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QUICK REFERENCE GUIDE   

Please Do Not Return This Product To the Store 
 

Need Help?  Have Questions?  Please call us  
Monday – Friday from 8:30am to 5:30 (EST) at 

1-866-961-6673 
For additional  product information, please visit our website: 

www.royalsovereign.ca 

Generating Reports 

Time:  

5 Minutes + 

Tools:  

 No Tools Required 

Difficulty:  

Easy 

Generating Reports 

This feature provides the business the option to view sales reports based on a specified date 
and time range.   In order to print the reports, you will need to print within the Smart 360 POS  
Program, not within Smart 360 POS backoffice 
 
1. Open your web browser.   Go to http://backoffice.smart360pos.com 
2. Enter the email and password provided, followed by clicking the Login button 

 
 
 
 
 
 
 
 
 
 
 
 
 

3.  Select Reports  from the main screen option 

http://backoffice.smart360pos.com/
http://backoffice.smart360pos.com/
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Selecting Report 
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There are four different report options: 
 
 • Detailed Daily Report – Sales Total -  Displays Gross Sales, Tax Collected (by 
                             tax group, and Net Sales for the specified time /date selected 
 

 • Detailed Daily Report – Department Details  - Displays by department sales 
    by inventory item and total quantity for the specified time /date selected 
 
 • Report by Payment Type –  Displays the sales transaction by method of   
    payment for the specified time /date selected 
 
 • Summarized Z Out Report  - Displays all three reports above for the specified  
      time and date selected 
 
A) Detailed Detail Report – Sales Total 

 
1.   Select Detailed Daily Report Sales Total  
 
 
 
 
 
 
 
 
 
 
 
 
2.  Use the Calendar and Date/Time selector options to select the specific day(s) to be viewed  
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Selecting Report 
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3.   Press View Report to view the information  
 
 

 
 
 
 
 
 
 
 
 
 

 
B) Detailed Detail Report – Department Details 

 
1.   Select Detailed Daily Report - Department Total  
 
 
 
 
 
 
 
 
 
 
 
 
2.  Use the Calendar and Date/Time selector options to select the specific day(s) to be viewed  
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Selecting Report 
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3.   Press View Report to view the information  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
C) Report by Payment Type 

 
1.   Select Report by Payment Type  
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2. Use the Calendar and Date/Time selector options to select the specific day(s) to be viewed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Press View Report to view the information  
 
 
 
 
 
 
 

 
D) Summarized Z-out Report 

 
1.   Select Summarized Z-Out Report  
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2. Use the Calendar and Date/Time selector options to select the specific day(s) to be viewed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Press View Report to view the information  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Congratulations!.  You have successfully generated sales reports .   For more 
information, please refer to other Quick Reference Guides or for other details 
refer to:  www.royalsovereign.ca 
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