report tax totals

setup icon.

Bank Deposit Report 11-1



Chapter 1: Daily Reports

Summary Sales Tax Report

The Summary Sales Tax Report provides a breakdown of tax amounts for
sales and refunds.

To open the Daily Reports, from the Main Switchboard, click on the

Daily button.
1. Enter the beginning and end period for which you would like to e E
view the report.
2. Enter the correct password in the Password field.
Note: If you are unsure of the password for this report, you may
find it within Executive (not Executive Reports) in the
. . Date From [Dec 21, 2006 To|Dec 21, 2006 |
M aintenance menu under Password in the System submenu. Customer Type 5
Password
3. Select the Summary Sales Tax Report (#10) by clicking the _own | @
checkbox beside its name. I 1) Summary Sales & Lapaway Report by Day
F g} gummaly Eefmd :‘le;urt b:! Day
ummary Fayments FReport
I~ aily Balance and Deposi o
4. Select the print icon I=l to print this report or the preview icon [o] C Sosk Magnhapat
to view the report prior to printing. ™ 7 Detsked Pfnd Rapert
Note: Within Print Preview mode you have the ability to print via GX g%g:;f‘;desjg;ﬂgmm"
the print icon at the top and adjust the page margin properties via 10) Summary Sales Tax Feport
the page Setup icon. @ Note: Due to the rounding issue, tax totals on #10 report will be slightly different then other report tax totals

2Q Uy

Summary Sales Tax Report 1J-1



Chapter 2: Accounts Receivable Reports

Chapter 2: Accounts Receivable Reports
€

P@][F[@@ To view all outstanding customer accounts to I Accounts Receivable Reports
determine amounts owing, as well as deposits, credits,
gift cards and gift certificates available.

Layaway?

Accounts Receivable ReportThe Accounts Receivable Report provides a B g

Customer

breakdown of all accounts Employos

Display Charged S ales Only

including the date of original sale, payment amounts and number of days e iling fckdess (F avalble) 7
since last payment.
1) Accounts Receivable Report
. . . . @ 2] Accounts Receivable [No Credits, Deposits \Gift Cards, Gift Cerificates]
To open the Accounts Receivable Reports, from the Main Switchboard, click B S
on the Accounts Receivable button. T 5)Statement Lete
r E] Crzate Interest [nwoices

1. Enter an accounts receivable ending date in the corresponding box. ngf’)
=

2. Select the Accounts Receivable Report (#1) by clicking the checkbox
beside its name.

3. To print the report, select the print icon =l or to view it prior to printing, ’

410
select the preview icon @ { L - - - -
To view/print accounts receivable information for a

@B@ particular customer, select that customer from the
1 Accounts receivable report #2 provides account

customer drop down list.

information without deposits or gift certificates while

report #3 generates a summary of accounts I | o~

receivable activity. Customer - >
ployes )_ﬂ

turé

Ne To view A/R information of a customer with a zero balance,
select the customer from the customer list. This will list all
previous account activity for that customer.

Accounts Receivable Report 2A-1
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Accounts Receivable Statement Report

The Account Receivable Statement Report generates a statement for an

individual customer and breaks down the amount of money owed plus account

activity.

To open the Accounts Receivable Reports, from the Main Switchboard, click on the

Accounts Receivable button.

1.

2. Select the Statement Report (#4) by clicking the checkbox beside its name.

Rela

Enter the Accounts Receivable ending date in the corresponding input box.

Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

Note: You can generate multiple statement reports for that period or you
can create a statement for an individual customer by selecting that
customer in the customer drop down list.

t,e 0 f@@k

To create a letter for the customer alerting them to money they
may owe on their account use Accounts Receivable report #5.
To use this report follow the instructions outlined above.

B3 Accounts Receivable Reports x|

A/R Ending Date a2z

Statement Details from
Statemnent Details to Dec 27, 2008

Layaway?

Customer Type

Customer

Emplopes

Dizplay Charged S ales Only

Use Eiling Address {if available) [#

O

1] Accounts Receivable Report

2) Accounts Receivable [Mo Credits, Deposits, Giftt Cards, Gift Certifizates)
3] Accounts Receivable Summary

4] Statement

5] Statement Letter

o o o

9

E] Create Interest Invaoices

BlQ U

Accounts Receivable Statement Report 2B-1
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Create Interest Invoices

E3 Accounts Receivable Reports

Executive Reports can calculate interest payments on any outstanding account

via the Create Interest Invoices option.
‘ : l S
To open the Accounts Receivable Reports, from the Main Switchboard, click on [p—
the Accounts Receivable button. Eustener Tupe
Employes
. . . Dizplay Charged Salez Dynly
1. Enter the A/R ending date in the corresponding text box. Use Billng Address i avaiable)
Clear Al |
2. Enter the date to which you would like to view all payment history from in T oot ecchabloRepat -
the Statement Deta] IS FI’ om tEXt bOX - g: izzzz:tz g:z:::g:: [SNunma:;lts Deposits, Gift Cards, Gift Certificates)
r 4] Staternent
. . 5] Staternent Letter
3. Select an Employee (i.e. yourself) from the employee drop down list. @
B] Create |nterest Invoices
4. Select the Create Interest Invoices report (#6) by clicking the checkbox
beside its hame.
&Q S
5. Select the print icon =l or the preview icon @ to generate the interest
. . =]
calculations (both buttons will do the same task).
6. A prompt will appear when the calculations have been completed. Press
OK to return to the A/R reports screen. When you re-run your client A/ Ending Date
statements their interest charge will be added to their account. @ Ssamer Dt o
Layaway?
Customer Type
ﬁ@ 9 @D& Executive Hpols
R@ﬂ@ TO SeIeCt an |ntereSt % for a customer see SeCt'On 2C'2 & Irwnices for Interest Payments were created sucoessfullly
of this manual.
_DK ]

I 7 4] Statement

r 5] Statement Letter

7 ] Create Interest Invoices

Create Interest Invoices 2C-1



Chapter 2: Accounts Receivable Reports

Creating Customer Interest Levels

1. Find the specific customer within Executive (see section 5D-1 of the
Executive User’s Manual if unclear).

2. Select the Tax/Interest Tab on the tab bar.

3. Enter Interest amounts for 30, 60, and 90 days.

“ If an account is over 90 days past due, the interest rate for the
90 days option will apply.

& Customess (2]
Customer Type Do Not Mail [~ Call [~ Input Date [Dec 27 2006 | Last Updated [Dec 27, 2006
M. =][oe 1E__[Black I - ]
Title First Name Initial Last Name Title Spouse Fist Spouse Last

Address1 54 BlackBird Road Refened By |Gadmer, Heidi ~]
Address2 Level A -
City [Guelph - Employee AD -
State [ON -] Zip Code [NTE 488 Source PAPER -
Home [[513) 782.5126 Source Description -
Dffiee J[305) 820-3333 =Y Spouse Office e[ ]
Maly B0 2669 Spouse Mobile
Discount 0.00%] Spouse Fax
E 2 kBrogers.com = Spouse Email | =1l
Gender [ Mad\ -] Language [engiish -1 Spouse Gender -1 Active [7
Customer Information I Tax,)lntgg“l Miscell ‘-l

' pddresses © Fontacts
C Maintenance lokes/Hobbies C Ring Size

Input Dfpartment

c ‘Correspondence © pates © Events © Gift Registry

Category Group Intemnal SKU

 Sales T Sales-Item  wishist

- Groups - Job Bags

Amount Fallow-Up Emp. W P fa

Note

[10K BJACELET VG DIATENNIS .50TW

_#[Dec 27, 2006 Bra# Tennis = 10K Yelow  Joiamond  » [B&FO0004 =] $1,039.00 [Dec 27, 2006] AD M T

_JoH[g

Followup [Wantgfior his dth anniversary with hi

¢ gilfiiend - Jan 14, 2007, crdered one in]
=1 =1

#|Dec 27, 2008] | | | $0.00 [ Dec 27, 2006] | =
Note: ] oH[ ]
__ |Followup |
lﬂ]| Transfer Sale ‘ =

ns:;ﬂl

[ &lq

printLabe -2

I PST Exempt?
I GST Exempt?

Tax Exempt Status |

Customer Information  Tax/Interes] | Miscelaneous |

=l

PST #
GST &

Interest 30 Daps

0.00%]

Interest B0 Daps

0.00%]

Interest 90 Daps

0.00%]

Creating Customer Interest Levels 2C-2
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Chapter 3: Deposit/Credit Reports

2}

Pw][f[@@ Use this feature to display the deposit/credit activity

recorded in Executive Jeweller. L i B

Credit Report

Ciedit Date From [ Dec 27, 2006] To [ Dec 27, 200]
To open the Credit Reports, from the Main Switchboard, click on the Cutomes Ty : -
Deposit/Credit button to open the Deposit/Credit Reports menu. Then, Fament e - @
click on the Credit button. ey et | 2

1. Select the period of time you would like to view the credit report for. [ @
alled

r 1] Credit Repart Det

o . . R r 2] Credit Repart Summary
2. You can also select additional criteria to search for used or returned credits. @

##% Tg run the outstanding credit report, please leave used and returned criteria emply

3. Select the Credit Report (#1) by clicking the checkbox beside its name. This
will give a breakdown of each person’s credit account.

4. If you would like a less detailed report select Credit Report Summary (#2). Jﬁ[lj)
This will give you the client’s information and their total amount on Credit. c)

Note: To run an Outstanding Credit Report, please leave the Used and Returned
criteria empty.

5. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

Credit Report 3A-1
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Deposit Report

To open the Deposit Reports, from the Main Switchboard, click on the
Deposit/Credit button to open the Deposit/Credit Reportsmenu. Then,
click on the Deposit button.

1. Select the period of time you would like to view the deposit report for.

2. You can also select additional criteria to search for used or returned deposits.

3. Select the Deposit Report (#1) by clicking the checkbox beside its name.
This will give you a breakdown of each person’s Deposit account.

4. If you would like a less detailed report select Deposit Report Summary (#2).
This will give you the client’s information and their total amount on Credit.

Note: To run an Outstanding Credit Report, please leave the Used and Returned
criteria empty.

5. Select the print icon =2 to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B Deposit Reports

ad

1

Aalafa)a]s

Customer Tppe
Payment Method O
Dizplap O Balances? |MNo
Clezr 41 @

Depasit Date Fram Dec 27. ZUUE| To | Dec 27, EUUE|
Uszed?
¥ {jDieposi epart Detaiied”

Customer hd
Returned?
r 5 Drepostt Report 5 ummary

*# T run the outstanding deposit report, please leave used and returned criteria emply

Deposit Report 3B-1
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Chapter 4: Customer Reports

35
P@]UJ[@ Customer Reports allows you to maintain a
complete knowledge base of your customers for

informational purposes, promotional targeting, and
other useful sales strategies.

Customer Report

The Customer Report gives a list of customers within the database. You can
use the different reports and the search criteria to pinpoint a specific target
area.

To open the Customer Reports, from the Main Switchboard, click on the
Customer button to open the Customer Reports menu. Then click on the
Customer s button.

1. Enter the search criteria for your customer search such as Level, City, or
Customer Type.

2. Select the appropriate report you would like generated by clicking the box to
the left of the name.
Note: Reports 7 through 9 can generate labels based on that report. For a
more detailed description on generating labels see page 4A-2.

Rﬁ Report #6 (Customer Export) will export a text file to the
path specified in the Export Path field. By default, it is
set to C:\Executive\.

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

B3 Customer Reports

Password [ |
Input From |TU| | Customer Source - I
Customer ;l Source Description ;l
Level - Referred By ;l
Custorner Type -~ Do Mat Mail? (No -~
Language - Do Mat Call? (Mo -
Citg - Gender -
State - Aclive? -
Zip Code
Emplayee -
Clear 4l |
@ r 1] Customers by Emplopee u 7] Labels - Both [Avery HE160]
r 2] Customer List u 8] Labels - Customer Onlp [Awvery #5160]
r 3] Customer Ligt - Shart r 9] Labels - Spouse Only [Avery HE160]
r 4] Customer Referrals Label Start Position |
I 5] Customer Source List
I E] Customer Export
E=port Path: |C.\Execulive\ |

ad?

Not?

It is advantageous to export a customer list to import
it into Word or Excel for mail merges, etc. For
instructions on how to integrate this powerful feature,
see Chapter 20: Importing into Other Programs.

Customer Report 4A-1
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Creating Labels

Executive Reports can create printable labels based on the report that has been
generated.

To open the Customer Reports, from the Main Switchboar d, click on the
Customer button to open the Customer Reports menu. Then click on the
Customer s button.

1. Generate the report in the same manner described in section Customer
Report 4A-1.

2. Click the corresponding label you would like printed. Some will generate
a customer name or a spouse name, or both.
Note: All of the labels used in Executive Reports are formatted to print to
the Avery #5160 label.

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

4. Note: You can specify a starting point to where your labels will start

on the label page. Enter the numeric value in the L abel Start Position field or,

5. Click the “...” button and visually pick the label start position. The
grayed out areas indicate where a label will not be printed.

3“ The labels will print the customer’s name and
addresses as entered in Executive Jeweller.

B3 Customer Reports

Passwerd ]

Input Fram
Customer
Level
Customer Type
Language

City

State

Zip Code
Employes

0
[To]

~1

Clear Al |

1) Customers by Employee l'

r
r 2] Custorner List

I 3] Customer List - Short

r 4] Customer Referrals

r 5] Customer Source List

r

Exy

B) Customer Export

Customer Source - I

Source Description

Fieferred By

Lel]

Do Not Mail? [Mo
Do Nat Call? Mo
Gender
Active?

aafa]e

7] Labels - Bath [Awvern #5160]
8] Labels - Customer Only [&Avery 85160)
9] Labels - Spouse Only [Avery HE160]

Label Start Puslljn-r

sport Path: [C\Esecutive’,

]|

Label - Start Position

1 2 3
[] 5 E
7 a 4
10 1l 12
13 14 15
16 17 18
iE] 20 il
22 23 24
25 26 2
28 29 a0
I Q¢

Customer Labels 4A-2
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Inactive Customer Report

B Inactive Customer Report

The Inactive Customer Report displays all customers whom have not made a Passuord ] 1
purChase Wlthln a SpECIfIC perIOd Of tlme Mat active From |Dec 27, 2008 Ta|Dec 27, 2006 Employee v|
Input Fram To Customer Source -
. . . Tatal Sales From Ta Source Description -
To open the Customer Reports, from the Main Switchboard, click on Customer = Do Nt M [ = =
the Customer button to open the Customer Reports menu. Then click T z BRRENEETR W -
! uzstomer Type - Gender -
on the Customer - | nactive button. Language - Aclive? -
City -
Frovince -
1. Enter the appropriate search criteria, the most useful will be the Posta Coce oo |

Not Active Since date field. This will display all inactive
customers from the date specified until the current date (as
specified by your system’s CPU).

@7 1] Inactive Customers

2] Labels - Bath [Awvery H5160]
3] Labels - Customer Only [Asvery #5160)
4] Labels - Spouse Only [Awvery #5160)

e Label Start Position _I
5] Export To Text File
To check the system date, click on the Start Menu Export Path: [C:lExecutivel
and scroll to Settings — Control Panel. Within the
Control Panel double click the Date/Time icon.

|

~

&Q

2. Select the Inactive Customer Report (#1).
Note: You can also print customer-mailing labels (for instructions see
section 4A-2) and export the report to a text file. By default, the text file
will be exported to the Executive folder on your local drive
(C:\Executive\). However, you can change the destination location by
entering a new path in the Export Path field.

3. Select the print icon =l to print this report or the preview icon
to view the report prior to printing.

Inactive Customer Report 4B-1
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Customer Correspondence Report

The Customer Correspondence Reports allows you to view correspondence
details for cutomers.

To open the Customer Reports, from the Main Switchboard, click on
the Customer button to open the Customer Reports menu. Then click
on the Customer -Correspondence button.

1. Enter the appropriate criteria for the search. Key information
would include the time period when the correspondence has
taken place.

2. Select the Customer Correspondence List Report (#1). The
label reports will print the correspondence list you created on a
Avery #5160 labels sheet.

3. Select the print icon =l to print this report or the preview icon

to view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

8 Customer Correspondence Reports

Passvor ] 1
Contacted From 1To]
Customer Created From Tol |
City -

State: -
Employee -

Clear 4| I
Q;r 1) Customer Correspondence List

™ 2) Labels - Both [Avery #5160)
™ 3) Labels - Customer Only (Avery #5160)
r 4) Labels - Spouse Only (Avery #5160)

Label Start Posiion [T | =]

aef™

Customer Correspondence Report 4C-1
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Customer Dates Report

The Customer Birthday/Anniversary Report lists customers dates based on
input within Executive. It is recommended that you enter in as much client
information as possible to take full advantage of these reports and the features
within Executive (see Section 5A-1 Managing Customer sin the Executive
User’sManual for a more detailed discussion).

To open the Customer Reports, from the Main Switchboard, click on
the Customer button to open the Customer Reports menu. Then click
on the Customer — Dates button.

1. Enter the type of date you wish to view (i.e. Birthday or
Anniversary) from the Date Type drop down list.

2. Select the Date List Report (#1).
Note: You can also export the report to a text file (option #2).
By default, the text file will be exported to the Executive folder
on your local drive (C:\Executive\). However, you can change
the destination location by entering a new path in the Export
Path field.

3. Select the print icon =l to print this report or the preview icon
@ to view the report prior to printing.

o TS

To add an important date to the Dates List see
Modifying Customer Menus 1D-5 in the Executive
User’'s Manual.

REl2

E3 Customer Date Repoits

Password I:l
Date Type - 1
‘rear From T’oj\'/
Morth -
Actusl Day -
Actual Year -
Emplayes -
Custamer ;l
Customer Type -
Language -
Do Mot Mail? Mo -
Da Mot Call? Mo -
Gender -
Active? -
I ' 3 Labels - Both [Awary H5160]

™ "5 Tiate List fby date]
™ 3) Date List [by date]

O,

m
m
-

4] Labels - Custamer Only [Awvery #5160]
5] Labels - Spouse Only [Avery BE160]

Label Start Pasition _I

E] Export To Text File

Expart Path: |C:1,E><acut|ve1,

Customer Dates Report 4D-1
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Customer Events Report

B Customer Event Reports

The Customer Event Report lists customers that have been assigned to a

specific event based on individual store setup.
Pagsword :l @
Ewent Date From To
{ a Customer | | ;I
i ¥ . . . Customer Type -
To see more on adding customer events in Executive, refer O o =
H 1 Language -
to the Executive User’'s Manual page 1D-4. Sihvici =
Do Mot Call? [No -
Gender -
Active? -
To open the Customer Reports, from the Main Switchboard, click on _crn |
the Customer button to open the Customer Reports menu. Then click - W Casiama ot
on the Customer - Event button. - b Cotanr By v, 45160

4] Labels - Spousze Only [fAvery #5160]

- . . . . Label Start Position _|
1. Define your search by entering the required filters in the text ) Expoit To Test Fil

bOXeS Export Path: ‘C:\Executivei

2. Select the Customer Events Report (#1). %ﬁ

Note: You can also print customer-mailing labels (for instructions see section 4A-
2) and export the report to a text file. By default, the text file will be exported to
the Executive folder on your local drive (C:\Executive\). However, you can
change the destination location by entering a new path in the Export Path field.

9

Select the print icon Il to print this report or the preview icon @ to view the report
prior to printing.

Customer Events Report 4E-1
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Customer Group Report

The Customer Group Report lists customers that have been assigned to a specific & Customer Group Reports
goup or category based on individual store setup. ”
Input Between And
Z a ’ Customer | | =
PP Lewel -
D To see more on adding customer groups in Executive, refer Customet Type -
. ) Customer Group -
to the Executive User’'s Manual page 1D-4. Bt e 2
Cit -
Stat: ~
Zip Code
Employee -
Language -
To open the Customer Reports, from the Main Switchboar d, click on the DoNattfai? o c
. Clive -
Customer button to open the Customer Reports menu. Then click on the
Customer - Group button. @r [Go |
1] Customer Group List

r 2] Labels - Customer by Group [Avery #5160]

3. Define your search by entering the required filters in the text boxes. ke S PTositLan_l;l
spart 1o | ext File

Expart: Path: |C:\E><ecutive\

4. Select the Customer Group List Report (#1). @
Note: You can also print customer-mailing labels (for instructions see
section 4A-2) and export the report to a text file. By default, the text file EJQ

will be exported to the Executive folder on your local drive (C:\Executive\).
However, you can change the destination location by entering a new path
in the Export Path field.

5. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

Customer Group Report 4F-1
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Customer Merge Report

The Customer Merge Report displays information on customers that have been
merged together within Executive. Recall: merging a customer refers to
combining the information of one customer with that of a second, whereby the
first is the only customer to retain his/her name in the database.

To open the Customer Reports, from the Main Switchboard, click on
the Customer button to open the Customer Reports menu. Then click
on the Customer — Mer ge button.

1. Use the text boxes to narrow down your search criteria by
customer, customer type, when the customers were merged, etc.
Note: By leaving all the fields blank, you will generate a report
of all the customers that have been merged in the system.

2. Select the Customer Merged Report (#1).
Note: You can also export the report to a text file. By default,
the text file will be exported to the Executive folder on your
local drive (C:\Executivel). However, you can change the
destination location by entering a new path in the Export Path
field. You can also print all of the report to Avery labels (#2-
#4).

3. Select the print icon =l to print this report or the preview icon
to view the report prior to printing.

For more on merging customers see page 14L-1 in
the Executive User’s Manual.

B9 Customer Merge Reports x|

Password Cl
Date Merged From To

Customer ~]
Level
Customner Type
City
State
Employes
Do Not Mail? [No

Clear Al
1) Customers Merged

2] Labels - Both [Avery #5160)
3) Labels - Customer Only [Avery #5160)
4) Labels - Spouse Only [Avery #5160)

Label Start Posiion [

8) Export To Text File
Export Path; [C:\Executivel

afalafefa]s

mimin i

-

=le] Ity
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Customer Notes Report

The Customer Notes Report provides the user with a list of all notes created for
each customer by employees. These notes could be information about customers
such as hobbies, future sale information, an alternate address/phone number, email
address, etc.

To open the Customer Reports, from the Main Switchboard, click on the
Customer button to open the Customer Reports menu. Then click on the
Customer Notes button.

1. Select the date range for which you would like to view these notes. You
can also view the report for a single customer by selecting a customer
from the drop down list or by using any of the other available search
criteria.

2. Select the Customer Notes Report (#1).
Note: You can also print customer-mailing labels (for instructions see
section 4A-2) and export the report to a text file. By default, the text file
will be exported to the Executive folder on your local drive
(C:\Executive\). However, you can change the destination location by
entering a new path in the Export Path field.

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.

B Customer Mote Reports

Maote Date From |Tn‘ | Q)

Custamer i |
Customer Type
Emplayes
Nate Subject
Language

Do Nat Mail? (Mo
Active?

@ Clear Al |
™ Clstomer Hotes
r 2] Custamer Mailing Labels [fAawery #5160)
Label Start Position |1 |

r 3] Expaort To Text File
Expork Path: |C:\Executwa'l,

alafaa]]

24
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Customer Wish List/Preferred Item Report

B3 Customer Wizh List Reports

The Customer Wish List/Preferred Item Report displays both customer and
item information that has been entered in the Wish List tab in the customer

profile in Executive Jeweller (see below). FD”DWPZZS:Z: [E— . oot _
Amount Between And Language -
To open the Customer Reports, from the Main Switchboard, click on @ P From and - D -
the Customer button to open the Customer Reports menu. Then click Customer Type S Gender S
. . Drepartmert - Active? -
on the Customer —Wish List button. Category = Intermal SKU B
Group - List Type “wish List T Prefered Item
; ; Employee - Display V! ™ Mordnvoiced Items
1. Select the customer you would like to view the report for or a e 1|
other search criteria such as customer group. B ——
r 2] Labels - Both [&very #5160)
2. a) Select the type of report you would like to view (either Wish R Rl
LISt or Prdaraj |tem) Label Start Position _I
b) Select the Customer Wish/Preferred List Report (#1). u ?XED’LTL-.T&-T\?{EFi':cumex
Note: You can also export the report to a text file. By default, =
the text file will be exported to the Executive folder on your
local drive (C:\Executive\). However, you can change the
destination location by entering a new path in the Export Path = M
field.
3. Select the print icon = to print this report or the preview icon Qo { For a more detailed description of the Wish List tab,

view the report prior to printing. refer to page 5B-3 in the Executive User’s Manual.

Customer Information | Tax/Interest | Miscellaneous |

" Addresses " Contacts ® Correspondence " pates { Ewvents T Gife Registry C Groups C 3Job Bags
: " Maintenance Notes/Hobbies ® Ring Size " sales © Sales - Item (: Wishlistj
|nput Department Category Group Intermal SKU Amount Follow-Up Emp. W P
B [Dec 28, 2006] ] A | =~ ~|  $0.00 [Dec 28, 2006] - |

Note oH| |
Followup

Customer Wish List/Preferred Item Report 41-1
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Top Customer Report

The Top Customer Report displays those customers that have the highest total

sale amount during the dates specified in the Sold From fields. By default, it

is set to return the top customers from all the sales you performed since using

Executive. The report is sorted in descending order with the customer

spending the most at the top of the list. B Top Customers Reports

To open the Customer Reports, from the Main Switchboard, click on the L I Gender 3|
Customer button to open the Customer Reports menu. Then click on the Top P e S e -
Customer button. e From To Empkryes =
Prict Behaonn And Supplesr =
Sales Between And Drexpenrirmesnd b
1. Select the number of top customers you would like to view for the R v vvied - ) -
report. inichude Do Mot Cal? i - Customer Type =
Oy Masing List > Lewved v
Clear il
2. Ensure that the dates in the Sold From fields are the dates desired for @
the report. e
F 2) Teg Custimer Lkt - Both (Avery #S160)
3. Select any other search criteria you would like for the report. B e e
. ™ 5) Bxport To Teot Fils
4. Select the Top Customer List Report (#1). Export Pat [C Exeouteret

Note: You can also print customer-mailing labels (for instructions see
section 4A-2) and export the report to a text file. By default, the text o
file will be exported to the Executive folder on your local drive

(C:\Executive\). However, you can change the destination
location by entering a new path in the Export Path field.

5. Select the print icon =l to print this report or the preview icon
@ to view the report prior to printing.

Top Customer Annual Report

Top Customer Report 4J-1
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The Top Customer Annual Report displays those customers that have the
highest total sale amounts for the ending year specified. Also, for comparison
purposes, the report will display those customers’ spending for the previous
two years. The results are sorted alphabetically by the customer’s last name.

To open the Customer Reports, from the Main Switchboard, click on
the Customer button to open the Customer Reports menu. Then click
on the Top Customer - Annual button.

1.

Select the number of top customers (annual) you would like to
view for the report.

Ensure that the Ending Y ear is correct for the report you would
like to generate.

Select any other search criteria you would like for the report.

Select the Top Customer Annual Analysis Report (#1).

Note: You can also export the report to a text file. By default,
the text file will be exported to the Executive folder on your
local drive (C:\Executivel). However, you can change the
destination location by entering a new path in the Export Path
field.

Select the print icon =l to print this report or the preview icon
@ to view the report prior to printing.

N The Top Customer Annual and Top Customer reports may generate
different results. This is because the Annual report is only looking at
sales made by the customer in the past year, whereas the Top
Customer report looks at the sum of sales over several years.

B3 Top Customers Annual Reports B4
Top a0 2
Ending Year | 2006

Employee -

Do Mat Mail? Mo -

Do Mat Call? Mo -
Gender - 3

Clear Ml

1) Top Customer Annual Analpsis
r 2) Export To Text File
Export Path: |C:'(Executwe'l,

é@@ IS

Top Customer Annual Report 4K-1
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Chapter 5: Inventory Reports

€

P@][F[@@ Inventory Reports make at-a-glance viewing of N The gross margin information within these reports is now password
existing inventory items easy and manageable. protected. If the correct password is not entered in the password field,
the report will generate but will exclude all financial information.

Inventory Report

The Inventory Report allows you to view inventory levels and details based on S-S A _‘Q =
specific search criteria such as supplier, department, category, and more. Price Bitwesn And Gencer s
i Dt From £ Consiment? -
To open the Inventory Reports, from the Main Switchboard, click on the Departma poon (22 - e -
I nventory button to open the Inventory Reports menu. Then click on the Department - @ on Layaway? -
I nventory button. s : - -
Product fuucpaﬁ::; 5 [ Mo Product Location _ Cera |

1. Enter the correct password in the Password field.

General Supplier

Note: If you do not enter in a password, the report generated will not I 43 inventary Report by Department I 43 Inventary Report by Department

. . - - r 21 Inventory Report by Cetegory r 27 Inventory Repott by Cetegory

include details such as cost prices and margins. 2 TRy e oy e ] ) ity sy s

4] Inventory Report by tem I 43 Inventory Report by tem
R R R . R 51 Inventory Report by kem (by price) r 51 Inventory Report by kem (by Price)
2. Use the various categories of this report to search for the inventory item ) Inventary Report by ftem (ay SKL) I By inventory Report by ftem (ay Supplier Styie)
. . 71 Inventory Report by kem (by SHU, Mo Description) r 71 Inventory Report by kem Chy Supplier Style wi Serial #)
that meets your needs (e.g. All engagement rings priced between $1000 8) Inventary Report by fem (Negatives) I &) inventory Report by Supplier by tem
r 9) Inventary Naotes Repott by Supplier by fem

and $2000 or all items by supplier X).

107 Duplicate Supplier Style Mumber List

i
r
i
i
r 9) Inventory Report by Product Location
i
i
r
Ex|

117 &dministration Inventory Report sFmT)aIL!\’femory PR BT
. . . 12) Invertory Export
3. Select the appropriate report by checking the appropriate checkbox. port Path: [CExecuivel | 2ty S Sy

9

4 o

4. Select the print icon =l to print this report or the preview icon @ to

view the report prior to printing. @B&
Note: Within Print Preview mode you have the ability to print via the H@ () ?@
print icon at the top and adjust the page margin properties via the page R{

. The Inventory Wholesale reports function in a similar way
setup icon.

and is intended for our wholesale clients who use
Executive Jeweller.

Inventory Report 5A-1
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Inventory Charts

B Inventory Charts

The Inventory Charts allows you to obtain a pie graph of the current inventory

levels. 1
Price Between And |
. . . Lacation |Guelph -
To open the Inventory Reports, from the Main Switchboar d, click on the Department s
Inventory button to open the Inventory Reports menu. Then click on the R — [ o Product Location

Inventory Charts button. Supplier 3
Product Location -
Gender -
1. Enter the criteria for your inventory chart. i -

Include 0 0On Hand? (Mo

2. Select the Current Inventory Levels chart (#1).
Clear Ml |
3. Select the print icon =l to print this report or the preview icon @ to @r ’

- - T Current [nventory Levels
view the report prior to printing. e

—— _ B0 3) b
You can set up the chart information by choosing Chart

Setup under the Maintenance menu, and changing the
settings under Stock Type Charts.

B3 Chart Setup !E[

Budget Charts

FPercentage

o] el

Stock Type Charts

Fast Seller Davys a0
Slow Seller Davs 150

2ld Stock Days
Mew Stock Days

O]

Inventory Charts 5B-1



Chapter 5: Inventory Reports

Inventory History Report

The Inventory History Report allows you to obtain a list of all inventory items
that have ever been in stock.

B3 Inventory History Repoits

To open the Inventory Reports, from the Main Switchboard, click on

the Inventory button to open the Inventory Reports menu. Then click ———— — _
on the Inventory History button. Input From ' To| | Suppler c
Price Between Ay ] Gender -
i i Department - 3 Hepeatahle? -
1. Enter the correct password in the Password field. S : 4\) e -
Note: If you do not enter in a password, the report generated Include 0 On Hand? [N 5
will not include details such as cost prices and margins. G|
i . i @ General Supplier
2. SpeCIfy the date you would like to run the |nvent0ry HIStOI’y F 1) Inventory Report by Department II: 1) Inventory Report by Department
report for. The report generated will list inventory levels for the r e r e e o
4] Inventory Report by It 4] Inventory Report by Ite
day entered. - sllnv::lzznzznb;||:$[by5|<u1 I 5]|:vv:rizg|=|:$:ub:uez by Price
r 6] Inventory Report by Item (by price]
3. Enter the search criteria for your inventory search. £0n9 ‘ Stmmare’
r 1) Inventory Aging Report by Department r 1] Supplier Summary Report

r 2] Inventory &ging Report by Category
r 3] Inventory &ging Report by Group

4. Select the appropriate report you would like generated by NS vttt
clicking the box to the left.

5. Select the print icon =2 to print this report or the preview icon
@ to view the report prior to printing.

o Taslk

Rg The Inventory History Wholesale reports function in a
similar way and is intended for our wholesale clients who
use Executive Jeweller.

To obtain descriptions of inventory items that you do
not have in stock at present, make sure the Include 0
Quantities field is set to Yes.

Inventory History Report 5C-1
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Inventory History — Aging Report

The Inventory History - Aging Report allows you to obtain a breakdown of
the inventory according to the age of the stock.

To open the Inventory Reports, from the Main Switchboard, click on the EIEETrTETrLE: 1 X
I nventory button to open the Inventory Reports menu. Then click on the Password |
| nventory H |$Ory button Date [Dec 28, 2006 anali?n ernan -
Input From To| | Supplier -
Price Between And| ] . Ge;:d‘:; -
1. Enter the correct password in the Password field. Note: If iy - i -
you do not enter in a password, the report generated will not S E e 0 enton? | -
include details such as cost prices and margins. e m_|
H H - General Supplier
2. Enter the search criteria for your inventory search. 1) inventey Repor by Depatment 1) nventey Repert by Depatment
F 2] Inventory Report by Category F 2] Inventory Report by Category
3. Select the appropriate report under the Aging heading, you r e r o e 1 o |
would like generated by clicking the box to the left. o e e o R
Aging Summary
P . . . . r i r
4. Select the print icon = to print this report or the preview icon r e e Lo H1Suppler Sumnety Beot
. . .. 3N Aging R by G
& 10 view the report prior to printing. PNt
= s

Inventory History Report 5C-2
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Inventory Merge Report

An inventory merge is used to merge information from one inventory item to
another, whereby the first item retains the information and the second item is
deleted from the database. The Inventory Merge Report provides a list of all
inventory merges within the system. The report is useful for monitoring why
and how often this is happening.

To open the Inventory Reports, from the Main Switchboard, click on
the Inventory button to open the Inventory Reports menu. Then click
on the Inventory M er ge button.

1. Enter the search criteria for your inventory merge search.

2. Select the Products Merged Report (#1).

3. Select the print icon =l to print this report or the preview icon
to view the report prior to printing.

ted asks

@ To learn more on performing an Inventory Merge refer to
the Executive User’s Manual page 14F-1.

B Product Merge Reports

Date Merged From

To |

Internal SKLI

Department

Categary

Group

alafafa]o}e

Supplier

Emplayee

Clear 8l
1] Products Merged

Inventory Merge Report 5D-1




Chapter 5: Inventory Reports

Inventory Not Sold Report

The Inventory Not Sold Report generates a list of inventory items that were
not sold within a specified time period. This report is useful for reviewing
what you did not sell against what you anticipated selling for a specific period.

To open the Inventory Reports, from the Main Switchboard, click on
the Inventory button to open the Inventory Reports menu. Then click
on the Inventory Not Sold button.

1. Enter the correct password in the Password field.
Note: If you do not enter in a password, the report generated
will not include details such as cost prices and margins.

2. Enter the search criteria for your report.

3. Select the appropriate report by clicking the box to the left. You
have the option of searching by inventory not sold (no date
criteria), date when the inventory was inputted, when the
inventory was last received or by item.

4. Select the print icon =l to print this report or the preview icon
@ to view the report prior to printing.

The Inventory Not Sold Wholesale reports function in a
similar way and is intended for our wholesale clients who

use Executive Jeweller.

B2 Inventory Mot Sold Reports I
Password —=0

Input Fram
Last Received From
Price Between And
Mot sold since (Dec 28, 20068

Lozation |Vernon
Supplier
Department
Catenory
Group
Gender
Fepeatable?
Congighment?
On Lapaway?
On Mema?

To
To

Alafafafafofefe]a]s

Clear Al |

General Supplier
1] Inventory Mat Sald r 1] Irventory Nat Sald by Supplier
r 2] Inventory Mat Sald by Input D ate r 2] Irvventory Nat Sald by Supplier by Input Date

3] Inventory Mot Sald by Last Received r 3] Inventory Nat Saold by Supplier by Last Received

[ 4] Inventory Mat Sold by [tem 4] Irventary Mot Sold by Supplier Style

Inventory Not Sold Report 5E-1
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Reconcile History Report

Reconciling inventory is an integral part of your day to day operations. With

Executive Reports, keeping track of reconciled inventory is easy and accurate. m—
B Heconcile Beports

To open the Inventory Reports, from the Main Switchboard, click on

the Inventory button to open the Inventory Reports menu. Then click

on the Reconcile History button.
. . . . . 1

1. Enter the date period to which you would like to view the feconcled from | [ To | 40

reconciled items.  Supplier Siyle

Feconciliation Category -
Consignment? - I

2. Select the Reconcile List by Item Report (#1). You can also |

choose Reconcile List by SKU (#2). @,

1] Reconcile List by ltem

I 21Reconcie List by SKU
3. Select the print icon =2 to print this report or the preview icon
@ to view the report prior to printing.

aalefes Tasls
To learn more on performing an Inventory Reconcile %‘QIFD

refer to the Executive User’s Manual page 15C-1 or

15D-1 (for automated inventory reconciliation).

Reconcile History Report 5F-1
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SKU History Report

The SKU History Report is a useful tool to show the activity of a specific sku in

the system if there is a discrepancy between your physical count and the value
within the computer system.

To open the Inventory Reports, from the Main Switchboar d, click on the

I nventory button to open the Inventory Reports menu. Then click on the SKU
History button.

1. Select the SKU for which you would like to view the activity.

2. Select the SKU History Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

No*e'l'his report can also be accessed from the inventory screen.

B3 Sku History Reports .

o,

Internal Sku ‘l

Date Range From ‘

[To] |

@ v 1] Sku Histary Repart

£2)

2ol

Clear 4l

SKU History Report 5G-1




Chapter 5: Inventory Reports

Suppliers Report

The Suppliers Report provides the user with a list of all suppliers and their
information.

To open the Inventory Reports, from the Main Switchboar d, click on the
I nventory button to open the I nventory Reports menu. Then click on the
Suppliersbutton.

1. Choose the type of supplier you would like to view information for, by
using the search criteria active or by selecting a supplier group from the
categories available: Inventory, Appraisals, Custom Work, and Repair.
(To change supplier groups, please refer to the Executive User Manual,
section IN-1.) Leaving these fields blank will select the entire supplier
list.

2. Select the Suppliers List Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

o Tasls

You can also print mailing labels based on this supplier
information. To review how to print labels see section 4A-2.

Rl

B3 Supplier Reports

2/Q

Active? Q)
Supplier Group
Clear M| i

(N 1] Supplier List
r 2] Supplier Mailing Labels [Avery #5160)

Label Start Pasition _I

Suppliers Report 5H-1
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Supplier Notes Report

The Supplier Notes Report provides the user with a list of all notes created for each
supplier by employees. These notes could be information about suppliers such as an
alternate address/phone number, hours of operation, etc.

To open the Inventory Reports, from the Main Switchboard, click on the
I nventory button to open the Inventory Reports menu. Then click on the Supplier
Notes button.

1. Select the date range for which you would like to view these notes. You can
also view the report for a single supplier by selecting that supplier from the
drop down list or by using any of the other available search criteria.

2. Select the Supplier Notes Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.

E3 Supplier Hote Reports E3
Mote Date From ([ To | -|
Supplier -
Supplier Naote Subject -
Supplier Group -
Active? -
Clear 41 I
@ V' 1) Supplier Notes
2Q il

Supplier Notes Report 51-1
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Inventory Export Report

The Inventory Export Report allows you to export a list of inventory items to a
text file specified in the Export Path. By default, it is set to C:\Executive\.

To open the Inventory Reports, from the Main Switchboard, click on
the Inventory button to open the Inventory Reports menu. Then click
on the Inventory button.

1. Enter the correct password in the Password field.
Note: If you do not enter in a password, the report generated
will not include details such as cost prices and margins.

2. Enter the search criteria for your inventory search.
3. Select the Inventory Export Report (#9). By default, the text
file will be exported to the Executive folder on your local drive

(C:\Executivel). However, you can change the destination
location by entering a new path in the Export Path field.

4. Select preview icon @ to export the report.

B Inventory Reports 9
Fessnod [ 2]

Price Between And | | Gender

Input Date From To | Repeatable?

Location [Wemon Consighment?

Department Type 2 Inventary?
Department I Stack? [Yes

afala) )]

CN N KN KN BN ER K

Category On Layaway?
Group On Mema?
Supplier Size
Product Lacation [ Mo Product Location Claar 1l |
General Supplier
r 1] Inventory Repart by Department r 1] Inventory Repart by Department
I 2| Inventany Report by Categomn r 2| Inventary Report by Categomn
r 3] Inventory Repart by Group r 3] Inventory Repart by Group
r 4] Inventary Repart by lkem r 4] Inventary Repart by [tem
r 5] Inventary Report by lkem [(by price] r 5] Inventary Report by ltem by Price]
r B] Inventary Repart by tem (b SKLU) r B] Inventary Repart by tem (by Supplier Style]
I 7| Inventony Report by lkem by SKU, Mo Desciiption] r 7| Inventan Report by ltem (by Supplier Style w/ Serial #]
r 8] Inventary Repart by lkem [Megatives| r 8] Inventary Repart by Supplier by [tem
r 9] Inventary Report by Product Location s
r 10) Duplicate Supplier Style Mumber List lgmn;a?l D 5
@F 11) Administration Imventory Report - 2] e DerE e S
| Inwventory Supplier Summary

12] Inventory Export
E=part \Executive\ |
ol e

Inventory Export Report 5J-1



Chapter 6: Transfer Reports

Chapter 6: Transfer Reports

P@]UJ[@@ The Transfer Report is relevant for multiple store

®

users only. It displays the inventory items that
have been transferred between store locations.

Transfer Report

To open the Transfer Reports, from the Main Switchboard, click on the
Transfer button.

1.

Select the date range of which you would like to view these transferred
items. By using the search criteria you can focus your report on when the
item was transferred, where it was transferred to, the department,
category, or group of the items you are looking for and/or by the supplier
name.

Select which report you would like to generate depending on how you
plan to view the information. Available for viewing:
a. Transfer List by Item by Transfer# (displays items according to
its transfer number).
b. Transfer List by Supplier
c. Transfer List by Item
d. Transfer List by Department

Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

B Transfer Reports

L)

I=le]

Transferred Date From To |

Transterred From
Transferred To
Department
Cateory

Group

Supplier

PO Mumber
Fepeatable

CH BN EX K8 BN KX ER K

@ L] 1] Transfer List by lkem by Transfer #

L | 2] Transfer List by Supplier
L | 3] Transfer List by Iterm
| 4] Transfer List by Department

Relate

Aiiask

To find more information on transferring inventory
refer to the Executive User’s Manual page 14H-1.

Executive Management Systems © 2004
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Chapter 7: Memorandum Reports

Chapter 7: Memorandum Reports

P@]U’[@@ Use this report to determine what pieces have been

2

removed from the store for viewing to potential clients.

Memorandum Report

The Memorandum Reports #1 through #3 give a complete list of all items that have
been lent to either a customer or to an employee.

To open the M emorandum Reports, from the Main Switchboard, click on the
M emorandum button.

1.

Enter in the appropriate search criteria into the text boxes. Example: You
have the ability to view memo reports that were issued during a specific
time frame, are due within a specific time frame, memos which have certain
pieces in it, items from a specific department, category or group, etc.

Select how you would like to view the information by selecting reports 1, 2,
or 3. Memorandum Reports 4 and 5 will display memorandums that are
still outstanding.

Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the print
icon at the top and adjust the page margin properties via the page

setup icon.

E3 Memorandum Reports !
To

tema Date Fram [[ ‘ |
Diue Date From ‘ To |
Customer -
Memo Employes -
Memo Supplier ~
Memott
Memao Comitted hd
Return Completed ~
Returned fems hd
Location ;I
Department
Category
Group
Supplier
Ermployes
Internal SkU

@ Clear Al
1] Memarandum List I 4] Memaorandurn Outstanding by [tem

2] Memarandurn List by ltem r 5] Memarandur Outstanding by Memo Mumber
r 3] Memarandurn List by Memo Number

20 L)

alafafa]a]e

1 Tasls

R{ ”@ For more information on Memorandums refer to
Chapter 10 in the Executive User’'s Manual.

Memorandum Report 7A-1




Chapter 8: Special Order Reports

Chapter 8: Special Order Reports

P@]Fp The Special Order Report is designed to track
those items that are currently out of stock and are
required for a customer by a certain date.

Special Order Report

To open the Special Order Reports, from the Main Switchboard, click on the
Special Order button.

1. Enter the appropriate search criteria into the text boxes. For instance, you
can search by when the Special Order was input, when it is required, by
customer, etc.

2. Select how you would like to view the information by selecting the
appropriate sub-heading. These are listed below:
General — Displays product information of items that are currently on
special order.
Employee — Displays special order information relative to a selected
employee (or all employees if not specific).

Supplier — Lists an Order Report by giving item and customer information.

Customer — Displays the number of customers that require a special order.
Other — Displays order reports by item.

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin properties
via the page setup icon.

B3 Special Orders Reports

1
Ordered From [ To Customer B |
Fiequired From To Customer Type -
Price Between &nd Customer Class -
Supplier - Employee -
Department - Invoiced? -
Catenory -
Group -
Clear Al |
@ General Supplier Customer
r 1] Orders Report by Department r 4] Orders Report by Department r 15) Oiders Repart by Department
2] Orders Repart by Categary 10) Orders Repart by Categary r 16) Orders Repart by Categary
r 3] Orders Report by Group r 11) Orders Fepart by Group [ 17) Orders Repart by Group
r 4] Orders Report by ltem r 12) Orders Repart by ltem [ 18) Orders Repart by ltem

Employee

r 8] Orderz Report by Department

r E] Orders Report by Category

l_ 7] Orders Report by Group
8] Orders Repart by ltem

o

Dther

r 13) Orders Repart by [tem
r 14) Order Repart by Item by Custamer

] Tasi

For more information on Special Orders refer to

Chapter 7 in the Executive User’'s Manual.

Special Order Report 8A-1



Chapter 9: Purchase Order Reports

Chapter 9: Purchase Order Reports
@

2
Use this feature to organize and retrieve Purchase
Order information.

purP®

Purchase Order Report

To open the Purchase Order Reports, from the Main Switchboard, click on the
Purchase Order button.

1. Executive Reports allows you to filter for specific information within the
form. For example, if you only wanted to view purchase orders for a
specific supplier or for a specified date range you can enter in the
appropriate search criteria in the available boxes.

2. Select how you would like the information displayed by clicking the
appropriate check box. Within this report you have the option of viewing all
the purchase orders or to view only those purchase orders that are
outstanding. In addition, you can also view the report by supplier.

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the print
icon at the top and adjust the page margin properties via the page setup icon.

B3 Purchase Order Reports

()

@‘\—I—I—I—I o e

2ol

()

Ordered From [ Tao | |
Required From Tao | |
Department -
Category -
Group -
Supplier -
Location -
Consignment? -
1] Purchase Orders Report by Department Supplier
2] Purchase Orders Report by Category ™ 11 Purchase Orders Report by Department
3] Purchase Orders Report by Group ™ 12 Purchase Orders Report by Category
4] Purchase Orders Report by ltem ™ 13] Purchase Orders Frepart by Group
5] Purchase Orders List by POR ™ 14] Purchase Orders Report by ltem
E] Outzstanding PO Feport by Department r 15] Purchase Order List by Supplier by PO

7] Outztanding PO Feport by Category
8) Outztanding PO Feport by Group
9] Outztanding PO Feport by ltem

10] Outstanding PO Report by PO#

Purchase Order Report 9A-1



Chapter 10: Purchase Order Received Reports

Chapter 10: Purchase Order Received Reports

@
P@]UJ[@@ Use this feature to display information on purchase
orders that have already been received.

Purchase Order Received Report

To open the Purchase Order Received Reports, from the Main Switchboard,
click on the PO Received button.

1. Enter the search criteria for the purchase order received report e =
in the corresponding text boxes. For example, entering in dates
in the Received From text boxes will only display purchase @
orders received from the period specified. Received Fiom To |
Department -
Category -
2. Select the appropriate report by checking the appropriate box. S -
Location -
Consignment? -
3. Select the print icon =l to print this report or the preview icon [o] sowResmeorty T -
to view the report prior to printing. Ciear A1
Note: Within Print Preview mode you have the ability to print General Seppke
via the print icon at the top and adjust the page margin properties r i e S r o [ S
i i 3) PO Received Report by Gr 3) PO Received Report by Gr
via the page setup icon. [P0 Receved Repanylom. [ )P0 Feceved epotylom.
r 5] PO Received Repoit by PO# by Received Date u 5] PO Received Report by PO# by Received Date
™ 6] PD Received Supplier Summary Report

L)

&9 LS
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Chapter 11: Reorder Reports

Chapter 11: Reorder Reports

€

P@][F[@@ The Reorder Report allows you to see the quantity of
your inventory - what has been sold and what is
currently on order.

Reorder Report

To open the Reorder Reports, from the Main Switchboard, click on the
Reorder button.

1. Enter the appropriate filter information into the text boxes.

2. Select how you would like the report formatted (by item, by serial
#, by serial # without price, or by supplier and style)

3. Select the print icon Il to print this report or the preview icon @
to view the report prior to printing.
Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin properties
via the page setup icon.

N For a SKU to be classified as Repeatable or Consignment,
the appropriate check box must be selected in the Inventory
Details screen. For more information about entering in
inventory refer to Chapter 3 in the Executive User’'s Manual.

¥ Reorder Reports

S3)

el

Sold From

Last Ordered From
Last Received From
Frice Between
Customer Type
Department
Catecory

Group

Supplier
Fepeatable?
Consignment?
Inwventony?

ON

o o e

To

To

To

And

Afafafafafafa]a

1] Reorder Report by [tem
2] Reorder Report by Item - Mo Price

3] Reorder Report by ltem with Serial #

4] Rearder Report by [tem with Serialf - Mo Frice
5] Reorder Report by Supplier and Style

Reorder Report 11A-1



Chapter 12: Sales Reports

Chapter 12: Sales Reports

€

P@][F[@@ These reports are used to display a wide range
of sales information.

Sales Report

Sales Reports are an integral portion of running your business. You can
track buying patterns and other mission critical information.

To open the Sales Reports, from the Main Switchboard, click on the Sales
button to open the Sales Reports menu. Then click on the Sales button.

1. Enter the correct password in the Password field.
2. Enter in the appropriate information for the report you would like to view.

3. Select the report that you would like to generate. There are six
subcategories.
General — Lists sales information such as cost, units sold, gross margin, etc.
Customer — Sales information collected by customer.
Employee — List the sales information but with employee selling history.
Invoice — List the invoice information.
Supplier — Same information as above but grouped by each supplier.
Export — Sales information collected by customer.

4. Select the print icon Il to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B Sales Repoits n
Password [

Sold From To SKU Number - Customer Gender -
Price From To Product Location - Consignment? -
Cost From To [T ax Exempt Status - Bppraizal Required -
Dept Type - Customer Type - Appraisal Completed -
Department - Customer Source - Employes 1,2,347 [all -
Category - Customer Class = Employee =
Group - Customer Active? - Invoice Categary -
Supplier - Customer - | Repeatble? -
Supplier Style Customer Input From [To] ] o I

eral ]Custnmer ] Emphyee] Invnlce] Supplier | Export ]

1) Sales Report by Department ™ 7)Sales Report by lem by price

2) Sales Report by Category r 8) Sales List - Customer Satisfaction
3) Sales Report by Group r 9) Sales List - Units Sold

4) Sales Report by Item r 10) Sales List - Highest Margin

5) Sales Report by Item with Descriptions r 11) Sales List - Fastest Tumaover

6] Sales Report by Item with Descriptions (Cost Only) r 12) Sales List by Invoice Category

i i

4

)

20)
{ To maximize these invaluable reports we have included
numerous search fields to pinpoint exactly what information
you are attempting to retrieve. For example, a sales report
could allow you to view all sales history of customers with a
specific customer class who bought a piece between
December 12" and December 24" of last year. The

possibilities for marketing strategies/advertising are limitless.

Sales Report 12A-1




Chapter 12: Sales Reports

Sales Comparison Report

The Sales Comparison Report allows you to view sales information for up to
three specific time periods and to compare them against one another for
research purposes.

To open the Sales Reports, from the Main Switchboard, click on the Salesbutton — ERERAIEEIELIIC n
to open the Sales Reports menu. Then click on the Sales Comparison button. peord |__4 ‘e

Date Range 1 From To
Date Range 2 Fram To
1. Enter the correct password in the Password field. e o
Department -
- - . . . Category -
2. Use the Date Range fields to identify a sales comparison period. Group . @
Note: Date Range fields 1 and 2 are mandatory, the 3 range is optional. S .
Supplier Style
. . - Consignment? -
3. Enter in any other search criteria in the other boxes. Costomer =]
Custamer Type =
Customer Source -
4. Select the Sales Report by Department Report (#1). Customer Class E
Product Location -
Employes -
Employes 1, 2,3, 4 7 [&ll -

5. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing. Ql cera |
Iv!

@ v 1) Sales Report by Departrment

Tl &

You can also use this report to compare sale periods of a
specific employee. This is beneficial to determine problem
areas with your staff. Do this in the same manner as above
but select a specific employee in the Employee field.

Sales Comparison Report 12B-1
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Sales Activity Report
B Sales Activity IS [=] B3
With the Sales Activity Report you can determine the daily sales activity for
all employees to assist with establishing an employee schedule that reflects
their sales, determine if employees are meeting performance levels, establish
bonuses, and manage your sales team more effectively. Ql
old From [

[ Ta | |

Clear Al

[~ 1) Daily Sales Activity

[~ 2)Daily Sales Activity Total Sales

) ) ) ) [~ 3)Monthly Sales Activity

1. Enter a Sold From period in the appropriate field. I 4) Monkhly Sales Activiy Total Sales
[~ 5) Salesperson Activity

[~ 6) Salesperson Activity Total Sales

To open the Sales Reports, from the Main Switchboard, click on the Empioyee |
Sales button to open the Sales Reports menu. Then click on the Sales
Activity button. @

2. Select the appropriate Sales Activity Report.

3. Select the print icon =l to print this report or the preview icon

@ to view the report prior to printing. Jﬁ
&/Q Ul

Sales Activity Report 12C-1
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Sales Charts

With the Sales Chart you can generate graphs depicting the sale comparisons & Satec[Chaitg ]
you would like to visualize.
To open the Sales Charts, from the Main Switchboard, click on the Sales Ql @
button to open the Sales Reports menu. Then click on the Sales Charts Password [ ]
Sold From To Fepeatable? - Employes 1,234 |Employes 1 -
bUtton Price Fram To I I Con;gnment? - . YEmponee - -
Department - Product Location ~| Appraisal Required -
. . egor - Customer Type - | Appraizal Completed -
1. Enter the correct password in the Password field. e - s = it -
Supplier - Cuztomer Class -
R R R R R R SKU Mumber - Customer -
2. Enter in any search criteria in the available fields. Supplier Sty Custormer Input From [To] |
Clear ol |

3. Select the desired Sales Chart Report by checking off the
corresponding checkbox beside it: Sales by Stock Type (#1), Actual @? e e
Sales vs. Budget (#2), or Return on Inventory (#3).

N For the Actual Sales vs. Budget report (#2), the Sold From g
dates must be entered. For the Return on Inventory report &'Q' ll

(#3), the Sold From dates and a Department must be

r 3] Return On Inventomy
[Only Department and Sold From range apply]

entered.
4. Select the print icon 21 to print this report or the preview icon [ to & Chart Setup =10] x|
view the report prior to printing. Actual Sales Budget Charts
s. Budget
N oge S hart { Percentage Dolars
You can set up the chart information by choosing Chart

stock Type Charts

Setup under the Maintenance menu.

e Forthe Actual Sales vs. Budget chart, you must enter Sales vs Fast Seller Days 20
values under Budget Charts — either a percentage or Stock Tvne Slows Seller Days 150
dollar amount, which can be positive or negative. The Char¥p Old Stack Days 180
budget is determined by applying this value to last year's Mew Stock Days 180

sales during the same period that you entered in the Sold

From fields. Eh,“
e For the Sales vs. Stock Type chart, you must enter
values under Stock Type Charts.

Sales Charts 12D-1




Chapter 12: Sales Reports

Sales Charts Samples

Sales by Stock Type

This chart shows you the age of stock as it sells. In the sample provided below:
e 11% of stock sold was in the store for less than 90 days
e 11% of stock sold was in the store for 90 to 150 days
e  78% of stock sold was over 180 days

You can compare this report with the Current Inventory Levels Report.

Sales By Stock Type

Locgtion:  Guelph

Fij : Crctober 06, 2004 9:
eport Criteria =+ Imvoice Date From Sep 01 2004; Ineoice Date To Sep 30 200

Percent of Sales that
was Fast stock

Percent of Sales that
was Medium stock

Date range for the Sales
Chart

O Fast (< 90 days)
B Medium (90 to 150 days)
O 0ld (=180 days)

Percent of Sales that was
Old stock

Sales Charts 12D-2



Chapter 12: Sales Reports

Sales Chart Samples (con’t)

Actual Sales vs. Budget

This report shows you last year’s sales, your budget for this year and your current sales. In the sample provided below, at the beginning of the year,
current sales, previous sales and current budget were almost the same. However, later in the year, current sales rose above the budget and previous sales.

This is good because you exceeded your previous sales at the same time last year. On the other hand, you also exceeded your current budget, meaning
you may not have accounted for the increase in sales. Next year, you may want to adjust your budget accordingly.

Actual Sales vs. Budget

Lacation:  Guelph Current SaIeS
Prirted: October2y, 2004 2:36 pm

Report Criteria » * hwoice Oate From Jan 01 2004; Inwoice Date To Oct 20 2004

Mote: The cument dat= Aangeisthe inuoice date @Enge

1
3,000,000 Current Budget
Dollar —
Amounts for
Budget $2,500,000
Previous Sales
2,000,000
1,500,000
—Current Sales
= = =Previous Sales
=—— =Current Budget
$1,000,000
— 1 Timeline
$500,000
%0
<§500,000

Sales Charts 12D-3
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Sales Chart Samples (con’t)

Return on Inventory

This report compares what you have sold with inventory levels. In the sample provided below, Gold Earring stock matches sales up until the $500.00
price range. This sample shows a few pieces higher than $500.00 not selling. However, it is important to have a few of these pieces in stock for those
customers who tend to purchase more expensive items. It would be a concern if you had many items over $1000.00 since not many clients usually

purchase gold earrings over $1000.00.

Return On Inventory
Location:  Guelph Cepartrnent:  Eaming Gld
Frirted: October 27, 2004 5:08 pm  Date Range:  From Jan 01, 2004 To Sep 30, 2004
$3.000 Inventory
$2.500
Price of
Inventory Each square
ltem represents
$2,000 one item
—4— Sales
$1.500
===|nventony
Sales
$1,000
$500
Number of Items
$0 i T
= O =T o T WL =T W T WO T W T o T w0 T W =T O T W T W

Sales Charts 12D-4



Chapter 13: Layaway Reports

Chapter 13: Layaway Reports
€

P@][F[@@ To display information concerning layaway sales
made within Executive Jeweller.

Layaway Report

A Layaway sale is made when a customer makes a partial payment for an
item, but does not receive that item until the balance owing is paid. These
reports will display information concerning these sales.

To open the Layaway Reports, from the Main Switchboard, click on the
L ayaway button.

1. Enter the appropriate information for the report you would like
to view.

2. Select the report that you would like to generate.

3. Select the print icon =l to print this report or the preview icon @
to view the report prior to printing.
Note: Within Print Preview mode you have the ability to print
via
the print icon at the top and adjust the page margin properties via
the page setup icon.

“ For an item to be considered a layaway, a Layaway sale
must be made. A regular sale with payment on account
is not considered a layaway sale within the system.

B3 Layaway Reports

Sold Between

And

Completed Between And

H#Payment Date Between And
Customer

*Department
*Category
*Group
Employee

*Product Location -
Completed? -
Clear 81

1) Layaway Report by Department

2] Layaway Report by Categary

3) Layaway Report by Group

4] Layaway Report by Item

5] Detailed Layaway Report

6] Outstanding Layaway Report by Invoice #

afa]a]o]e

7] Outstanding Layaway Report by Customer

8] Layaway Payment List
* Criteria does not apply to reports 6-8
% # Criteria only applies to report 8

e

The layaway report can display all layaways, only ones that are
still outstanding, or only ones that have been completed. With
the amount of flexibility in this report, you should be able to find
the information you are looking for with ease.
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Chapter 14: Commission Reports

©
P@]UJ[@@ Use this feature to retrieve commission information
for members of your sales staff.

Commission Reports

To open the Commission Reports, from the Main Switchboard, click on
the Commission button.

1. Enter the appropriate password in the Password field.

2. Enter the beginning and end period to which you would like to
generate commission reports.

3. Select the employee you would like to generate the commission
report for.

4. If you would like to generate a Detailed Commission Report
select #1, for Summary Report select #2, and for a Split Sales
Report select #3.

5. Select the print icon =l to print this report or the preview icon @
to view the report prior to printing.
Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin properties
via the page setup icon.

N You have three choices for selecting a commission formula.
1. % of net sales
2. % of total sales
3. specific dollar amount of specific inventory

B2 Commission Reports

Feport Pazsword 2
Commiszion Password
Drate From | Ta
Employee
Customer Type
Ql Clear Al |
1] Commissions Report [Detaied)

r 2] Cammizsions Report [Summary)
r 3] Split Sales Report [Detailed)

You must select a commission structure within Executive
Jeweller under Maintenance — System — Store Setup.
You may select only one commission structure; you
cannot combine these calculations.
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Setting Employee Commission Rates

For an employee to receive a commission, he/she must have a commission
rate set up in their employee information file within Executive Jeweller.

To open the Employees window (you must be in Executive Jeweller and not in the
Executive Reports), select Employee from the Maintenance menu to open the
Employees menu.

1. Enter the correct password.

2. Use the arrows to search for the specific employee.

3. Enter the commission rate in the appropriate field as a decimal value.
Example: 0.03 = 3.00%.

E3 Employees
FPagzzword || |

O

To search for
employees, or to
make changes to

their records,

@ Main Switchboard 4

advance forward and

backward using the
40 Kok Main Switchboard
arrows at the top of

x the window.
Pazgword | |
|JS | |J0hn | |Smith |
Code Last Hame First Hame

~

/

Address (25 Carden Street

City |Freeport

-

State IL -]

Zip Code [12345-6789

Haome ([123) 456-7830

Birthdate Jan 12,1955

Certification (Graduate Gemologist -~ |

Certification Code [G.G.
Cammission Fate |3.00%
Employee Pazzword |password

Current Employee [

3

Input Date | May 07, 2004

Last Updated | May OF, 2004 Finish

I I (1
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Chapter 15: Service Reports

(2

P@]UJ[@@ The Service Report allows you to view Job Bag
information.

Service Report

To open the Service Reports, from the Main Switchboard, click on the Service
button to open the Service Reports menu. Then click on the Service button.

1

1. Enter in the information about what you would like to view concerning your FE E: 2 e
Job Bags. Important information might be what job bags have been Tottrrom 7o ] Prapism—
finished/invoiced or what job bags are required for a particular date, etc. Do 'am Freen ra ] S

Eippiter -

2. Select the report you would like to view. Reports #1 through #5 will give you g - s
the job bag information. Report #6 will display the inventory used within the i 5 |0 s e TR
Job Bags (Product Department, Category and Group filters only work with this
report). Report #7 will display the declared value on the report. e o ) T i oo i e o

I3 L |noried by Cutte Peparad) 0 rrvrtery Uit Pirper
1) Sarvcs Suppser Ragrt ™ Cwctwea ves fieport:
™ ) Aoy, Sy Cpcrtd v Sipoler I st w st

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page EQJ@
setup icon.
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Service Parts On Order Report

The Service Parts On Order Report generates a report that lists all parts on order
for the specified dates.

To open the Service Reports, from the Main Switchboard, click on the Service
button to open the Service Reportsmenu. Then click on the Service Parts
Order button.

1. Enter in the dates you would like to generate the report for in the Ordered
From fields, and any other search criteria (due dates, supplier).

N If you do not fill in any criteria, it will display all parts that were ever on
order.

2. Select the Parts On Order Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

E3 Service Parts On Order E

Ordered From To Q

Due Fram To
Received From To
Supplier -

Clear Al
@ 1] Parts On Order

O, 2
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Chapter 16: GMROI Report

Backgﬂel\ﬂm stands for gross margin return on inventory investment. It

is a measure of inventory productivity that expresses the
relationship between total sales, the gross profit margin earned on
those sales, and the number of dollars invested in inventory.
GMROI can be expressed as either a percentage or a dollar
multiple that tells you how many times you have received your
original inventory investment back during one year. In the report
created the GMROI is expressed as a percentage.

Before running the report you must click on the department, price point and
supplier displays and flag or un-flag the departments price points and
suppliers that you want included in your report. IF this is not done you
receive a message that says “No Data to display”.

PLEASE NOTE: To run this report all 3: department, price point and
supplier displays MUST have flagged records.

Setting Up the Price Points

To set up the price points go to M aintenance, then go to Inventory and
click on Price Point this will bring up the Price Point Window. This
allows you to set up your price points for the GMROI reports.

1. Type the range of price points that you want your inventory
grouped by. For example, $0-$1000, can be used for the first
grouping. Continue that pattern for all the price points that you
would like to add.

2. Press the Serialize button to apply the above price points to the
corresponding reports. All of the inventory will be updated and put
into these specified price point groups and will take a few minutes
to update the inventory.

tg _serizs [ O

Departments

ES Price Point

From To N
] $1,000.00
$1,001.00 §5,000.00
$5,001.00 $10,000.00
$10,001.00

»

NO

The final price point does not need an ending price point.
Therefore anything over the first amount specified in your
final price point will be included in that grouping.
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Generating the Average On-Hand

To open GMROI go into the Executive Reports click on GM ROI on the
Main Switchboard.

1. First generate an average on hand of your inventory. You do this by first
filling out a beginning date in the Sold From/To field and it will
automatically fill in an ending date one year from the start date.

2. You then click on Generate AVG OH. This will generate an average on-
hand that is based on average calculations done monthly.
Note: Generating the average on-hand takes a few minutes to process.

3. You can choose any of the drop-down lists to specify the price range,
department, category, group, supplier, and customer type that you would
like the report for.

4. You can also use the consignment, inventory, and include products
without departments yes or no drop-down lists to narrow the search.

5. You can click on the Clear All button to clear all the information within
the above list. If you press this button the information on your generated
average on-hand is still saved.

Generating the average on-hand based on —
month end gives the most accurate reports
as it allows for seasonal fluctuations

B GMROI Reports

Password ~
‘Sokd From To
Frice From ] 7o | | rwvertory? |
Department o] Inchucks Products wik Dept? ez |
Category = [
Groug Bl
‘Suppler =
Cusstommer Type Close 1
@ == [
Aeports Charts.
™ 1) GMROI by Diepastmert ™| 3] vosbios Performance by Broptimerd
™ 2] GMROI by Price Poirt ™ 2)Irventory Perfcmance by Price Point
™ 3) GMROI by Suppbes ' 3 Inventoey Pedomance by Supple:

™ 41 GMRO) by Englopes
™ 5] Inventoey Peticrmance by Dspatment
| ) Ivertces Paifcmarsce by Suppéer, Depament:

B GMROI Reports ” [x]
Passwond
=

Soia From To G

Price From |70 [ | rwertory?
Ceportment - Tochude Prochucts wio Dept [Trs |
Calegory - Duparimant Dissiar

Group Price Poiat Dispisy
Suppher Sesptiur Dispiay
Cusstormer Typs R
e wva I
Repots Charts
™ 1) GMROI by Departmert l' 1) Inventory Performance by Deparimant

™ 21GMROI by Pice Poirt ™ 2] Inventon Perfomance by Price Pont
T 31GMROI by Suppber ™ 3jInventcey Peromarece by Supplier
™ 4)GMROI by Emplopse

I 5] Inventcey Petfcrmans by Diepasment

™| B) Iventoey Pesformarsce by Suppber, Depaitment
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Creatinga GMROI Report by Department

** Make surethat you have generated an average on-hand report
before creatinga GMROI **

1. Start by putting in the password for the report in the Password box,
which is gmroi.

2. Put in the date for the year that you want the report for in the Sold
From/To field.

3. You can choose any of the drop-down lists to specify the price range,
department, category, group, supplier, and customer type that you would
like the report for.

4. You can also use the consignment, inventory, and include products
without departments yes or no drop-down lists to narrow the search.

5. Check the box GM ROI by Department under the Reportstitle.

Note: the report may take some time to create depending on how much
information it needs to go through.

6. Click @ to see the report generated. To print the report, press the EI

button.

See the next page for an explanation of the GMROI.

()
[I\\l]@ﬁ@ The calculation for the GMROI is:

GMROI = Gross Profit Dollars (for a year)

Average Inventory (for a year)

Thiscalculation givesyou thereturn for every singledollar that you
haveinvested in inventory. Theindustry standard for GMROI is1.14
or 114%.

B GMROI Reports.

Generate AVG |
oM
HReports Charts
™ 1) GMROI by Depattmert I 1)Irventcy Perfomance by Depatment
2] GMROI by Price Point ™ 2] Irveniony Performance by Frice Point
3] GMROI by Suppler ™ 3 Irrventon Perfomance by Supples

4] GMROI by Emplayes.
51 levearibone Peifomance by Depatment
E] Irnvanbory Peiformance by Suppber, Depaiment

11717171
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Creating a GMROI Report by Department
Sample Report:

Report Criteria == | voice Date From Jan 01, 2004; Invoice Date To Jan 01, 2005

GMROI By Department

Location:
Printedt June 22 2005 3:59 pm
% Total Cost of
Units Cost$of Marginper  Gross Gross fwg Invy  #Tums per Gross Margin  Remaining
Department Sold Sales § Product Unit Margin$ Margin%  Cost Level Year GMROI % Inv Gty Left
701 F10, 70454 30 546 00 F181  §0.238.54 L §267 02 TREE L0 T6% 0 34% 107650 17
Chain=z 136 $36,326.02 F3,211.38 $162 68 $22,124.64 62E1%  §36 60T 05 036 B 449 124%  RENA02E 2T
Cird $tones 114 $131 365,40 $60,607.00 2507 §71,258.40 s404%  FI70 381 036 4 E1% TI0%  $I0IRIIET 29T
Dia Fashion 1) 2T A0O.00 $156,956.84 $24E 52 $1T0 56216 5208%  $RI301699 047 £130% 1723 BS04A350T 368
Gits 246 $27,102.28 F14, 780 44 FO05  F12312.83 45437 4TI %0 40 58% 134%  R4Em4ar M
Loose Dia 3 F117,407 .43 $76 686,61 F126430  BATIIEZ 36549 13T FR6 30 056 30 30% 421%  FIR59703 h
hens Julny 50.41 STEST RAAI6 030 30 07% 160% $365704T a3
hodlular Turns per year arethe number 73 ; $320 00 1054 3147 05% 102% wWon i
hourts of timesin one year that the . 40.00% 2,132 00 0oz 105% 000% $220204 32
M-Frse hi-Jy . fo7 .52 STA0% \ $10202.13 076 10% 9% 106%  F9F0IFE 33
Pearl Srand Inventory CyC|$Or turns per 25,06 49 67%  \$18 54599 134 132 12% T1%  $B3ZE4TT 6D
Pearls year. A typical “guccessful” 12.06 80.76% 3 #1236 &7 2037% I06% $H4E0TIZ 1M
Pros hitl Jul - . 1763 S7.43% g0 76T 64 053 7138% 1006%  $13330721 400
Fing &nn Dia Jeweler hasaturn ranging from pas 52 45.93% 537 57 045 47 4 419%  WEIAT i3
Fing Eng Dia 0.9to 1.8. 7601 4537%  faeddda 20 054 44587 1302% FIT4ITIN 137
Fing hirt Brd 4,60 S609% YIS 03z 41 04 T48% $64259.11 45
Fing B Cia g F10 620 36 A51.T1 WEIO7  $6,168.56 5508%  $147%E 0 030 4719 062% WEITIE i
Fing Wad Ban 9 194874 F31.436.59 W2IEE BHSIZAS S691%  §51 062 0fz 8139% 419%  BEAHAG 187
Star Silver i F9.211.46 F10,701 .98 6656 F29.419.43 5878% 70216 116 171 85% TATE fI3I04ss 304
Wiatches 397 $1,360,936.56  $1.153610.85 $622 23 $207,324.71 15.23%  $327 223 K1 353 i3 36% 0 94%  FIIITI6 364
4200 FRO00ITEIE 101037047 §230 75 $050,004.01 13% F1782 160 2 107 8 549 10000% §2,15400870 3522
\ % Total Cost of
Units Cost§of Marginper  Gross Gross Aug Inv  #Tumb per Gross Margin Remaining
D epartment Sold Sales § Product Unit Margin$ Margin%  CostLevel Year GMROI % Inv Oty Left
Fing "B Dia g FI0,620 26 A5 T 10T $6,166 6 58089 §14.785 40 [ET 1w T
Ring Wed Ban ag 7294874 F31,436 .59 423 59 451215 S6.91% 51 06432 [1=r3 8129% 4.19% WEAINAT 1a7
Star Silver 443 01146 $10.701.08 0656 §20.410.48 s079%  §17LE0 16 118 17285% I97% S23I04ss 304
Wigtshes 397 B IB0MIESE  $115361035 $EIT T H207HI5T1 15,530 §3I7 223 81 3853 B236% I004E FIIITIZE 364

w

oot

There are 3 reasons why you might not be
reaching the 1.14 GMROI which are:

1.

If the inventory levels are too
high compared to sales of the
particular item or department.

If the inventory levels are too
low compared to the sales of
the particular item or
department.

If you have the wrong price
points in the inventory
compared with what you are
selling.

Note: To find if you have the wrong price
point: first look at your inventory levels
compared with units sold, if they are
similar or the same and your GMROI is:
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Creating the GMROI by Price Point

B GMROI Reports. ]

Follow the steps 1 through 4 in the Creating a GMROI by department.

5. Check the box GMROI by Price Point under the Reportstitle. P o e e -

Category Dupartmant Disgie |
Groun Prica Poiet Dispiay

[

6. Click @ to see the report generated. To print the report, press the 5' - m
button. =i

HReports Charts
1) GMROI by Depatment I 1)Irventcy Perfomance by Depatment
2] GMROI by Price Point ™ 2] Irveniony Performance by Frice Point
3] GMROI by Suppler ™ 3 Irrventon Perfomance by Supples

4] GMROI by Emplogse
51 levearibone Peifomance by Depatment
E] Ivanhony Performance by S uppler, Deparment

5

GMROI By Price Point
Repai Crlkrias= Fucle Dak Fom Jani, T04 redce bak To Jan0i, 205

looaton :
Finkd:  June 33, 205 552 am

FaTohl Ca ctot

units Coct#o!  Maminper  Oroos i3m o5 dg.Inu #Tumcper GruccMargin Remaning
Frioe Point Bold Baiosh Produnot unit Margin#  Magin% Cactlew! wear CMROI % Inu @ty ot
e Tram ] BrRar R FEC T TN LT TER BT TaT TR TET paam @
e EY amse jomen fpoar  fremean saam poas = mars 1aa%  posmea me
150 fo2m 2 fmaarsa $nmzm mam  jirmaes LLT Lo mrrm L] o L% $aam.o =
. . 21 razm m pasam fmarm farm fmoamaz sasw  fmmoar [ 2% aEx  RERima ome
N To set up the price points that you would I W EmDonmy mnmmormonmronomnomozmmoz
like to use go to main switchboard in e W mman immam ke peme m pmm am mm e men m
Executive Main, click Maintenance, scroll _—— N hmman e e mmm e moms s mm eme ot
down to Inventory and choose Price T tmean vivmmm  peen smmm s nmmen o am e smmma
POInt iz $zmmzmm  flamarmar =om mamea LT §rm e I maan 'mm% fzacrma gam

The report shows the breakdown of
/ the GMROI by price point.
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Creating a GMROI Report by Supplier/Employee

B GMROI Reports ]

Follow the steps 1 through 4 in the Creating a GMROI by department.

] s— _
5. Check the box GMROI by Supplier or GM ROl by Employee under the S — R al
Reportstitle. e I 1"“:""“

= - Customer Typs Clese M1
6. Click @ to see the report generated. To print the report, press the 5' Sewegnava |

button. Reparts Charts
™ 1) GMROI by Departmert I 1)Irventcoy Perfomance by Depatment
I” 2 GMROI by Price Poik ™ 2)Imventon Pefomance by Price Pont
": 3] GMROI by Supgier ™ 3)irveniooy Perfomance by Suppier
-
-

4] GMROI by Employos
5] Ievvenribons Patfomuance by Dispatment
E] Imvenhony Perfomance by Suppler, Depariment

GMROI By Supplier
et vk i v
ST
N You are able to run more than one report at o SOASE O o SR TR e TP TR e
e =
=oE = =
one time. It is possible to create the GMROI u e we e e wb s wen wli
: . D - S B~
reports by supplier, employee, department, WEOSEOWD oM otm o Dmomnoens
Wi 2z
and price point all at once! T T - - 3
e il
P S - - R VO S
e ran w wme e R man emes i
wooomoum ol
T - TS o
I omDoamiomnogEm oo onome
SEoDoowmmogmoInogmn o nowmomnogmm
Y S S -
o wm we w e U s ae e P
SN A wmoTow o oamoamoam L
R R Fa
moom ot
moom o Era
e s i
ST, moom o mo
J—

The report shows the
breakdown of GMROI by
suppliers.
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Creating an Inventory Perfor mance By Department Report

[u][r 0 (:)Eés(;;
P Thesereportsarea morein-depth look into the

GMROI. It breaksthe inventory into department as
well asprice point in onereport.

** Remember to generate your average on-hand for the year and then
run thereport**

1. Start by putting in the password for the report in the Password box.

2. Put in the date for the year that you want the report for in the Sold
From/To field.

3.You can choose any of the drop-down lists to specify the price range,
department, category, group, supplier, and customer type that you would
like the report for.

4. You can also use the consignment, inventory, and include products
without departments yes or no drop-down lists to narrow the search.

5. Check the box Inventory Perfor mance by Department under the
Reportstitle.

6. Click @ to see the report generated. To print the report, press the &I
button.

B GMROI Reports.

mOyourol

Soid From To [ I |
Price From | 1a | | wventory? | =
- Wi Products wio Dept? [Fes -
Category - Dipartmant Dizgtay |
Crowg - Wrice Poiax Displsn
Suppler - Seppliss Dicplay
e _owem |
Grenerate AVG |
oM
Reports Charts
™ 1) GMROI by Departmert I 1)Irventcy Perfomance by Depatment
I 2] GMROI by Price Pork I Z)leventory Perfcmance by Fiice Pont
™ 31 GMROI by Supplies ™ 3 rveniooy Perfomance by Suppie:
I 4] GMROI by Emploges
I 51 Invvenkoes Perfomsancs by Depatment
T 6] Invankony Peifoamarice by S upgler, Depaitment

é@fg’) o

The report shows the
GMROI based on both the
department and price point.

Konmance by Department

[

ErgE

B

The report breaks down the
information by department as well as
price point.
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Creating an Inventory by Supplier, Department Report

05° = -
Soid From ] 7a [ | ol =
PMW 0 R |'3 l mmmlnns::‘p;ﬁ [es :
Thesereportsare a morein-depth look into the i 5 e
GMROI. It breakstheinventory into supplier, utonr o : e
department, and price point in one report. e AV |
IEW:;IL:MRm by Diepartment 'l:-b-'l']!lnminly Performance by Department
™ 2)GMROI by Price Poirt ™ 2)Irvenicry Perfomance by Price Point
. ) ": gﬁzggxgm ™ 3jinventon Perfomance by Suppler
Follow the steps 1 through 4 in Creating an Inventory by Department I SlimartoyPufomars by Depumer

Report.

5. Check the box Inventory Perfor mance by Department under the

Reportstitle.
P The report shows the GMROI e
6. Click@ to see the report generated. To print the report, press the &I based on supplier, department, \
button. and price point. o o \‘" -

The report shows the GMROI
based on supplier, department,
and price point.
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EE GMRODI Reports. Q
Creating an Inventory Perfor mance Chart — : @ | @

Sckd From ] Ta [ |
Frice From | 70 [ | Iverdory? | =
Department Inchude Products wioDept? [ves =]
@ (3} Group = :«.m::::
Suppter = " Suwsiier Disgtne_|
[f 0 @@ b = _awn |
M . . Generate AVG |
? Thischart visually showsthe sales, cost, and the =
margin between them in dollars. PR T TrertsPatomerce by Depsmrt
™ 2 GMROI by Price Port I Z)irventco Perfomance by Price Point
I” ' 3) GMROI by Supplies ™ 3)lerveniooy Perfomance by Suppler
™ 41 GMROI by Emplopes:
I 5] Invventoes Perfomsancs by Depatment
T &) Inventony Perfomance by S uppies, Department
1. Start by putting in the password for the report in the Password J_l@
box. 2Q J |

2. Put in the date for the year that you want the report for in the Sold ]
From/To field. " Price Points

ﬂ S Suppliers

L]

[

T A.T_ Crons Pen Repar Dept. (091

T Akt Limied ()
T 5

3.You can choose any of the drop-down lists to specify the price Do one
range, department, category, group, supplier, and customer type that
you would like the report for.

4.You can also use the consignment, inventory, and include products
without department yes or no drop-down lists to narrow the search.

i

[ Ry

5. Under Charts click on the Inventory Performance by Department, et | esores|
Price Point or Supplier.

6. Click @ to see the report generated. To print the report, press ote
the EI button. N You can change the price point, supplies, and
departments for any report or chart that you would
like to look at.
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Sample Inventory Perfor mance by Department Chart

Inventory Perfommance By Department

Repo | GA eyl == Fucha DAk From Jan0i, 0+ rodoe Dake ToJan0d, 05
Lopaion:
Prinded: dure 2¢, 05 535 am

¥1,800000

¥1,400000

¥4,200000

¥1.000000

¥z0oo00

¥aon,oo0

¥40n,000

S—
]

¥z00,000

Frarl Birand
Prans
AocMt Jud
Ang Ann Cia
Rng Eng Oia
Rng Mnt End
RAng YWE Dia
FAng 'Wed Ean
Bier Hler
Yigmhec

Chalng
Cird Blnes
Dia Fachion
Gifis
lon= Dl
Men GJduiny
Modlular

Mounte

- Pron M-l

||:|Siies mCost OMargin

Page o7
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Sample Inventory Performance by Price Point Chart

Inmventory Performance By Price Point

REpTICA e == rucl2 Dake From Janil, 204 nedoe bae To Janil, 05

Lopadon:
Prinfed: Jdure 24, 05 5055 am

¥2,500,000

¥2.000000

¥1i,500000

¥4i,000000

¥s0n,000

J
f
]

T01To 400
1001 To %00
1601 To X000
2001 To 2000
2001To INF

0To 100
10170 148
16070 200
201To 200
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Fage 1071
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Chapter 17: Insurance Reports
€

P@][F[@@ Insurance Reports provide at a glance viewing of
Insurance sales, companies and quotes currently
within Executive Jeweller.

Insurance Sales Report

To open the I nsurance Reports, from the Main Switchboard, click on the
I nsurance button. Then click on the I nsurance Sales button.

1. Enter in the appropriate information in the fields provided. This might
include the sales from a specific time period or perhaps all the sales from
a certain insurance company.

2. Select the report you would like to view.

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

1
{ To learn more about creating an Insurance Sale within Executive,
see section 8E-1 in the Executive User’s Manual.

E8 Insurance Reports

2Q

Sald From

Customer
Department
Category

Group

Inzsurance Company

(2]

21
3l
41

o

{2

[CH |

afa]a]a

Clear 4l

1] Insurance Report by Department

neurance Fepart by Category
neurance Repart by Group
nsurance Repart by ltem

5] Detailed Insurance Report
| Summary Insurance Feport by Insurance Company

Insurance Sales Report 17B-1
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Insurance Company Report

The Insurance Copmany Report allows you to view information about all the
insurance companies entered in the database.

To open the I nsurance Reports, from the Main Switchboard, click on the
I nsurance button to open the Insurance Reports menu. Then click on the
I nsurance Company button.

1. Select the Insurance Company List Report (#1).
Note: If you would like to print labels for your insurance companies,
select the Insurance Company Mail Labels Report (#2).

2. Select the print icon =l to print this report or the preview icon @ to view

the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the

print icon at the top and adjust the page margin properties via the page
setup icon.

B8 Insurance Company Reports

{2)

ool

@l‘ i1] Insurance Compary List

2] Insurance Company taling Labels [Awvery #5160]

Label Start Position _I
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Insurance Company Note Report

The Insurance Copmany Note Report allows you to view all the correspondence
that has taken place between you and the particular insurance company.

To open the I nsurance Reports, from the Main Switchboard, click on the
I nsurance button to open the I nsurance Reports menu. Then click on the
I nsurance Company Note button.

1. Enter the appropriate information such as the Input Date or the name of
the Insurance Company.

2. Select the Insurance Company Notes Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B8 Insurance Company Note Reports 5'

0

Input Date From To | ‘
Insurance Company -
Mote Subject -

Clear #l |

ird 1] Insurance Company Mates

BQ U
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Insurance Quote Report

The Insurance Quote Report allows you to view information on insurance quotes that
have been entered into the system.

To open the I nsurance Reports, from the Main Switchboard, click on the
I nsurance button to open the Insurance Reports menu. Then click on the
I nsurance Company Quote button.

1. Enter the appropriate information such as the Input Date or the name of the
Insurance Company.
Hint: If you want to find information on a specific quote, type in the Claim#
in the corresponding box.

2. Select the Insurance Quote Status Report (#1).

3. Select the print icon Il to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the print
icon at the top and adjust the page margin properties via the page setup icon.

B Insurance Quote Report

&Q

Insurance Quate Date From
Customer

Claim$t

Insurance Company
Insurance Contact

Status

Expiry

0

aliafa]a

Clear Al |

: > v i1] Insurance Quote Status
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Chapter 18: Gift Certificate Reports

(2

P@]UJ[@@ Executive Reports gives you detailed information
regarding gift certificates such as which customers
have gift certificates, date issued, amounts used, etc.

Gift Certificate Report

To open the Gift Certificate Reports, from the Main Switchboard, click on the B3 Gilt Certificate Reports

Gift Certificate button to open the Gift Certificate menu, and then click on the
Gift Certificate button.

1. Enter in the appropriate information into the text boxes. For example, you
can view gift certificates that were purchased within a certain timeframe, gift
certificates that are to (or from) a specific customer, or whether or not the
gift certificate has been redeemed.

2. Select the Gift Certificates Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

”

| a
{ "For more information on entering a Gift Certificate within
Executive Jeweller, refer to Chapter 12A-1 in the
Executive User’s Manual.

Date lszued From To

Date Lsed From To

D ate Retumned From To
Customer From -

Customer To -
Redesmed By -

Used? -
Feturned? -

Ql( Clear Al |
1] Gift Certificates Report

r 2] Gift Certificates Detail Repart

o

Gift Certificate Report 18A-1
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Gift Card Report

€

P@][F[@@ Executive Reports gives you detailed information
regarding gift cards such as which customers have
gift cards, date issued, amounts used, etc.

To open the Gift Card Reports, from the Main Switchboard, click on the & Gilt Card Reparts ]
Gift Certificate button to open the Gift Certificates menu, and then click on the
Gift Card button.

1. Enter in the appropriate information into the text boxes. For example, you
can view gift cards that were purchased within a certain timeframe, or gift

cards that are to (or from) a specific customer. //Q)
. D ate From | Tol
2. Select the Gift Card Report (#1). et . -1
3. Select the print icon =l to print this report or the preview icon QA 10 @r&l
1] Gift Card Repaort Detailed

view the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

r 2] Gift Card Report Summary

é@@ Uy

z

4| a
[f "For more information on entering a Gift Card within
Executive Jeweller, refer to Chapter 12D-1 in the
Executive User’'s Manual.
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Chapter 19: Image Reports

Image Report Preparation Work

The Image Report is a fantastic visual tool. There are a number of preparatory steps that need
to be performed to maximize the potential of the image reports.

Addresses

Appraisal

Communication

1. Bediligent in attaching your images within Executive Jeweller. If you are not Customer
thorou_gh in imaging your inventory, you will not be using the image report to its fullest R ;
pOtentl al . Inventary
Insurance
2. When taking images of your inventory, make sure the image is saved in JPEG format e
and in the smallest file size possible. This will generate the report more quickly and — 7
use less of your valuable system resources. Tnvrice Terms

y Link Data

Password
Update Password

3. Image reports can be quite labour intensive depending on the image size, report size, Payment Method
computer processor speed and RAM limitations. With this in mind, it is recommended
that you run your image reports from the fastest computer possible and when others are
not using Executive.

4. Make sure the image path is correct. If it is wrong, the image report will not be

generated. To check the image path perform the following:
Location |Guel|:|h ;I
a. Open Executive Jeweller, click on the M aintenance menu. Mame :
b. From the drop down menu, select System, then Stor e Setup. B 5 5t George’s Square
c. The image folder path should read X:\Executive\lmages\. Where X is the ﬁdd'eé?j e
mapped drive letter of your server. This is where you should be saving your State [ON =
images. However, you may decide you would like to store the images Zip Code
elsewhere on your computer. Simply ensure that the path in the Image Folder Phone (519 821-7952
field accurately reflects the location. EFa{*l [513) 821-9639
=1l
“wiebzite | knarjewellen. com
Business # |BEM102363534

Image Folder |><:'\E wecutivehlmagesh

0,

Image Reports - Preface
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Chapter 19: Image Reports

P@]ﬁl[@ Executlve Image Reports allow you to create a report

based on images that have been entered into the system.
This is a great visual tool for buying trends, etc.

Image Builder

The Image Builder is a fantastic tool that will allow you to generate an inventory
report with images.

To open the Image Reports, from the Main Menu, select Image Builder from
the Images option listed in the menu bar located at the top of the screen.

1.

Enter in the parameters for the report in the text boxes to the left. This will
give you a specific inventory list at the bottom. For example, selecting
supplier X will only list inventory from that specific supplier.

Once you have a list of inventory that you would like to view, click on the
“flag records’ button. Executive will prompt you if you would like to flag all
items. Select option “Yes’. You may flag only certain records by checking
on the checkbox under the Flagged? heading for specific SKUs.

Check off which report you would like to view. Report #1 through #4 will
generate an image report whereas reports #5 through #9 will not display
images.

Select the print icon =l to print this report or the preview icon @ to
view the report prior to printing.

Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B3 Image Builder x|
Price Between And | a : =
Input Date From e | 72 1] Image Builder [Images]
(et Eizaraivzs Firm r 2| Image Builder [Images] - Ma Style
[ - 1 r 3] Image Builder [Images] by Frice
Supplier o r 4] Image Builder [Imagesz] by Price - Mo Style
Depariment - r 8] Image Builder [Item]
Category - F E| Image Builder [Item] - Mo Style
Groul - 7| Image Builder [Price List)
Haz Imageﬁ - ﬂl r 8] Image Builder [Price List] - Mo Stple
Flagzed? - r 9] Image Builder [Awery #5267
In Stock? -
Product Location hd
Report Header
Report Footer
SKU Supplier Style Supplier Department Categary Group Haz Image Flagged?

B |&A00001 94793ew Ak, Fing Dia 10K Multi 016+ No] L]
&&400002 1834 s Pendant Gem 10K white Other No| Ll
A&ANO003 1540 Akb E arring Gold 10K Yellow Other Ves| Ol
A&AN0005 IE Akb Pendant Gem 10K Yellow Other No| O
&&AN0005 1868 Ak, Fing Gem 10K white Other No| O
ALADDDO7 IEEE] Ahy E arring Gem 10K Yellow Oither Ho| O
A&ADD00S A= Ahy Pendant Gem 10K Yellow Blue Topaz Ho| O
A%&ADD009 ( 4 \ A&A E arring Gem 10K Yellow I Mol O
ARADDOT0 Pendant Gem 10K Vellow \ No| O
A8A00011 E arring Gem 10K White 2 Ho| O

B0 =) R e e S .

ol

To learn how to attach an image to an item, refer to
section 3C-1 in the Executive User’'s Manual.

Image Builder 19A-1
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Customer Wish List Image Report

The Customer Wish List Image Report will generate a customer’s inventory
wish list while displaying images of each item.

To open the Image Reports, from the Main Menu, select Customer
Wish List Image Report from the Images option listed in the menu bar
located at the top of the screen.

1. Enter in the appropriate search criteria.

2. Select the report you would like to generate. Report #1 will
display images of inventory items on the customer’s Wish List.
If an item does not have an image attached, it will list the
description with no image displayed.

Select the print icon =l to print this report or the preview icon @ to view the
report prior to printing.

Note: Within Print Preview mode you have the ability to print via the print
icon at the top and adjust the page margin properties via the page setup icon.

B Customer Wish List Image Report

Fallow Up From [[ Ta

Amnount Between And

Input Fraom And

Custamer -
Customer Tppe

Department :

Supplier

Do Mot Mail? (Mo -

List Type [~ Wish List [~ Preferred ltem

Category
W 11 Custamer Wish/Preffered List

Froup
Emplayee

alafo]ofa]n

me o)
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Inventory Image Report

The Inventory Image Report will generate an inventory list displaying images of
the item.
Password
To open the Image Reports, from the Main Menu, select Inventory Image from Piice Betyeen And
the Images option listed in the menu bar located at the top of the screen. e (]
Category -
3. Enter in the appropriate search criteria. You can customize the titles for Sommier -
this report by typing in the header/footer in the corresponding box. it =
Conzsignment ? -
4. Select the report you would like to generate. Report #2 will display o :
images of inventory items. If an item does not have an image attached, it et ot :‘
will list the description with no image displayed. @ |
r 1] Inventory Report [lkem] by Image
5. Select the print icon =l to print this report or the preview icon @ to view ™ 2oty Fopon )y mage Wi e
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page & Q| M
setup icon.

Inventory Image Report 19C-1




Chapter 19: Image Reports

Inventory History Image Report

The Inventory History Image Report is a visual version of the Inventory History
Report discussed in Chapter 5.

To open the I mage Reports, from the Main Menu, select Inventory History
I mage from the I mages option listed in the menu bar located at the top of the
screen.

1. Enter in the appropriate search criteria.

2. Select the Inventory Report (Item) by Image (#1).

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

ES Inventory History Image Repork

Frice Betwean
Date

Location
Department
Category
Group
Supplier
Gencler
Consignment?

1)

And [ |

Dec 16, 2003

C KN BN BN BN EX K

Clear fl

@r 1) Inventory Report [Item] by Image

ad”

Inventory History Image Report 19D-1



Chapter 19: Image Reports

Inventory Not Sold Image Report

The Inventory Not Sold Image Report is a visual version of the Inventory Not & Inventory Not Sold Image Report
Sold Report discussed in Chapter 5.
To open the Image Reports, from the Main Menu, select Inventory ( 1 )
Not Sold I mage from the I mages option listed in the menu bar located el
at the top of the screen. L
Category -
Grou) -
1. Enter in the appropriate search criteria. iﬂ:ﬁ' -
Consignment? -
2. Select the Inventory Not Sold Report With Images Report (#1). fnlaanay? .
This will generate a report sorted by item. @r |
1] Inventory Mot 5 old 'with Images

3. Select the print icon =l to print this report or the preview icon
to view the report prior to printing.

Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin %@

properties via the page setup icon.

Inventory Not Sold Image Report 19E-1
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Purchase Order Image Report

The Inventory Purchase Order Image Report is a visual version of the Purchase
Order report discussed in Chapter 9.

To open the Image Reports, from the Main Menu, select Purchase
Order Image Report from the Images option listed in the menu bar
located at the top of the screen.

1. Enter in the appropriate search criteria.

2. Select the Purchase Order Images Report (#1). This will
generate a report that will show all the purchase orders by PO
number.

3. Select the print icon =2 to print this report or the preview icon

@ to view the report prior to printing.

Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin
properties via the page setup icon.

B3 Purchase Order Image Reports

PO Mumber
Ordered Fram
Fiequired From
Department
Category
Group
Supplier
Location
Conzighment?

ou

L)

alaafa]e]

Clear Al |

1] Purchasze Orders List by PO#
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Reorder Image Report

The Reorder Image Report is functionally similar to the Reorder Report previously
described in Chapter 11. It will include an image of the inventory item if present.

To open the I mage Reports, from the Main Menu, select Reorder I mage from
the Images option listed in the menu bar located at the top of the screen.

1. Enter the appropriate filtering criteria such as items that were sold over a
period of time, priced between certain dollar amounts, or by a specific
supplier.

2. Select the Reorder Report by Image Report (#1).

3. Select the print icon =2 to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

B3 Reorder Image Report ) 1[
Sold From To /
Ordered From To

Last Received From To
Price Betwesn And
Custamer Type

Department
Category
Grougp
Supplier
Repeatable?

signment?
Clear All |

r 1] Rearder Report by Image

%IQ Uy

afafaa]e]e]e
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Sale Image Report

The Sale Image Report is functionally similar to the Sales Report previously
described in Chapter 12.

To open the Image Reports, from the Main Menu, select Sale mage from the
I mages option listed in the menu bar located at the top of the screen.

1. Enter the appropriate filtering criteria such as items that were sold over a
period of time, priced between certain dollar amounts, or by a specific
supplier.

2. Select the Sales Report by Item With Images Report (#1).

3. Select the print icon =l to print this report or the preview icon @ to view
the report prior to printing.
Note: Within Print Preview mode you have the ability to print via the
print icon at the top and adjust the page margin properties via the page
setup icon.

N he default password for Sales report is different than that of the
Sale Image Report. See Section 1L-4 in the Executive User
Manual for a list of default passwords and instructions on how to
check/change passwords.

e —

Sold From
Price Between
Customer
Customer Type
Supplier
Department
Category
Group
Employees

B3 Sales Reports (Images)

[

To
And

E8 KN KN KN KN KX KN K

jstomcr Class
1] Sales Report By [tem “wfith Images

ad”
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Chapter 20: Importing into Other Programs

Importing into Excel

Executive Reports has the ability to export into a text file. These text files can be

imported into Microsoft Excel. With this feature you can manipulate data within
Excel as you see fit.

Tolmport atextfileinto Excet

. . . . File Edit Wi I t F t Tools Daka  Wind Hel
1. With Microsoft Excel open, select Fileand then Open from the Main Menu @EN‘ ol s gr:tal N‘m SR Lgc
located at the top of the screen. |0 ﬂe“ .-H.--. S-h e
2. In the Open window, browse to the location of the text file. il
Note: Make sure to select Text Fileas Files of type. M seve Ctrl+s D [ E |
Save As...
For more information on importing data into Microsoft (S ENI Oty Documents Mm@ X CiE- Tk~
Excel, please consult the Help section within Excel. ;3“:::5:;“‘1“
My Webs

Powerbullet
52 Snaglk Catalog

File name:

2 Open E

Files of tvpe:  |all Microsoft Excel Files

Al Files
All Microsoft Excel Files
Microsoft Excel Files

‘Web Pages
EuerE Files el

Importing into Excel 20A-1

Cancel I
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Importing into Excel (continued)

Text Import Wizard - Step 1 of 3 d |
3. The |mp0rt Text Wizard will appear' Select Delimited. The Text Wizard has determined that wour data is Delimited.
If this is carrect, choose Mext, or choose the data type that best describes vour data.

4. Hit the Next button. riginal data type

Chaoose the file tvpe that best describes wour data:
[ - Characters such as commas or tabs separate each Field.
" Fixed width - Fields are aligned in columns with spaces between each Ffield.

Start impark at pow: Il E‘ File arigin: IWindows (AMNST) vl

Preview of file C:\Executivel ToptCustomer.kxt,

|1 |"Salutation" ,"FirstName", "LastName" , "SpouseSalutation", "SpouseF e
|2 | "ExEEn wxEExn L 'misc customer please do not type ower", ..., .5
|3 |, "Lorraine", "Abhra", ,,, "RE3",, "Owen Scund" "ON", "N4K SNS", 6 "51937
|4 |, "Mike" , "Adams",,,,"1794 7th Awe. East',, "Owen Sound", "0ON", "N4K
|5 ] "Greg”, "Adamson®,,, "704 fth Ave West',,'Ouwen Sound", "ON','N4K|. |
4 | il
Cancel | < Back | Mext = Einish |
A — . " 1 q =
5. Select how the text file is delimited. You will choose Comma. Text Import Vizard - Step 2 of 3 : 2=
This screen lets vou set the delimiters your data contains, ¥ou can see
6. Hitthe Next button.

hows wour text is affected in the preview below,
elimiters @
[Tk [ Semicolon v Comma

[~ space [ other: I_ Text gualifier: IH jv

[ Treat consecutive delimiters as one

~Daka preview

et et

Falutation FirstMame LastName PBpouseSalutation EpouseFirst Spouseﬂ

Lorraine Rhra
Mike Pdams
Greg fEdamson

J| | 7 B

6
Cancel < Back | Mexk = Einish |

-

Importing into Excel 20A-2
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Importing into Excel (continued)

7. If you choose to not import specific fields, select these fields and check

the Do Not | mport Column button.

8. Select the Finish button.

Text Import Wizard - Step 3 of 3 2|
This screen lets wou select each column and set olumn data Format
the Diata Format. & General
‘General converts numeric walues to numbers, d " Text
walues to dates, and all remaining walues ko k  Date: IMDY vI
(" Do not import column (skip)
Data preview
aneral Cenerasl Gepersl Ceneral enEr
irstName [LastName Ppousefalutation FpouseFirstc Bpouse
*% o
orraine phra
ike pdams
red dams ot

D

Cancel

< Back Plext = |

Finish

=
i?-:
|
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Performing a Mail Merge in Word

You may want to create customized letters, labels or envelopes for your
customers. Performing a mail merge in Word is a simple and effective way
to do so.

To perform a mail merge in Word:

1.  With Microsoft Word open to a new document, select Toolsand
then Mail M erge from the menu bar located at the top of the
screen.

2. Inthe Mail Merge Helper window, click on the Create drop-
down menu to select the type of document you want to create (i.e.,
letters, mailing labels, envelopes, etc.).

For more information about performing mail merges in
Microsoft Word, please consult the Help section within
Word.

JEiIe Edit Miew Insert Format | Tools Table Window Help

D=A | S [B " % Speling and Grammar..  F7 |

J Marmal = Timzz Mew R S '
Wwhord Count... |
Jahl WV | O E ‘@ AutoSummarize...
J AutoCorect. .
El Track Chahges 3
tderge Documents. .
Protect Docurment....
Online Collabaration 3
‘ tdail Merge...
f =] Envelopes and Labels...
% Letter ‘wizard. ..
: tacra »
i Templates and Add-ns...
% LCustomize...
5 Options. .
Mail Merge Helper B3

Use this checklisk to set up a mail merge, Beagin by choosing the Create
button,

=
] Main document /2\

Formn Letters. .
B Mailing Labels...
2 Envelopes...
LCatalog...
Hestore ol ammal wierd Meetment. .

3
] Merge the data with the document

Merge... |

Cancel |

Performing a Mail Merge in Word 20B-1
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Performing a Mail Merge in Word (con’t)

3.

Select whether you would like to create the main document in a
new file or use the existing document.

Click on the Get Data drop-down list to select where you want to
obtain the mail merge information form (new file, existing file,

address book, etc.).

To usean address book:

a. From the Use Address Book window, select the address book
you would like to use.

b. Click on the OK button to proceed to the next step.

Microzoft Word

Ta create the mailing labels, you can use the active document window Dacumentl ar
a new document window,

| ............... ActweWmdowI T I

Chu:u:use address book:

Mail Merge Helper K Ed

The next step in setting up the mail merge is to specify a data source,
Choose the Get Data button.

=
] Main docurment

Create = | Edit = |

Merge type: Form Letkers
Main document: Document1

2 Daka source /4_‘_\

] et Data ™

Create Data Source...
3 Open Data Source. ..
] Usze Address Book. .. nk

Header Options. .

Close |

Uze Addrezz Book 2] x|

Personal Address Book,
Schedule+ Contacts

(s ) -

(4 Cancel |

Performing a Mail Merge in Word 20B-2
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Performing a Mail Merge in Word (con’t)

Create Data Source
5. (con’t)

To create a data sour ce: & mail merge data source is composed of rows of data. The Firsk row is called the
c. There are default merge fields listed that you can arrange into header row, Each of the columns in the header row begins with a field name.,

a particular order by using the M ove arrow keys.
d.  You can add additional field names bv entering the new field Word provides commonly used field names in the list below, You can add ar remove

. . y_ . 9 field names ko customize the header row,

in the Field Name text box and then clicking on the Add

Field Name button. 5d Field name: Field names in headsr row: 2
e. You can also remove an existing merge field by highlighting Title -

P inlei ; FirstMame +
that field name and then clicking on the Remove Field Name T | Foliienidy |
button. i

f.  When finished, click on the OK button to proceed to the next

Remove Field Mame |
G
To open adata source:

g.

ﬁg@ﬂ@@@(ﬂ

step.

5f
From the Files of Type drop-down menu, select the correct s query.. | k} oK | Cancel

type of file (i.e., Word document, Excel Worksheet, MS

)

ACCESS database) Open Data Source & 3

[K Look in: I[:I Executive m@ * Tools =
o) @@ P @Customer Qh/

After an exporting a report in Executive and importing
the data into Excel, you may use that information for
a mail merge in Microsoft Word. Ensure that all
columns in the Excel worksheet refer to a merge field
you would like to have in your mail merge document
(i.e., first name, last name, address, city, state, zip
code, etc.).

Browse to the correct folder and select the file containing the

data for the merge. File name: = msouery.. |
When finished, click on Open to use that file in the mail Files of type: [M15 Excel workshests [+] I select methad cancel |

merge ‘Web Pages

Rich Text Format

Texk Files J

5i
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Performing a Mail Merge in Word (con’t)

6. For Form Letters:
a) Word will prompt you to insert merge fields in your main
document. Click on the Edit Main Document button to go
back to the main document.

S
HEC

J Inzert Merge Field = | Inzert Word Field »

W4 1 |y on | BB % % M |
A

Ensure that you have the Mail Merge toolbar available on the
tool bar located at the top of screen. If not, select Tools and
then Customize from the menu bar located at the top of the
screen. In the Customize window, ensure that the Mail
Merge is checked on in the Toolbars tab.

[ Frames
™ Function Key Display

For Mailing Labelsand Envelopes:

b) Word will prompt you to set up your main document. Click on
the Set Up Main Document button to proceed with the set up.

Microsoft Word

€ Y word found no merge fields in your main document. Choose the Edit Main Document
4 button ko insert merge fislds inko wour main document,

Customize EE3

Toolbars | Commands I Options |

Toolbars:

Iv standard |~ Mew, ..
v Farmatking

[ 3-0 Settings S |
[ AutoText
[ Clipboard

Delet |
[ Contral Toolbo S
[ Database |
v Drawing Beset...
[ Extended Formatting
v Farms

el Merge

[v Menu Bar
[ Microsaft LI
@l kevboard. .. | Close I
Microzoft Word x|

‘Word needs to set up your main document, Choose the Set Up Main Document
button to finish setting up your main document,

Set Up Main Document i

Performing a Mail Merge in Word 20B-4



Chapter 20: Importing Into Other Programs

Performing a Mail Merge in Word (con’t) a

7. For Form Letters:
a) Inthe main document, you can insert a merge field by
selecting a field from the insert merge field drop-down list.

Inser Merge Field = | Insert Word Field = | s | H 4 | 1 | M ‘ ‘ B g 35 Mege. | B ,‘

Inzert Merge Figld = ]

_ Depending on the data you are
Title using, you may have different
Firzth ame field names in the Insert Merge
LastMame Field drop-down list.
Address]
Addrezs2
City
State
PostalCode

Sample form letter with merge fields
inserted.

N

«Titlen «Firstliamen «LastMamen
whddressln

whddress2y

«Citywn wStaten «PostalCodes

Dear «Titles «Firstlame» «LastNames,
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Performing a Mail Merge in Word (con’t) Label Options

Printer
Information

rinter infarmation

7. (Con,t) Dok matrix
For Malllng Labels: & Laser and ink jet Tray: IManuaI Paper Feed j Cancel |
b) The Label Optionswindow will appear. Here you can select: o [ee—— =] ﬂl

fevs Label, ..

Select label
product type

Product number:

—  Printer information (printer type, paper tray)

Label product (i.e., Avery standard) ]
Product number (select one from the menu) d-Cord =, ||| Tpe: e
Create a new label. 5095 - Hame Badge

5096 - Diskette
5097 - Diskette

;I rLabel information Delete

Create a new
label

z.63"

Click on the OK button when you have finished setting up the
label options.

Select product
number

Mew Custom lazer 7| x|

Label Information (i.e.,
dimensions, name) for
selected label.

Hew Custom dot matnx

y

Preview Preview
Side margins
Top margin |Jr F——-Horizontal pitcch——— Ca—
Top margin | ¥ | |
o : i | o
ity
T | Mumber o : ; | o Mumber
New custom label | ertical pitch h sl ‘ down : i
. =
I B

W|pdow for laser J‘? f N e N_ew custom label
printers [ I window for dot

—fumber across—————————* matrix printers

\

Label name: I
label name

and
dimensions

Top margin: o' = Label height: 0.94"

Top margin: ID,S" E‘ Label height: |1" E
Side margin; o.19" = Label width: |2,E.3" 5

wertical pitch: |1' E‘ Mumber across; |3 E

Huorizontal pikch: I2,?5" 3‘ Murnber down: a Horizonkal pitch: 35" - Murmber down:

Side margin: 03" - Labe| width: 3.5"

Yertical pitch: ¥

abel name: I &
=
=
= Mumber across:
=

Page size: fLetber (5 16 11 in) - Page size! 4.25" Fanfold

Cancel |

i

Cancel

Close window
when done

Close window
when done
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Performing a Mail Merge in Word (con’t)

Create Labels 2] x|
7. (Con’t) . Choose the Insert Merge Field button to insert merge fields into the
For Maili ng Labels (COI”I’ t): sample label, ‘You can edit and Format the merge fields and text in the
c) The Create L abelswindow will appear prompting you to ki
insert merge fields into the sample label. From the Insert c
Merge Field drop-down list, you can select which fields you | InertMergeFisld ™ | Insert Postal Bar Code.., |
would like to add to the label and arrange it to desired set-up. sam T
Firgth ame: =
d) Click on the OK button when you have finished setting up the LastMame :I
sample label. Company
Addrezsi
Addrezs2
City =
State _I
PoztalCode ok Cancel |
Create Labels 2| x|

Zhoose the Insert Merge Field button bo insert merge fields into the
sample label. ¥ou can edit and format the merge fields and text in the
Sample Label box,

Insert Merge Field = Insert Postal Bar Code. .. |
Sample label with merge fields
inserted. Samiple label:
Note: Merge fields are marked #Titlen ¢FirstMames «LastMames ﬂ
with «», with the field name in hddressy
between the arrowheads. whiddressZy

«Cityn wltater «FostalCoden

[

Cancel |
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Performing a Mail Merge in Word (con’t)

Gnvelope Options

7. (Con’t) Printing Cptions I

For Envelopes: Eeli Delivery and

e) The Envelope Options window will appear open to the [5e 10 @ 1529172 ~]| return address
Envelope Optionstab. Here you can select: S P font and
- Envelope size Enve|0pe size ™ Delivery point barcode alignment set-up
- Delivery address font and alignment ™ Fib+A courtesy reply mai ,/\/\
- Return address font and alignment _DEIIVEEr:n‘:'.:i.':.irC = e

f) You can set up print options by clicking on the Printing i | || . g
Optionstab. Here you can select: Fot,.. | Fromeft [aueo : S
- Feed Method = ., = Envelope
- Paper Tray preview

0K I Cancel

Click on the OK button when you have finished setting up the
envelope options.

Envelope Options

Envelope Options

Printer: {|GLELPH-NTSERVERBrather MECASN0 e |
Feed method eed method
BN

' Face up W Clockwise rotation
" Fare down

Paper feed
location

Eeed from:
anual Paper Feed j

‘Word recommends Feeding envelopes as shown above,
If this method does not work For your printer, select the correct feed method,

0K Cancel
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Performing a Mail Merge in Word (con’t) r— HE
n¥elope a Tess

7. (con’t) hiosice thie Toiew b NIEraie F el BUER o s et Fieldls into th
For EanOpeS. aose CNe INSer EFgJe Fle LICEOMN EO INSert merge relds into the

. . . sample envelope address. You can edit and Format the merge Fields and
g) The Envelope Addresswindow will appear prompting you to text in the Sample Envelope Address hox,
insert merge fields into the sample envelope address. From @\
the Insert M erge Field drop-down list, you can select which
fields you would like to add to the label and arrange it to
desired set-up. Sam)

Inzert Merge Field = i Insert Pastal Bar Code... I
Title

Firzth ame
h) Click on the OK button when you have finished setting up the LastHame :I

sample envelope address. Company
Address1

Addresz2
Citw ;l
State
PostalCode K. | Cancel |

Envelope address EdEd

Choose the Insert Merge Field button to insert merge fields into the
sample envelope address, You can edit and format the merge fields and
text in the Sample Envelope Address box,

Sample envelope address with

merge fields inserted. Insert Merge Field = Insert Postal Bar Code. ., I
Note: Merge fields are marked
with «», with the field name in Sample envelope address:
between the arrowheads. «Titlen «FirstMamen «Lastames ﬂ
whddressls
wbddresszy

s
#Cityn wstaten «PostalCodes

[

Cancel |
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Performing a Mail Merge in Word (con’t)
8. Once you have finished entering merge fields in your document The main document and data source are ready to merge, Choose the Merge
and the document is complete, proceed to perform the merge by leitede e e
clicking on the Merge button in the Mail Merge Helper window. -I .
Note: You may have to reopen the window by selecting Tools and I I BEE O

then Mail Merge from the menu bar located at the top of the Create - Edit
screen Merge bype: Form Letters
) Main document: Document 1
. . EEH
9. The Merge window will come up where you can: 2 Data source
a) Select from the Merge To drop-down menu where you want S il e |
the merged file to go (i.e., a new document, etc.) Bty S B i T

b) Select which records you want merged (All or indicate the
records in the From and To fields)

c) Select an option for When Merging Records.

d) Optional: Click on the Check Errorsbutton to select an e el
option for checking and reporting errors. Click OK after you Merge to new decument

make your selection. Cose |

When finished, click on the M er ge button to perform the merge.

3
Merge the data with the document

Query Opkions. .. |

Merge EE3
Merge to: Checking and Reporting Errors L
iMew document

@ Cancel ¢ Simulate the merge and report errors in a new document.
[Recards to be merged " ‘Complete the merge, pausing to report each error as it occurs, |
=~ Bl @i I T I Check Errors...

" Complete the merge without pausing. Report errors in a new document.

Query Opkions., .. |
9 ciWhen merging records K Cancel
C © Don't print blank lines when data fields are empty. v
€= Print blark lines when data Fields are empty,

Mo query options have been set,

Return to Merge
window
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Chapter 21: Time Clock Reports
@

0
P@]UJ[@ This feature allows you to easily keep track of hours
worked by employees who log in and out with the Time
Clock. The Time Clock Report will generate a list of all
hours worked for the specified dates, a summary of total
hours worked each day, and the total hours worked for
the specified dates.

To open the Time Clock window, you must return to the Executive Jeweller
program and not Executive Reports. Select Time Clock from the
Maintenance menu, or from the Main Switchboard, click on the Time Clock
button.

1. Enter the appropriate password in the Password field.
2. Select the employee you would like to generate the time clock
report for.

N If you would like to generate a report for all employees, leave
the employee field empty.

3. Enter the beginning and end period for which you would like to
generate the time clock report.

4, Select the print icon = to print this report or the preview icon

@ to view the report prior to printing.

Note: Within Print Preview mode you have the ability to print
via the print icon at the top and adjust the page margin properties
via the page setup icon.

Fy

@Password [+* | —
Employee (A0 ;l

Beginning Date |Sep 28, 2004

Ending Date |Sep 28, 2004

Today I

Time In Time Out Hours

*
I | =

_%l Ql Hours: ]jL%- =

Time Clock Reports 21A-1
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