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The reporting engine in RecTrac 3.1 has been enhanced significantly. Reports are now more general 
in nature based on the kind of item you are reporting on, with each “report” having different 
outputs to choose from based on how you want the data presented. This allows you to setup your 
criteria on a report and then run it with multiple outputs to see the same data in different ways. 

Sales reports in RecTrac 3.1 are generally run the same way across modules:

- Find the right kind of report based on the items you sell. Are they inventory items, service items, 
rental items etc. 

- Setup report criteria based on what you are looking for. 
- Select the proper ‘Output Template’ based on what you want to report on. 
- Select the proper ‘Output Type’ (Summary or Detail) based on how you want the data reported.

Reports also run in the background in RecTrac 3.1. Meaning, if you are running a long report, it will 
not tie up your RecTrac session; the server will process the report and when it’s done it will be 
presented to you. 

Every report you run gets saved in the Document Center. You can find the Document Center in 
your menu on the left. For instance, if you ran a report 2 weeks ago and want to view at it again, 
you can find it in the document center.

Reports are also very customizable. If there is some specific information you’re looking for and 
haven’t found a report that has it, submit a ticket through the AIMS Help Desk with the information 
you’re looking for and IT will explore creating a report. 
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Step 1: First, find the sales report you wish to run. For example:

- Inventory  Search for ‘Inventory Sales Reports’ from the menu. 
- Service Items  Search for ‘Service Item Sales Reports’ from the menu.
- Rental Items  Search for ‘Rental Reservation Reports’ from the menu. 

For example purposes, we will be running a report to answer the following question:

“What is my best selling menu item for a month?”

Restaurant items are setup as “Inventory” in RecTrac and we will be using “The Brig” snack bar at 
Norfolk Navy Shipyard for this report. SAP site 1256, so based on item coding all items start with 
MA1256.. 

Click the ‘Menu’ button in the upper right hand corner of the RecTrac window and start typing 
‘Inventory’. Select ‘Inventory Sales Reports’. 
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Step 2: The following screen will display,

Report Screen Legend

Note: Report screens are very similar across modules. Once you understand the different 
functions/criteria setup of one report, others will work the same way. 

Advanced criteria screens used for filtering,

Inventory item Data Grid. Used to make individual 
item selections when items are not in sequential 
order. Can be used in conjunction with inventory 
code ranges/wildcards. 
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Report Screen Legend cont.

Report Output options. Determines the 
format of how the data will be reported. 

Item Range and Date Range filters. 

More output options. Most reports have a 
summary or detail output type. Customer 
Title is a free form field and will print at the 
top of the report.

Runs the report. 

Used to manage/apply Report Templates. See the 
‘RecTrac 3.1 Report Templates’ doc for more info.  

Resets the report to the “Last” settings you ran it with. 

Resets the report back to it’s default state. Useful if 
you have problems with a reports output based on 
previous criteria set. . 

Cycles through the advanced criteria screens in the 
upper left. 
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Step 3: To run the report answer our original question: 

“What is my best selling menu item for a month?”

I would setup the report in the following way. 

Since I want to see ALL items sold at my business location, I check on ‘Use Inventory Range’ and set 
the range to include all items. All items start with MA1256:

Begin Inventory Code = MA1256
End Inventory Code = MA1256zzzzzzzzzzzzzzzzzzz (enough z’s to include the whole item code 
length)

Note: When you set an inventory range, the fields will give you a little spinning icon that indicates 
it’s “thinking”. You can ignore this as it will NEVER stop spinning and isn’t really doing anything 
anyway. 

Make sure ‘Use Item Original Transaction Date Range’ is checked and use the date fields to set the 
time period to report on. 
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Since I want to know my best selling items, the ‘VSI – Top Selling Inventory by Quantity’ will give me 
this answer, so that is my ‘Output Template’. 

I am also giving this report a ‘Custom Title. 

This report only has one ‘Output Type’, which is Summary. 

Step 4: Click ‘Process’ to run the report. The following screen will display:

The report format defaults to PDF and to Preview the report. Reports should always be previewed so 
they can be reviewed BEFORE printing. 

Click Continue to generate the report. The following message will display. 

Click ‘Close’. Your report will display when it’s finished running. 
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Step 5: Below is the 1st page of the output for this report. From the preview window, I can choose to 
print or save the report as needed. 
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Now that I know what my best selling items by QUANTITY are, how can I tell what my best selling 
items by SALES AMOUNT would be? Building off the previous example, I can find this info by making a 
single change to my ‘Output Template’. 

All my other report criteria (item range, date range etc.) would remain the same. I only want to change 
the OUTPUT of the data. I would also possibly update my ‘Custom Report Title’. 

Here is the report run for ‘Top Selling by Sales Amount’


