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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

CLOSING REPORT 
 
Category:  
  
Administrative, Accounting, Sales, Time and Attendance, Audit & Security 
 
Suggested Use: 
 
The Closing Report is designed to give operators a detailed summary of 
System3’s significant sales, time and attendance, accounting, 
administrative and revenue center data.  
 
Use the Closing report on a daily basis to assist in: 
 

 Balancing Cash and Credit Card Sales 
 Tracking Cash Disbursements (Paid Outs) 
 Breaking down sales by department (Gross, Adjusted, 

Net) 
 Summarizing Sales by Revenue Center or Order Type 
 Summarizing Labor Dollar and Percentage Data 

 
Related Reports: 
 
 Simple Closing, Tax, Z Report, T n A, Paid Out 
 
Key Numbers 
 

1. Sales Data is summarized by Item Dept. and Sub-Dept. 
2. Sales Data is also summarized by Revenue Center and 

Order Type 
3. Time and Attendance data is broken down by job code.  

Totals for each job code are compared with Net Sales figures 
to determine a Net Labor percentage per Job Code, as 
well as a Net Labor Percentage Total. 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

 
CLOSING REPORT (SIMPLE) 
 
Category:  
  
Administrative, Accounting, Sales 
 
Suggested Use: 
 
The Simple Closing Report is designed to give operators a simplified, 
snapshot view of figures that are key in day to day closing procedures.  
Use the Simple Closing report on a daily basis (in place of the detailed 
Closing Report) to assist in: 
 

 Balancing Cash and Credit Card Sales 
 Tracking Cash Disbursements (Paid Outs) 
 Breaking down net sales by department 

 
Related Reports: 
 
 Closing, Tax, Paid Out, Z 
 
Key Numbers 
 

1. Void, Comp and Discount totals are listed for quick 
reference.  Cross-check all cash receipts with the Drop 
Total figure. 

2. Any Paid Outs made will provide the cashier with a chit 
that can be stapled to a receipt – All chits and receipts 
should be submitted and crosschecked with paid outs listed 
here 

3. Once all cashouts have been received for the day, totals 
should match with those listed in the Tender Totals 
section 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

COMP ITEM BY AUTH EMPLOYEE - REASON 
 
Category:  
  
Administrative, Audit & Security 
 
Suggested Use: 
 
The Comp Item by Authorized Employee – Reason is designed to help 
operators monitor the use of the System3 ‘Comp’ function by detailing: 
 

 The authorized employee applying the comp 
 Which item is being comped 
 The reason the comp is being applied 
 Summarized comp totals by employee and by comp 

reason 
 
Use this report as a security measure to ensure adherence to comp 
standards by all employees. 
 
Related Reports: 
 
 Comp Item by: Department, Employee, Reason, etc. 
 
Key Numbers 
 

1. Employee Item Totals show the value of comps made by 
a particular employee for a particular item 

2. Comp totals by reason show the total dollar value of 
comps made by all employees for this reason 

3. Total Comps show the dollar value of all comps made, for 
all reasons, by all employees. 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

COST MIX BY MENU 
 
Category:  
  
Administrative, Inventory 
 
Suggested Use: 
 
The Cost Mix by Menu Report details each menu item’s percentage of 
cost within its specific department as well as the overall total of 
items.   
 
For example, a manager can easily determine how many chicken wing 
appetizers were sold and exactly what percentage of appetizers sales 
and what percentage of total cost that this specific item accounts for. 
 

Related Reports: 
 
 Cost Mix by Ingredient 
 
Key Numbers 
 

1. ‘Group’ totals account for a specific menu item’s 
percentage of sales within its proper department (i.e. 
pizza fingers account for x% of total appetizer cost) 

2. ‘All’ totals account for a specific menu item’s percentage of 
total sales (i.e. pizza fingers account for x% of total cost 
across all departments) 

3. Both sets of numbers are broken down as a percentage of 
the number of items, as well as a percentage of the 
dollar value of items. 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

CUSTOMER INACTIVITY  
 
Category:  
  
Delivery, Customer Loyalty 
 
Suggested Use: 
 
The Customer Loyalty report is helpful for an operator wishing to develop 
a list of ‘absentee’ customers.  
 
Customer inactivity is broken down into four categories 
 

 Never Purchased 
 No Purchases for 15 Days 
 No Purchases for 30 Days 
 No Purchases for 60 Days 

 
Use this report in conjunction with the Mail Merge report to create 
targeted mailing aimed at regaining delinquent customers. 
 
Related Reports: 
 
 Mail Merge, Customer Top 50 
 
Key Numbers 
 

1. Customer Name and summary address info is listed 
2. The date that the customer last phoned and/or placed an 

order is listed in the ‘Last Activity Date’ column. 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

DAY PART MENU ITEM SALES BREAKDOWN 
 
Category:  
  
Administrative, Sales, Inventory 
 
Suggested Use: 
 
The Day Part sales report gives a detailed view of the sales of every 
menu item, summarized by day part.  Each item line shows the number of 
items that were sold, the dollar value of items sold, as well as the specific 
item’s percentage of total sales. 
 
Day parts are listed as Lunch, Dinner and Late and are defined using 
System3’s ‘Shift’ function. 
 
Use this report to assist in targeting marketing efforts and dollars towards 
specific day parts. 
 
Related Reports: 
 
 ½ Hour Report, Hourly Report, Sales by Shift, 
 Department Mix by Shift 
 
Key Numbers 
 

1. # Column shows the quantity of the item sold 
2. $ Column shows the dollar value of the item sold 
3. % Column shows the percentage of net sales dollars that 

this item represents 

12

1 2

3



S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

DEPARTMENT SELLERS 
 
Category:  
  
Administrative, Sales, Inventory 
 
Suggested Use: 
 
The Department Sellers Report gives a snapshot of department sales broken down 
by employee.  It is helpful in determining the effectiveness of each employee’s 
sales according to item sales department.  
 
Use this information to assist in designing contests and/or other sales incentives 
for employees, based on reported ‘strengths’ and ‘weaknesses’ in selling 
particular groups (departments) of items 
 
Related Reports: 
 
 Product Sellers, Employee Profitability, Server Department 
 Averages  
 
Key Numbers 
 

1. Extended Price shows the total number of department items (i.e. 
appetizers) multiplied by the item price 

2. Quantity gives a quick view of how many department items have 
been sold by server, further broken down by department category 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

DRIVER DETAILS 
 
Category:  
  
Administrative, Delivery/Customer Loyalty 
 
Suggested Use: 
 
The Driver Details Report is designed to give operators a detailed view of 
driver claim and return times based on specific orders.  The Driver 
Summary Report contains average claim and return times sorted by driver. 
 
Use this report to track driver efficiency and to assist in planning a 
schedule for drivers 
 
Related Reports: 
 
 Driver Summary 
 
Key Numbers 
 

1. Start Time – time that the order was taken 
2. Claim Time – time that the order was claimed by, or 

assigned to,  the driver 
3. End Time – time that the order was actually cashed out 

and closed 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

EMPLOYEE PROFITABILITY (MENU) 
 
Category:  
  
Administrative 
 
Suggested Use: 
 
The Employee Profitability Report is designed to compare an 
employee’s net sales to the total gross profit through total menu item 
sales.   
 
Use this report to help determine each employee’s actual contribution or 
value towards increasing the bottom line 
 
Related Reports: 
 
 Employee Profitability (Inventory) 
 
 
Key Numbers 
 

1. Net Sales  figures are calculated by subtracting tax and 
gratuities from Gross Sales figures 

2. Total Cost figures are calculated by adding Extended Wage 
to Item Cost figures. 

3. Gross Profit is displayed in both Gross Dollars and 
Gross Percentage 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

FORECAST KEY ITEM USAGE BY HOUR 
 
Category:  
  
Inventory 
 
Suggested Use: 
 
The Forecast Key Item Usage report is used to help forecast future item 
usage by using actual usage figures from previous dates. 
 
To create this report, the user selects a group of dates (for example: the 
last 4 Fridays), and the report will calculate the stock used for each day, 
and display an average.  This average can help forecast how much stock 
will be needed.  Only items that have the ‘key ingredient’ designation 
turned on can be forecasted. 
 
 
Related Reports: 
 
 Forecast Stock Usage by Hour 
 
 
 



S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

GROSS PROFIT REPORT (EST. ITEM COST) 
 
Category:  
  
Administrative 
 
Suggested Use: 
 
The Gross Profit Report is designed to show an operator item-specific 
gross profit percentages, as well as item-specific gross profit dollars. 
The report also summarizes gross profit percentages and dollars by 
department Estimated cost is based on the item’s recipe cost, which can 
be associated with the item when building the menu. 
 
Use this information to determine which menu items are inefficient from a 
profitability standpoint. A decision can then be made to delete the menu 
item, change the items price or somehow reduce the item cost. 
 
 
Related Reports: 
 
 Gross Profit Report, Profitability by Hour 
 
 
Key Numbers 
 

1. Each Item is listed within it departmental category, 
accompanied by its Unit Cost, Price and Quantity 

2. Extended Cost  Quantity multiplied by Unit Cost 
3. Extended Price  Quantity multiplied by Unit Price  
4. Gross Profit is recorded in dollar amounts and 

percentages 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

 
LABOUR VS. GROSS BY JOB CODE BY HOUR 
 
Category:  
  
 Administrative, Accounting, Time and Attendance 
 
Suggested Use: 
 
The Labor vs. Gross by Job Code Report is designed to give users a 
summary view of labor hours in relation to gross sales.  
 
Use this report to determine which times of the day the restaurant seems 
to require the most amount of labor man-hours. An abnormally large 
amount of hours might be an indication that labor is not being carefully 
monitored by management and should be reviewed. 
 
Related Reports: 
 
Labor vs. Gross by Employee, Labor vs. Gross by Employee by 
Hour, Labor vs. Gross by Employee by Job Code, etc. 
 
Key Numbers 
 

1. Gross $ shows the total gross dollar amount of sales made 
in that hour 

2. The % Hour column indicates the labor percentage for that 
job code for that hour (compared to sales) 

3. The % of Day dolumn indicates the percentage of the days 
total labor dollars 

4. The % of Gross column indicates the labor percentage for 
that job code as compared to the days Gross Sales 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

  
PAYROLL 
 
Category 
 
Administrative, Accounting, Management, Time and Attendance 
 
Suggested Use: 
 
The Payroll Report captures all employee payroll information and sorts it 
by employee.  This report is particularly helpful to use in conjunction with 
third party payroll providers. 
 
Related Reports: 
 
Employee Schedule, Time and Attendance by Server and Job 
Code, Labor vs. Gross Reports 
 
Key Numbers 
 

1. Distinguishes between regular hours and overtime 
hours and accompanying rates of pay 

2. Provides  the Tip Declared Wage (TDW) and Overtime 
Tip Declared Wage (OTDW) 

3. Displays the Declared Gratuity and the Adjusted 
Gratuity 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

PRODUCT LISTING 
 
Category:  
  
Administrative, Inventory 
 
Suggested Use: 
 
The Product Listing Report lists all menu items, their associated prices 
and percentage of total sales.   
 
Use this report to determine which items account for the majority of sales 
and which items are poor sellers. This information proves helpful when 
making inventory and menu item decisions 
 
Related Reports: 
 
 Product Listing by Hour, Product Mix, Product 
 Search, Product Sellers, Product Listing by Time 
 
 
Key Numbers 
 

1. Item – lists all menu items 
2. Quantity – total units sold of specific Item 
3. Extended Price – menu price less taxes, comps and 

discounts 
4. All % - percentage of sales 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

SERVER AVERAGES 
 
Category:  
  
Administrative, Sales 
 
Suggested Use: 
 
The Server Averages Report records the average sales sorted by 
server.  This report is particularly helpful in gauging sales efforts by 
servers.   
 
Use this report to establish minimum sales totals for servers to reach. 
. 
 
Related Reports: 
 
 Server Department Averages, Server Details 
 
Key Numbers 
 

1. Average Order Total for each server 
2. Number of Orders for each server,  
3. Dollar Value of Comps and Discounts given by each 

server  
4. Grand Totals for each server 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

SERVER DEPARTMENT AVERAGES 
 
Category:  
  
Administrative, Sales 
 
Suggested Use: 
 
The Server Department Averages Report breaks down department 
total averages (based on number of orders) by server.   
 
Use this report to see how many items, on average, in a particular 
department a server sells to EACH table (order). 
 
This report allows management to set minimum sales targets for 
employees as well as run specific contests/incentives based on a 
department (i.e. desserts) 
 
Related Reports: 
 
 Server Averages, Server Details 
 
Key Numbers 
 

1. The report displays item department Quantity Totals by 
server, as well as Average Quantity Item Totals., which is 
the Quantity number divided by the number of orders. 

2. The Value column indicates the quantity of items multiplied 
by item price  

3. The Average Value is the Value divided by the number of 
orders 
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S Y S T E M 3  P O S  R E P O R T  P O R T F O L I O  

   

Z REPORT 
 
Category:  
  
Administrative, Accounting 
 
Suggested Use: 
 
The Z Report shows closing totals sorted by server and by shift.  The report 
displays grand totals as well.  This report shows similar information to the 
Closing, Server Log Out and X Reports but gives specific employee 
information over all shifts. 
 
Use this report on a daily basis to assist in balancing cash receipts for 
individual cashiers/servers, as well as for balancing total cash and other 
tender (Visa, MC, Gift Certificate, etc.) totals. 
 
Related Reports: 
 
 Closing, X, Individual Server Logout Reports 
 
Key Numbers 
 

1. Server –the report is sorted by individual server 
2. Shift – the report displays each servers shift including 

multiple shifts 
3. Payment Type – debit, credit, cash, gift certificate, gift 

card payments are displayed 
4. Amount, Gratuity and Discount totals per server are 

displayed 
5. Report Totals – useful information like Number of Orders, 

Number of Covers, Average Order Value and Open Orders 
and a Tender Breakdown pie-chart is displayed 
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