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Step 2 : Type Ticket Sales Reports and then click on ‘Ticket Sales Reports’ under 
results. 

Step 1: Click the 9 dot menu button in the top left corner.

Note: Once a movie showing is complete, ticket sales based on the standard fee categories 
need to be entered into the NMPS system for that showing. The following steps detail how 
to run a custom report out of RecTrac 3.1 to get that sales data. 
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Step 3: Select applicable report criteria. 

1) Toggle on ‘Use Ticket Code Range and enter in your location prefix in the ‘Begin Ticket Code’ 
field. Thn enter in your location prefix followed by Z’s into the ‘End Ticket Code’ field. This will 
ensure all tickets for your location are picked up in the report. See below for an example using 
site SE3824 as an example. 
2) In the ‘Ticket Status’ drop down, select both ‘Active’ and ‘Inactive’ as shown. 

1

2

Note: All reports in RecTrac 3.1 have report “memory” by user login. Meaning, the last settings are 
saved for each report you run. So once most of the settings are set for this report, the only thing 
that will need to be changed is the date range. A report template for your location can also be 
created. See the ‘RecTrac 3.1 Creating a Report Template’ training document for steps on creating 
a report template. 

The Ticket Sales Report Screen is shown below. 
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Step 3 cont. 

3) Toggle on ‘Use Event Date Range’ and then select ‘Actual Date’ and the applicable date needed 
for BOTH the ‘Begin Event Date’ and ‘End Event Date’ fields. In the example below, a date of 
6/16/2020 is selected. This will report on all movie showings on that particular date. 

Note: Typically, this report is run for a single date to match the movie showings for that date in 
NMPS. A date range can be entered as needed if multiple days need to be reported on. 

3

4) Change the ‘Output Group’ to ‘Sales Reports’, ‘Output Template’ to ‘Navy- Ticket Sales By Fee 
Category’ and the ‘Output Type’ to ‘Summary. 

5) Click ‘Process’ to run the report. 
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Step 4. On the report options screen, take the default options of ‘PDF’ and ‘Preview Report’, then 
click continue and click close on the ‘Success’ message. 
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Example Report output is shown below. Each movie showing is broken into it’s own section, 
totaling each fee category by movie showing.  


