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About this document
This booklet is intended to give samples of the reports that can be run from ThunderPOS to meet the
needs of your store.
This booklet covers reports within the windows version of ThunderPOS. If you’re using this with a cloud
server, you will have these, plus the option to run many reports from the backoffice website.

Features available for all reports
One thing that should be noted is that all reports in this booklet can be scheduled to email to you
regularly. This feature allows for access outside of the store. For more information on setting up
emailed reports, see the settings section of the user manual.
Additionally, all reports covered in this document can be allowed access to or blocked for any employee
using the permissions within the employee section.
Reports are accessed by clicking the ‘Reports’ tab along the top screen after logging into the software.
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Sales Reports
Sales reports are those dealing with total amounts of sales for a period, possibly grouped up in some
way depending on the report. For transaction-by-transaction reports, you’ll want to look to the
Transaction Reports section below.

Sales Totals

This is likely the single most important report in the system, and thus has prime position of being the
very first one listed. This report will give you the topline numbers most useful for accounting, including
taxes collected, total sales, payment types, cost of goods sold, and more. Optionally, you can have a list
of all items sold during the timeframe selected as well.
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This report is unique in that you have a variety of ways to display it. In addition to the above pictured
version within the report viewer, which can be exported to PDF or excel like all other reports in the
system, you can also have this appear in a text-only form in notepad or print out directly to your receipt
printer. To do this, you’ll want to use the ‘Text Report’ or ‘Print to Receipt’ buttons available to the right
of the scheduled reports button.
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Sales by Category
This report will give a listing of sales made on a per-category basis. Like all other sales totals report, any
date and time range can be used to run the report.

For each category, as you can see, you will get a listing for the total, new, and used, on both a cost and a
price basis. Additionally, you’ll get the profit margin if applicable.
At the top, you’ll see a pie chart reflecting the percentage of sales coming from each category. This is
based off the totals, not the new or used subtotal.
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Sales by Department
This is like Sales by Category but broken down by department. Depending on the setup of your store,
you may find this more or less useful than Sales by Category, or both may give you good information.
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Sales by Employee
This report will give you the sales for each employee. It only includes the amounts that were actually
checked out by that employee; if you’re interested instead in sales done while an employee was clocked
in, then check out the Employee Activity reports under miscellaneous.
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Sales by Hour
This report can be very useful for determining when you might need more employee coverage, or
whether it might be okay to cut back on the hours you’re open on certain days of the week. Unlike the
totals above, this gives a trade versus sales amount rather than a new versus used.
Note that hours where no transactions are recorded will not be shown on this report.
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Sales by Day of Week
This report will aggregate sales over the time period chosen by the day of the week where they took
place, letting you see the days you are busiest or not. Note that while you can run this report for a
single day, due to the nature of it you likely want to run it for at least a week and probably more.

The information on this sheet is similar to that for sales by hour. With the breakdown of sales and
trades, often stores see heavier trade ins on different days than their best sales days.
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Sales by Customer
This report will appear very differently than the above, because it devotes a great deal of space to
information about the customer such as their email address, mailing address and phone number. It will
also have their total trade and sales for the time period chosen, however, and can be resorted in the
report viewer by clicking on the arrows of several of the columns.
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Daily Payment Types
This report is generally meant to be run for a period of time covering multiple days, as it simply provides
in a grid layout the breakdown by payment type for each day in that range. This can be very useful for
doing checks against deposits of credit card amounts or of cash.
At the bottom, you will also get a total of the payments of each type for the time period entered.
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Items Reports
These reports are all associated with your inventory, and cover things like stock levels on items, items
that have been or need to be ordered, and the value of items you have in your store. For items sold,
you’ll want to look under the Transactions reports section.

List
This report will list out items and their stock levels. It is run separately for New and Used items; for a
complete total of your inventory if you sell both new and used, you will want to run both. You may
additionally filter out items that are inactive, or those not in stock, or those with 0 cost.
Items may be grouped on this report by department or by category.
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After you’ve selected the options for grouping, filtering, and new or used, you’ll get a report like the one
shown below.
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Audit Quantity
This report depends on the Audit Quantity Changes setting being enabled. That setting requires that,
upon directly changing the new or used quantity in items, the employee who is logged in enters the
reason for this adjustment. This report is how you can view these reasons to ensure that nothing
untoward is occurring.
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Audit Price Changes
This report will show you a history of price changes made through the inventory screen directly. It will
not cover ones done at the register, nor those done through a vendor database.
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Audit Cost Changes
Similar to the above, this report will show any cost changes that have been done directly through
inventory, when, and by which employee. It will not show any changes made as a result of the average
costing feature for either new or used.
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Reorder Report
This report shows items that are below the reorder level you have set in the items section of the system.
By default, this only takes new quantity into account, but optionally you may add used quantity in when
doing the check. You can also filter this report by department, category, or only items that have been
sold within a certain timeframe.
In order for this report to be useful, we recommend configuring your reorder levels for any items you
want to keep in stock new at all times.
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Top Sellers Report
This report will give you the items that have sold the most copies in the time range you indicate. By
default, this is the top 25 across all items in inventory, but both the number can be changed and the
items can be filtered by department, category, or associated vendor.
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This report will show the items with the top-selling one at the top of the list by default but can be
resorted by clicking on the arrow icon on the appropriate columns.
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Total Value
This report will very simply give the number of units and total cost value for all items in inventory, new,
used, and in total. This is the quickest way to see your in-stock value.
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Items by Street Date
This report will show all items where the street date is within the range entered; it is particularly useful
when used in combination with a vendor database to view upcoming new releases, or to print out the
next month’s releases for customers to browse for preorder.
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Items by Category
This report will give a listing of all items within a single category, including the stock level of both new
and used. This can be useful for doing spot checks of items without using the full physical inventory
process.
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Items by Department
This report is very similar to the Items by Category report, simply filtered by the department.
Depending on the organization of your store, this one may be more or less useful.
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Items by Vendor
This report is also similar to the above, though filtered by vendor. Since an item can have up to three
vendors assigned, any one item could appear on multiple versions of this report; do not use this report
for reconciling inventory as a whole.
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PO Serial Numbers
This report is only useful if the setting for serial numbers on purchase orders is enabled, and you have
received a serial numbered item on a purchase order or instant purchase order. If you have, it will
display the items received and their serial numbers.
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Idle Items
This report shows items in stock that have not been on a transaction since the selected date and were
entered into items before that date. This can be very useful for seeing things that may need to be
marked down or that otherwise have been sitting on the shelf for a long time. The last date that the
item was added and the last date that it was sold will be listed on the report.
This report treats used and new separately for the same item, so selling a used copy will still allow the
new to be listed if appropriate.
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Purchase Ordered
This report lists all items that have been purchase ordered or instant purchase ordered during the time
range selected, including the quantity and the cost they were purchased at.
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Transaction Reports
These reports generally have to do with things that have occurred on specific transactions, such as
details on items sold, suspended transactions, or transaction totals. For totals of transactions over a
time period, you’ll want to look under the Sales reports.

Invoice Totals
This report will give you a transaction-by-transaction breakdown within the selected time period,
including the payment type, tax collected, and total amount of each invoice, as well as the employee
who finalized it and the customer who was selected for it.
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Serial Numbers
This report will give you a listing of all serial numbered items sold during the selected time period, as
well as the serial number entered at the time of the transaction. You may be required by local law to
provide this report periodically to law enforcement.
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Audit Activity
This report allows you to monitor a number of things that can be indicators of issues with employees at
the register. Specifically, all instances of manual price changes and discounts at the transaction level are
shown here, as well as any uses of the ‘Open Cash Drawer’ function or the voiding of transactions after
they are completed.
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Return Reasons
This report will give you a list of the reasons that items have been returned, if you have the feature
enabled requiring the employee to enter a reason when returning an item. If not, then this report will
simply be blank.
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Account Transactions
This report will list out transactions done directly to a customer account, whether adjustments to their
balance or payments made against an amount owed to the store. Transactions done with an invoice will
not appear here.
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Suspended Transactions
This will show transactions that are currently in the suspended state, and we recommend looking at this
every so often so that you can clear them out for transactions that the customer never returned to
complete.
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Traded Items
This report will give a list of all items that were traded in during the time period you select. This can be
particularly useful if you are not utilizing the feature that prints labels on trades automatically and are
instead printing off labels and shelving the items at the end of the day.
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Promotion Items Sold
This report will give you a listing of items that have been sold with a promotion applied to them. You
can filter it to a specific promotion or run it for all promotions, and it is useful when determining which
promotions are being effective at driving business.
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History for Item
This report, which must be filtered to a specific item ID, will give you all transactions involving that item.
It is an alternative to using the History screen from the items section, and is mostly useful if you need to
print or email the information rather than view it on-screen.
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Customer Reports
These reports generally have to do with the list of customers maintained in your system, or in particular
with their account balances and anything impacting that.

Account Balances
This report provides a list of customers with an account, along with their current balance. With account
balances in ThunderPOS, a negative balance indicates that the store currently owes the customer
money; this is common in stores that do not extend credit but do allow for trades of items.
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Account Statement
This requires specifying a customer and entering the start date for the statement; it will generate a
report that will include all account balance affecting activity for that customer since the start date,
including an end balance. This can be used to mail to a customer who owes money to the store, among
other things.
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Customer Sales History
This report is useful when a customer is bringing in a return without a receipt, or otherwise when you
need to know what a customer has been doing in your store. It will show all items bought and sold by
the customer during the timeframe you select. If you do not filter this to a single customer, it will group
the items sold during that time period together by customer.
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Customer Address List
This report will provide a listing of addresses from the system for all customers. Frequently, this can be
used as the basis for a marketing campaign or mailing, so exporting this one to excel is common. If you
only need email addresses, you may find the export email address option from the customers screen
more useful than the report.
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Discount Cards
This report lists out all discount cards in the system, along with the customer they belong to and their
expiration date. By default, it will only list currently valid cards, but you may choose to include expired
cards on the report. As with many other reports, while in the report viewer you can resort on the
columns by clicking the arrows in the header row.
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Wish Lists
This report will show all items that are currently on any customer’s wish lists. If you want to print a list
for a single customer, that function is available through the wish lists screen itself; this is for wish lists as
a whole.
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Rewards Points
This report will give all customers rewards points balance, even if it is currently zero. The report will
allow you to easily view who you may be able to reach out to with offers related to redeeming those
rewards points, as well as get an idea of the outstanding unredeemed rewards that may be a liability on
your books.
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Store Information
This section is for reports that list out information set up through the system that don’t really fall under
the above sections, such as your departments, categories, vendors, and gift cards.

Departments
This report will list out all departments in the system by both ID and long description.
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Categories
This report will list all categories in the system by both ID and long description.
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Vendors
This report will list out all vendors in the system, along with basic contact information entered.

47 | P a g e

Gift Cards
This report will list gift cards in the system and their current outstanding balance. This balance is
generally considered a liability for accounting purposes, as it is a debt owed to the customer who has
the card.

48 | P a g e

Rental Reports
These reports are all directly connected to the Rental feature of the software and assist in managing
your rental inventory. If you’re not using rentals, you can safely ignore these reports.

Currently Rented
This report will give you a listing of all rental items that have been rented but not yet returned, whether
or not they are due back yet.
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Past Due
This report will show you all items that are currently rented and past their due date. You may want to
use this for contacting customers who have taken items and not returned them.
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Rental Items in Store
This report shows all rental items that are currently in the store and have not been rented, giving a way
for you to quickly check if something is available for a customer.
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Rental History
This report will give the history of rented and returned items for the time period selected, including
which customers had them and if any late fees were charged upon returning them.
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Other Reports
These reports don’t quite fit under any of the above categories and are a mixture of different things.
Many of these are based off specific features and will only be useful if those features are in use.

Scheduled Hours
This report is only useful in conjunction with the labor scheduling feature, as it will give you a printed list
of all shifts you have scheduled for the selected time period. This will allow employees to view their
upcoming shifts.
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Hours Worked
Similarly, this report is only useful if you are using the time clock function, as this report gives you the
hours clocked in and out for the time period entered. This report is the source you’ll want for doing
payroll if using ThunderPOS’ time clock.
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Repairs
This will give a list of repairs and the items on them, and you can filter it based on the status of the
repair. The default will be only open repairs will display, but canceled and finalized ones may optionally
also be shown.
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Repair Notes
This report will give all repair notes entered within a specified date and time range. This will most
commonly be used to monitor technician activity over that timeframe.
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Special Orders
This report gives a listing of special orders/preorders and can be filtered on a large variety of things such
as specific items, status, and showing only preorder or only special orders. Very frequently, this report
will be used to contact customers when a preorder is nearly ready for pickup.
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Employee Metrics
This report depends on having been using the time clock feature, as it will show the activity done while
an employee is clocked in, rather than simply showing that which the employee actually checked out.
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Employee Activity
This report takes a single employee’s data from several of the above reports, including employee
metrics and all of the audit logs, and displays specifical that which is relevant to that employee. In all
cases where those reports depend on another feature or setting, such as using the time clock for
employee metrics or using the audit quantity changes setting, those sections will be blank if the
requirements are not met.
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Report Generator

This tool, which is NOT found in reports but rather in tools -> report generator, allows you to lay out
your own columns from several data sources in any order or size you like for a report. This is most
commonly used with customers and items, but there are other options available. For all reports made
through this, you will want to select the columns in the top for display, and then filter if you want with
the bottom table.

Sorting may be added using the sort by fields in the top right.

To display the report, hit Show Report in the bottom left.

To save a layout for later use, hit Save Template just above the show report button.
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Reports made through this feature and saved as a template can be scheduled for emailing automatically
in the same manner as the built-in reports.

For further questions on this function, please contact support.
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