
 

 

 

 

 

 

Module 10 – Working with Reports 

 

 

 

Overview 

This module is designed to give you a rudimentary understanding of the Pilot POS System reporting feature. The 
content covers the basic principles of reports including how to access the listed reports, working with report 
parameters and criteria and shows you how to generate a myriad of reports, which provide vital statistics to 
realistically evaluate many aspects of the business – from sales, turnover and marketing campaigns to menu 
layout and design. The range of reports allows you to generate information on actual and theoretical stock usage, 
resulting in better controls and higher margins.  

 
 

The learning objectives for this module: 

By the end of this module, you will be able to: 

 Discuss the importance and business value of generating good reports 

 Describe the range of Pilot POS reports that are useful to a retail business 

 Revisit and explore how to link real-life business scenarios to appropriate reports from Pilot POS 

 Demonstrate the correct procedures for generating reports via the Touch system 

 Demonstrate the correct procedures to access, generate and print all Pilot POS Admin reports 

 Review how the Pilot POS system can identify and prove theft and fraud 

 Review how to use information from reports to identify and troubleshoot business process problems. 
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An Overview of the Range of Pilot POS Reports 
Reporting forms a vital part in the management of your business. The reports that the system is able to extract 
offers you access to excellent information that you can use to analyse the success of your business. Weekly and 
monthly reporting is an integral part of the success of your business. 

The Importance of Reports for Business 
By investing in your Pilot POS System, a substantial investment has been made to modernise the way the 
business is run. However, without reporting tools that generate a clear understanding of the state of the business 
and the stock and turnover you deal with, this investment is not everything it could be. One of the main objectives 
of the Pilot POS reporting functionality is to provide you with information that generates a clear understanding of 
the transactions that are taking place in the business.  
 

“Being able to generate and interpret meaningful reports is a critical step in ensuring that your business continues 
to provide a professional service at a sustainable profit”. 

Knowing Where to Generate Reports From  
Your Pilot POS System allows reports to be generated from the Pilot Touch POS program and the Pilot Admin 
program. 

 

The Touch POS program generates reports relating 
to the business and transactions that have taken 
place at a specific POS workstation. The Touch 
POS reports are accessed via the Reports menu 
option of the Manager Menu function: 

 

 

 

 

The Pilot Admin program essentially generates 
reports about the entire system. A range of detailed 
reports can be generated via the Reports menu 
option: 

 

 

 

Think and Do! 
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Viewing Reports via the Touch POS System 
Reports from the Touch POS System focus on staff and sales activity. 

 

 
Generating Touch POS Reports 

Use the following information as a guideline to working with the reporting function in the Touch POS program: 

1. Access the Pilot Touch POS 
program.  

2. Click on the Manager Menu button 
to display the POS Menu window: 

  

3. View the range of available reports 
via the Reports menu option. 

 

 

Understanding the Business Relevance of 

Touch POS Reports 
Knowing what staff activity and transaction information you 
can gather from the Touch POS reports is an important way 
of getting an up-to-date picture of what is happening in your 
business.  

 

 

 

 

Think and Do! 
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1. Touch POS – Waiter Commission Report 
This report shows you sales for each individual staff member for the day. This report also shows you commission 
and tips due and tracks the sales figure breakdowns of cash, credit cards, cheque and vouchers. This report 
should be printed once all the staff members have been cashed off. 

 

 

Think and Do! 

 
 

  

 

  

  

  

  

  

  

  

  

  

  

 

2. Touch POS – Waiter Sales Totals Report 
This report allows you to view important sales totals and averages of each staff member. 

 

 

Think and Do! 
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3. Touch POS – PLU Item Sales Report 
This report gives you a breakdown of PLU items sold by each staff member. 

 

 

  

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

 

4. Touch POS – Waiter Incentive Summary Report 
Use this report to track how effective staff members are when working with incentives. 

 

 

  

 

 

Think and Do! 
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5. Touch POS – PLU Sales Report 
This report shows you information on the daily sales of individual items within your restaurant. This report is useful 
to determine whether a product is selling or not and can be used to implement menu changes within your 
restaurant. 

 

Think and Do! 

 
 

 

  

  

  

  

  

  

  

  

  

  

  

  

6. Touch POS – Time Sales Analysis Report 
This report allows you to analyse particular sales patterns and cycles related to your business. It is a powerful 
report that can help you track slow, average and high peak sales periods and therefore plan stock and staff 
presence accordingly. 

 

 

Think and Do! 
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7. Touch POS – Open Tables Report 
This reporting option displays the Open Tables Viewing function which you can use to monitor how busy particular 
staff members are or confirm whether staff members are ready for cashing up. 

 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

 

8. Touch POS – Sales (X) Report 
The Sales (X reading) report is very useful for you to get up-to-date turnover information for the day. As each bill 
is cashed off its turnover is accumulated and displayed in the Sales (X reading) report. You can also view 
turnover sales per POS station which is useful for monitoring busy and slow stations. 

 

 

You can also generate the Sales (X) report by touching the sales (X) button on 
the POS Menu window: 

 

 

 

Think and Do! 
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9. Touch POS – Turnover Split Report 
This report shows you the daily sales of your business for a selected period. It also shows important information 
such as how many transactions were rung through for the day, how many customers were served and what VAT 
was collected for each day.  

 

 

Think and Do! 

 
 

 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

10. Touch POS – Discount Log Report 
This report allows you to track and manage how many voids and discounts are being given to customers. This is 
an important report for managing theft and fraud. 

 

Think and Do! 
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11. Touch POS – Invoice List Report 
The Invoice List report allows you to view how customers are paying for their bills on a daily basis. You can set 
the report to display according to a list of payment types or view the payment type information per waiter.  

 

 

Viewing by Ptype option – Payment Type  

 
 

Viewing by Waiter option 

 

 

Think and Do! 
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12. Touch POS – Gift Card List Report 
This report allows you to view all Gift Card Top Ups, Redemptions and Ticket Claims on the day.  

 

 

Think and Do! 

 
 

 

  

  

  

  

  

  

  

  

  

  

  

 

13. Touch POS – Reprint Invoice Report 
This report displays a list of invoices that may need to be reprinted.  

 

 

Think and Do! 

 
 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



Module 10 – Working with Reports 

Generating and Viewing Reports via the Pilot Admin System  Page 10-– 11 

 

Generating and Viewing Reports via the Pilot Admin System 
Reports from the Pilot Admin System allow you to generate detailed reports that extract excellent information 
summaries that cover a wide variety of aspects within your business and play a vital part in the management of 
your restaurant. Careful analysis of these reports should take place on a weekly and monthly basis. 

 

 
Generating Admin Reports 

Use the following information as a guideline to working with the reporting function in the Pilot Admin program: 

1. Access the Pilot Admin program.  

2. Click on the Reports menu option to view the range of available reports: 

 

Understanding the Business 

Relevance of Pilot Admin 

System Reports 
A wide range of Admin reports are available 
and are crucial to ensuring that your 
business is running efficiently, effectively 
and at a healthy profit.  

  

 

 

Think and Do! 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



Module 10 – Working with Reports  

Page 10-– 12  Generating and Viewing Reports via the Pilot Admin System 

 

1. Admin System – Waiter Commission Report 
This report allows you to view important sales totals and averages of each staff member over a specific time 
period. The report is valuable for helping to identify under-performing staff members who may need focussed 
training on the one hand, or recognise top selling staff members who should be rewarded. You can use this report 
to pay commissions to your staff members on a weekly or monthly basis.  

 

 

Think and Do! 

 
 

 

 

  

  

   

  

  

  

  

  

  

  

  

  

  

 

2. Admin System – Prep Variance Report 
The Prep Variance report accumulates daily variance information from your Prep Sheet and generates 
information for a specific period if necessary. This report is useful in determining daily losses incurred as a value 
for a selected period.  

 

 

Think and Do! 
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3. Admin System – Bulk Variance Report 
The Bulk Variance report indicates losses that may have occurred in your bulk and back stock items by 
comparing actual stock quantities on hand to theoretical stock quantities on hand. This helps you determine 
whether you have a stock theft problem in these areas. This report works with information taken from your 
previous stock file and compares with information contained in the current stock file. 

Important  This report is adversely affected when there is incorrect issuing to front stocks or portion sheets and 

incorrect purchasing of quantities. You have to ensure that these procedures are completed correctly before you 
can get an accurate report on bulk variances.  

 

 

  

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Using the Limit Value Function  

The system allows you to limit the losses you see on-screen and on the 
printout. This function works as a value restriction, in other words if you don't 
want to see losses of items that total up to less than R10, you set the limit 
value to 10. You can adjust this figure to suit your reporting needs. 

 

The Bulk Variance report is affected by a few functions within the system. 
These are:  

 Issuing  If issues to front stock or portioning sheets are not recorded 

correctly, then the bulk loss report will be inaccurate.   

 Purchasing  If purchasing is not done in the correct unit and quantities, 

then the bulk loss report will also be inaccurate.     
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4. Admin System – Turnover List Report 
The Turnover Listing report shows you the daily sales of your business for a selected period. It also shows you 
other important information like how many transactions were rung through for the day, how many customers you 
served, daily discount figures and what VAT was collected for the day. 

 

 

  

 

 

Think and Do! 

  

  

  

  

  

  

 

 Viewing discounts for a selected period  This function provides you with the ability to keep track of what 

discounts are being given and for what reasons. When a discount or void is done, the system queries the 
user why the discount is being given (you have a total of 9 user definable reasons).  

 Viewing banking information for a selected period  This function provides you with the ability to keep 

track of what banking has occurred (from the banking done in the Master / Admin Cashup). This report gives 
a breakdown based on the banking types set up in the Master Cashup. 
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5. Admin System – Turnover Breakdown List Report 
The Turnover Break Down Listing is used in conjunction with the Take-Away and Delivery module. The report 
shows the difference in sit down turnover and take-away turnover. 

 

 

Think and Do! 
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6. Admin System – Turnover Comparison Report 
This report is designed to allow you to compare selected sales periods, customer numbers and customer 
averages. It is quite valuable when trying to analyse customer and business trends. You can also use information 
from this report for planning and budget for stock and staff capacity. The report further allows you the functionality 
to include a total budget amount so that actual sales may be compared to a budget over a period. 

 

 

Think and Do! 
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7. Admin System – Purchases Report 
Generating the Purchases report is an important part of any week and month-end review. The system allows for 
various reports to be extracted using a number of selection criteria such as by selected items, specific suppliers, 
invoice number, payment methods and so on.  

 

Think and Do! 

 
 

 

  

  

  

  

  

  

  

  

  

  

  

 

 

Think and Do! 
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Think and Do! 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

Think and Do! 
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Think and Do! 

 

 

  

  

  

  

  

  

  

  

  

  

  

 

 

Think and 
Do! 
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8. Admin System – Income Statement 
The Income Statement is probably the most important report that you will use from the system. It contains, at a 
summary level, information on all aspects of your business such as nett sales, cost of sales, gross profits, total 
expenses and nett profits. It is vital to ensure that all information that is entered onto the system is captured 
accurately otherwise the report will display incorrect financial information. 

The Income Statement works from one stock period to another, so you need to have completed the stock routines 
before generating this report. It also uses purchases information from your purchases files so you therefore need 
to make sure that all purchases for the period have been captured.  

 

 

 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

Viewing All Cost Categories  As a default only categories involved 

in the calculation of the Income Statement are displayed. You have 
the option to display All the Cost Categories, irrespective of whether 
or not they are contributing to the calculation. This option may be 
required for more detailed reporting. 

 

Think and Do! 
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Understanding the Information Displayed on the Income Statement Working 

Window  
 Total Sales  Nett turnover for the period selected, drawn from the Turnover Listing information. The system 

excludes the opening date's turnover, but includes the closing date's turnover. This is because the 
information contained in the stock files, is for the end of each date's trading.  

 Cat  The code allocated to a category in the Master File.  

 Name The name of the category. This is set up in the Admin File category. If you have ***, this implies that 

you have had categories that have been deleted but still have either stock or purchases against them. 

 Cost (%)  This is the cost contribution of the category, represented as a percentage, to total cost of sales.  

 Budget  This is a budgeted cost contribution percentage setup by you, by which you can compare your 

actual cost percentages. If there are no budget percentages, then you can type in your budgets here. For 
those of you who own businesses within a franchise, the franchise usually has a good idea of what the 
budget percentages should be.  

 Var  This is a monetary value difference between actual cost percentages and budgeted cost percentages. 

This gives a good indication of over or under usage or spending for the category.  

 Open  The value of that categories opening stock, calculated from stock on hand values from the opening 

stock date.  

 Close  The value of that categories closing stock, calculated from stock on hand values from the closing 

stock date.  

 Purch  Total value of purchases for that category for the selected period.  

 Code  Income statement category. These can be one of the following:  

 D = cost of sales item.  

     E = expense item.  

   E1 -> E9 = you can separate expense items if you want to.  

  X = excluded from the income statement. 

 C/CNT  This field displays a value should you have multi-cost centres active and set up in the Master and 

PLU files. 

 

 

Think and Do! 
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Using the Income Statement to Troubleshoot Potential Business Problems 
As this report is so important we need to look at a range of concepts and principles related to the information it 
contains. 

There are many areas which you can look at to sort out any discrepancies on the Income Statement. Because 
there are so many possible places where discrepancies can occur, it is necessary to be systematic and diligent 
when trying to pinpoint possible problems.    

 

 

Think and Do! 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Reviewing Information Displayed on the Income Statement Report  
The printout summarises the on-screen information in an information box referring to the following values:   

 Sales  Total sales (excl. VAT) for the selected period. 

 Less Airtime  Minus any sales done for airtime. 

 Nett Sales  Total sales (excl. VAT) for the selected period less Airtime.  

 Zero rated part  Total for items rated as zero tax. 

 Direct Costs  Total cost of sales (excl. VAT).  

 Gross Profit  Total nett sales less total nett cost of sales.  

 Expenses  Total cost of expense items (excl. VAT).  

 Nett Profit  Gross profit less nett expenses.   

 

 

Think and Do! 
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Analysing Closing Stock Discrepancies 
If the Income Statement indicates that the business closed with more stock than when the period was opened 
(and does not compare with the amount of purchases made), you can probably deduce that the problem lies 
within the purchases activity.  

If a situation like this occurs, you can look at the following:  

1. Closing stock values, unit prices, quantities entered.  

2. All purchases captured, correct unit prices. 

3. Opening stock values, unit prices, quantities entered.  

 

 

Think and Do! 

 Closing stock values, check that:  

 the total values are correct.    

 the unit prices are correct for each item, as this inflates / deflates 
stock on hand values.    

 quantities inputted into the opening/closing stock file are correct.   

  

  

  

  

 

Purchases, check that: 

 all purchases for the period were posted.    

 the correct values were posted for each invoice.    

 correct units were purchased, as this affects unit 
prices.  

 

 

Think and Do! 

  

  

  

  

  

Opening stock values, check that: 

 the total values are correct.    

 the unit prices are correct for each item, as this 
inflates / deflates stock on hand values.   

 quantities inputted into the opening/closing stock file 
are correct.  

 

 

Think and Do! 

  

  

  

  

  

 

Income Statement set up, check that: 

 the categories have been allocated correct expense 
codes.    

 all undefined categories (****), are given correct 
names.    

 defined categories have correct descriptions 
allocated to them.  

 

 

Think and Do! 

  

  

  

  

  

 



Module 10 – Working with Reports  

Page 10-– 24  Generating and Viewing Reports via the Pilot Admin System 

 

Turnover, check that:  

 the nett turnover equals the nett turnover for the 
same period in the turnover listing.    

 VAT % default settings are correct in default 
settings. 

 

 

Think and Do! 

  

  

  

  

  

 

Direct Costs vs. Expenses 

On the income statement the items that have a D in the 
Code column are directs cost items, whereas the items 
with an E in the Code column are expense items. 

Try separating Food categories and Liquor categories by 
setting up food items with a D and Bar items with D1.  

By separating categories, one can monitor the cost 
percentage of each group. 

 

Think and Do! 
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9. Raw Material Usage Report 
The Raw Materials Usage report allows you to compare actual stock usage (based on physical stock counts) with 
a calculated or theoretical stock usage. This calculated or theoretical stock usage is determined by the costing 
(recipe) x the quantity of the item sold for the period.  

This is a very handy food cost control report as it allows you to compare what should have been used in the 
preparation of the menu (PLU) items against the actual usage of the item based on physical stock takes. 

Note  Refer back to the learning discussions around “Actual Stock” vs. “Theoretical Stock”. This is where the 

system shows you what your Cost of Sale percentage should be based on your Costings / Recipes. This is why 
the recipes have to be updated with raw material costs and then PLU costs before generating this report. 

 

 

Think and Do! 
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10. Reviewing the Range of Sales Reports 
The Pilot Admin program provides a range of sales reports that can help you to review and analyse important 
sales related information. 

 

 

    

 

Think and Do! 

  

  

  

  

  

  

  

 

11. PLU Sales Report 
The PLU Sales report shows information on sales of individual items within the business. This report is useful to 
determine whether a product is selling or not and can be used to implement menu changes. 

 

 

   

 

 

 

 

Think and Do! 
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12. PLU Time Sales Report 
This report gives a breakdown of PLU items sold over a specific time period.  

 

 

Think and Do! 
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13. Time Sales Analysis Report 
This report gives you an analysis tool that allows you to drill down into specific days or time periods to view high 
and low selling periods. The sales information from this report can help you to plan for the efficient and effective 
use of stock and resources.  

 

 

    

 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



Module 10 – Working with Reports 

Generating and Viewing Reports via the Pilot Admin System  Page 10-– 29 

 

14. Department Sales Reports 
Use the Department Sales report to view a breakdown of the sales of different food, beverage and stock 
departments. This report is useful to track sales for an entire department, and can be used to determine which 
items within the business that need to be incentivised. 

 

Think and Do! 
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15. Meal Type Reports 
 

 

   

 

 

  

 

Think 
and Do! 
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16. Void and Discount Reports 
The Sales…Voids / Discount report can help you to track how much business takes place around situations like 
promotions, complaints, staff meals and so on. The report can also give you crucial information to help track 
possible fraud and theft. 

 

   

 

 

 

Think and Do! 
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17. Ticket Claims Report 
 

 

   

 

 

 

Think and Do! 
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18. Airtime Sales Report 
The system will report airtime sales per vendor, per voucher and give you a summary total at the end of the 
report. 

 

   

 

 

Think and Do! 
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19. Gift Card Transactions Report 
This report allows you to view all Gift Card Top Ups, Redemptions and Ticket Claims for a selected period. 

 

   

 

 

 

Think 
and 
Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

20. Revenue Per Department Report 
This report gives you a breakdown of the total turnover each department has brought in. This includes a 
percentage of turnover value as well. 

 

 

 

Think and Do! 
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21. Reprint the Cashup and Day-End Reports 
Use the Sales…Reprint menu option to view and print out the Cashup and Day-End reports for previous days / 
months. 

 

 

   

    

 

 

 

Think and Do! 
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Think and Do! 
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22. Stock Turn Ratio Report 
The Stock Turn Ratio report allows you to review the average number of days that it takes to turn the shop’s stock 
holding. 

 

 

 

 

Think and Do! 
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23. Cash Payouts Report 
Use the Cash Payouts report to view information about cash payouts that have been made to different suppliers 
for a specific period. 

 

 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

 

24. IOU / Loan Reports 
Staff loans and IOU’s are a notorious way of losing money within the system. Use the IOU / Loan reports to track 
the total amounts of money loaned to staff. 

 

   

 

 

 

Think and Do! 
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25. Airtime Reprint Audit Report 
This report allows you view the Airtime sales for a specific period. 

 

 

 

 

 

Think and Do! 

  

  

  

  

  

 

26. Pop Link List Report 
This report displays information relating to how specific food items are linked to the pop up Touch POS buttons. 

 

 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

 


