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Machine Quilters Business Manager  

On Line Class Block 2 
Mary Reinhardt 

Eureka Documentation System 

www.eurekadocumentation.com 

eureka2@frontiernet.net 

Invoicing, Sales Invoice Screen 
Navigation zone 

• Can access the screen via: 

o  Customer screen, this is a faster way to sort the quilts for the customer 

o Sales/Invoice tab, then choose the customer via first or last name. 

▪ If you do not choose a customer, the quilt will be unassigned, will cover in troubleshooting 

• Return to this Customers Information 

• Blank worksheet for this customer 

• Search All Invoice (discuss later) 

• Decimal Chart 

Identify the quilt/invoice 

         
• New Quilt –  

• Buttons right and left 

• Delete the quilt 

• MQBM Inv#- automatically inserts a number, cannot change it, if you delete it is gone forever! 

• Your Inv# -  16001,   

• Last Inv# used: will always look for the largest number, so 150001 is larger than 16001. 

Type of Sale: 

• This is a grouping of Sale Types 

o Will default to Quilt 

o Use Add to List button to make your own groups. 

o Will use in Financials and on the Quilt Sales Spreadsheet 

Quilt Name 

• Name with customer, want to be able to find this quilt when the customer asks for history 

• Use the Design name, quick reference to see what designs customer has used. 

• Piecing pattern name, gift to someone,  

Quilt Type 

• Another way to group your quilts across customers 

o Use Add to List to make your own group 

o Will use on the Quilt Sales Spreadsheet to see across customers 

• Block of the Month, Mystery Quilts, Pricing Category, Design Category, Start to Finish, T- shirt quilts, Art 

Quilt, Shop Sample (pull across Shops), RUSH. 

o With Filter by Selection, you can use more than one descriptor and you can find a word.  Will discuss 

more in Financial Reports.  

Invoice Title 

• Here is where we use the disclaimers that we built earlier in Set Up. 

• Can quickly add to the list here, using Add to List 

Search Quilts by: 

• Quilt Name 

o If you have blank names they will show as blanks 

o The list will be just for this customer 

o If you have just added a quilt, it will appear on list if you click Click to Save 

• MQBM Invoice # 

• Your Invoice # 

 

http://www.eurekadocumentation.com/
mailto:eureka2@frontiernet.net


Do not duplicate, Mary Reinhardt, 2016                   Page 2 of 37 

 

Dates 

        
Date Accepted 

• This is the date the quilt arrives in your studio,  

o it is used to calculate your turn around time on the Quilt Sales spreadsheet 

• use Ctrl +; to drop in todays date, choose from calendar, type in 1/1/ and it will fill in year. 

Target Date 

• When you would like to return the quilt to the customer 

• Use after they have left the studio if you don’t want the date to show on their receipt 

• Buttons to drop in future dates 

• < > 5 days of target 

Completed 

• When you finish the quilt.   

• Helpful on the Quilt Work Log to show that quilt is done, waiting to pick up 

• Is used to calculate turn around time on the Quilt Sales spreadsheet 

Returned to Customer 

• When the quilt is returned to the customer 

• Takes the quilt off of the Work Log 

 

Quilting Service 

           
Step 1 

• Enter the Width and Length 

Step 2 

• Click here to Calculate Size, notice the calculations 

Step 3 

• Clicking on the Use button will drop the calculation into the Size of Area/Qty field of the selected record below. 

Step 4 

• Pricing Category 

o Choose from list, the Price per Unit will drop in 

o Samples:  

▪ Edge to Edge using sq inch 

▪ Minimum Charge using 1 in Qty 

▪ Hourly charge using the number of hours in Qty 

• Placement Area 

o Where on the quilt the design will be placed on the quilt 

• Design 

o Choosing design 

o Sort 1 

o Add to List button 

Step 5 and 6 

• Click to Sum 

• Click here to Accept and move over 

• Red indicates there is a difference between the two values. 
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Thread 

                 
       Charge Category 

• Chose pricing category 

• Samples 

▪ Simple Group by bobbin 

▪ Simple overall charge by Brand 

▪ Accounting for quality of thread, density of design, size of quilt 

• Price per unit drops in 

Thread Color 

• Choose from list 

• Sort by Group or Brand 

• Add to List using the button 

• Don’t forget the Shopping List 

Used Where 

• Amount Used 

• Sample 

▪ Bobbin, counted and entered once quilt is completed 

▪ Overall Charge, use of 1 in Amount Used 

▪ Sq Yards used  

• Unit 

• Click here to Sum and Accept to move to right 

 

Batting 

           
• Enter width and length 

• Note Extra Amount 

• Calculations: 

• Top values are the straight measurements 

• Boxed values include the extra amount indicated 

• Batting Type 

• Always choose from drop down, Price per unit will drop in 

• Add to List, and Shopping List 

• Samples: 

• Price per Linear Inch 

• Price per Package 

• Customer Supplied, typing in what they brought 
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Backing 

             
• Width and Length brought forward 

• Calculations of linear yard of the width and length  

• Don’t forget the calculator on your computer, often just a click on the keyboard 

• Choose from drop down list, Price per unit will drop in. 

• Add to List button and Shopping List 

Binding 

           
• Choose the service 

• Add to List button 

• Use Linear Inch or Foot 

• Sub Contractor 

Image 

                    
• Limited to 2 gigabites of images 

• Held in QuiltPics.accdb 

• Open a screen/window of the Quilt image in any application 

• Once it is on the screen, 

• Click to open the Snipping Tool, as the tool opens the screen will become grey 

• Left click and hold the mouse click and drag a box around your quilt 

• Choose the copy icon 

• Return to MQBM, make sure the box is outlined and click on the Paste icon. 

Multi Images 
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• Select Image button 

o Opens a browser window to locate the image 

o Once you click on an image and Open it will be copied to c:/ProgramData/EurekaDocSys/MQBM/Images 

folder 

o  
• View Image 

o Opens the image in a viewer, you will see the full image and be able to scroll in and out, etc 

• Delete the Image 

o Will unattached the quilt image from the quilt invoice. 

• Add to Keyword List 

o This is the list that you will build to keep track of the keywords that you have used. 

o  
• Add from List of keywords to this image 

o Here you can choose as many keywords as you like to describe the image.  

o You will be able to choose one item from the list as you view images 

• See Quilt Images by Keyword 

o This is where you sort the Quilt Images by Keyword to find them. 
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o    
Notes 

                          
• Notes on the left appear on the Invoice 

• Notes on the right do not appear on the Invoice 

• Add other information about the quilt, any issues that you might want to share with customer 

• Notes about the design set up to retain for later 

• Notes on the right do appear on the Shop Order screen. 

Additional Charges 

                 
• Choose Charge from Drop Down 

• Choose a Component from the drop down list 

• Enter Amount ( the most important column!) 

• Samples 

• Discount 

▪ Amount is the key 

▪ Percentages 

• If discounting Subtotal, enter the full subtotal 

• If discounting Batting, enter just the batting charge 

▪ Amount off 

• Enter 1 in amount if set up is $10.00 off, to give $10.discount 

• Selling Fabric 

▪ Enter the amount of fabric being sold 

Tax Rates 

                          
• Add to List 

• Choose from drop down. 

• Click on Calc to see Tax Rate pop up dialog box, choose Ok 

• Trouble shooting 
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▪ If tax rate is not listed, then it has been archived, return to Add to List and uncheck the 

archive box 

▪ It no tax is calculated, there is a blank field either on this screen or the Tax Rate Set Up 

screen. 

Hours 

                           
• Enter the hours it took to complete the quilt.   

• Be consistent with the hours that you enter, may include intake, loading, design time, trimming, etc. 
Stitch Count 

• Enter the stitch count.  Just for reference 
Click to Save 

                    
• Save after any changes and after Payment is entered. 

• Payment Box 

• Enter Date, Amount of Payment (use Copy Final Cost button) 

• Leave Final or choose Deposit or Payment 

• Form is a field to add Cash, CC, Check #, etc.   

 

Invoice Choices 
• Fonts 

•  
• Review the Labels 

• Invoices  

•                    
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• Emailing an invoice to a customer. 

• Select the pdf icon from the Print banner, save the pdf in a folder on your computer and then attach it 

to an email. 

•  
•  

Sample Invoices 
• Regular Quilt Sale 

• Charity quilt 

▪ Use wholesale pricing for Batting, Backing and thread 

• Choose the name of batting and change the price to the wholesale amount 

▪ Discount the entire price under Additional Charge No Tax. 

▪ Pay at $0. 

▪ See how much you have discounted in Financials under Additional Charges No Tax. 

• If you want a break out of Batting, Backing and Thread, your set up should look like 

this: and then you will enter a line for each item and the price of the item in amount. 

•  
• Additional Charge No Tax Screen 

•  
▪ See Financials 

  
Teaching 
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•  

•             
 

 

Fabric Sale 

•  

•   

Trouble shooting 
• If you don’t choose a customer first. 

• When you go to print you will see  

•  
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• Another symptom: when you go back into the system later and you find the customer and the quilt is 

not listed on her Search. 

• To resolve use, Support, Sales Management, the quilt will be at the top of the list and you can choose 

the customer from the list and the quilt will associate with the customer. 

•  
• No totals are calculating 

• There is a blank field in the right hand column.  

•   
 

• There is a blank field in Tax Rate Set Up 

•  
 

• No Tax has been chosen. Choose Tax Exempt or add 0 here 

•  
• Font choice is left blank, will see this error 

•  
• Solution is to re-enter the Invoice Font and or the Font Size. 

Work Log/ Waiting List 
Work Log 

•          
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• Contains all quilts that have not been marked with a date in Returned to Customer.  
o Very useful for scheduling,  
o for organization of the day,  
o if you can’t see quilts at a glance very helpful to see what quilts are in your studio.  
o Consider a print out and send to the cloud every week or so for liability. Back up works too, but this might 

be helpful. 

• You can alphabetize the list on any field. 
o Customer Name – will bring all of the customers quilts together 
o Name of Quilt – allows you to see similarly named quilts together 
o Date Accepted – a-z will show you the quilts you have had the longest 
o Target – a-z will show the quilts you need to work on as they are due the soonest 
o Completed – a-z will show you those quilts that done, just needing to be picked up. 
o You can sort a-z, z-a on any field, just highlight the field and use the a-z, z-a icons in the toolbar. 

• Filtering tools found along the bottom of the screen. 

                         
o Customer Name: helpful when a customer contacts you or drops off quilts, to quickly see you have other 

quilts in the queue. 
o Other fields will show similarly to above. 
o Filter for quilts that are complete, will show all quilts that are completed and waiting pick up.  This is 

helpful for contacting customers. 
o Remove Sort and See all Quilts button will remove any filters so that you can see all of the quilts 

• Go To Order/Invoice Button 

                    

                    
• Click on the right facing arrow to the left of the customer name. 

• Click on Go To Order/Invoice Form, you will be taken to the Sales Invoice screen for the Customer 

and to this specific quilt.  You will not see the other quilts for the customer as you have filtered for this 

specific quilt.  To see the other quilts, you must release the filter.  Just click the Filtered button at the 

bottom and the rest of the quilts will come back. 

                   

• Links in the Navigation zone 
o Sort by Quilting Service and Design will open a new screen seeing all quilts.  You can sort by like design 

and service to see similar quilts. 
o Print Quilt Work log by date Accepted 
o Print Work Log by Target Date 
o Print Work Log by Target Date with Details 
o Print Calendar by Target Date 

• Can copy and paste the information to Excel. 
 

Waiting List 
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•  
• Attributes: 

o All of to do list, etc in one location 

▪ Helps with scheduling 

▪  

o Build a list of potential quilts, those quilts that you are planning to do, but not yet in your studio. 

▪ Allows customer to bring you quilts when you are ready 

▪ Allows customer to work on quilts but hold a spot in your list, thus maximizing time and reducing 

your turn around time for the quilter. 

▪ Prints upcoming future “appointments” on the bottom of the invoice  

o Can see calendar of when quilts are due from the Invoicing side of program. 

• Target Date, setting up, 

o Use of buttons 

o Entering more than one instance of day 

▪ add new entry of the day by using Ctrl+’ to copy line above, or highlighting and copy/paste 

• Last Name or Task 

o Entering openings designation 

o Drops in First name and Telephone number if available 

• Appointment Date, could be the date that the customer called to get on the waiting list. 

                         
• Limitations 

• Built in 2003 before smartphones! 

• Unable to link with phone, other calendars work much better at this.  

Financials 
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Supplies and Expense Entry, Supplier List Supply Entry 

• Items that are resold to the customer. 

• Ex: Batting, Thread, Fabric, notions 

• Spreadsheet format 

 
• Date: Should be the date of the invoice 

• Type of Supply: This is the first major grouping for the supply.  All items will be gathered and reported under 

this group. You will be able to see what you purchased over the entire group as well as by each name. 

• Name of Supply,  

▪ Should be the exact same name as used under drop down for Sales especially in Batting and Backing. 

• Supplier 

▪ Suppliers that you use over and over 

▪ Note Add to List 

▪ Includes Mileage and this will drop in for you. 

• Total Cost 

▪ Cost of the item 

• Shipping can be broken out separately into a line item 

• Should be considered when determining the price to charge for an item. 

• Qty 

▪ This can be the actual qty of an item purchased 

▪ Can be a different number, such as batting (see below) 

• Mileage 

▪ Driving to and from purchasing supplies 

• Batting,  

You will want to see how much batting you have sold over a year or the course of your business. Using 

Batting as a Type will allow you to do this 

▪ Purchase batting the same way you sell it, ie if you sell by linear inch, enter the Qty purchased by the 

linear inch.  

▪  
• Fabric:  

▪ if you only buy fabric to use as Backing, perhaps Backing would be a better group. 

▪ If you sell fabric for other purposes, then other fabrics might be grouped as Fabric 
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▪  
• Thread:  

▪ It may be helpful to list Thread as a type of supply and then the Brand in the Name. Enter the actual 

colors purchased in Notes 

▪  
• Scanning 

▪ Scan the receipt into your computer, or if you have an image from your phone that works too. 

• Save the scan directly into the Receipts folder 

• If your phone image is in Pictures, either move it to Receipts folder, or if you use the Select 

button, a copy of the image will be placed in the Receipts folder 

• If you have an email, use the Snipping tool to grab and image and Save the image to the 

Receipts folder. 

▪ Click on Select and find the location of the file and choose Open 

▪ Then view will allow you to see the file.  

• Sorting features at the bottom 

•  
▪ Add New Supply: as your list grows it is hard to see where to add a customer, this button will take you 

to the new line 

▪ Delete Supply will delete the highlighted design 

▪ Save Supply will save the supply and refresh the drop down lists. 

▪ Type of Supply: choose from the list and all of the other supplies will filter out, not the Sum of Costs is 

now related to just the type of supply 

▪ Name of Supply:  this filter the list to include just the entries of the Supply name. 

▪ Supplier: This will list out the supplier and purchases made from the Supplier 

▪ Remove Sort and View all, will remove all the filters for the screen. 

▪ Sort by Dates: 

This allows you to sort your purchases by Date and then you can use the filters to see virtually, 

your purchases between the dates. 

• Expenses Entry 
• Items that are expenses but are not re sold to the customer.  

•  
•  

•  
•  

 

 

 

• These items generally will be itemized on Schedule C for the IRS. 

 

Type of Expense Name of Expense 
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*Advertising and Marketing 

Bank Charges 

Continuing Education 

Quilt Delivery 

Dues 

Equipment 

Furniture 

*Insurance 

*Legal and Professional Services 

*Office Supplies 

*Office Expenses 

Postage/Delivery 

Printing 

Publications 

Refunds 

*Rent 

*Repairs/Maintenance 

Shop Samples 

Shipping 

*Taxes and Licenses 

Telephone 

*Travel and Entertainment 

*Utilities 

*Mileage 

Computer Software 

Tools and Parts 

*Capital Payment 

*Car and Truck 

*Commissions and Fees 

*Contract Labor 

*Other Expenses 

Bobbins 

Books 

Brochure 

Business Cards 

Computer Equipment 

Computer Software 

Digital Designs 

Ink 

Machine Parts 

Membership Fees 

Needles 

Photography Supplies 

Pick Up/Drop Off Quilts 

Pressing Supplies 

Shipping Fees 

Shop Samples 

Name of Shows 

Subscriptions  

Website 

 

  

• Try to use as many of these Types of Expenses with * as these match the schedule C fields. 

• Sometimes the Type of Expense and the Name of Expense is very similar 

• Sometimes Qty is left blank. 

• Notes 

• Scanning, same as above in Supply Entry 

• Filters and Sort by Dates, same as Supply 

• Supplier 

•  
• List of your suppliers,  
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• Quick Search will show the suppliers that have been entered into the system 

• Make sure to not use special characters in the name:  such as ‘ @ * . 

• Mileage to and from the location, this is what will drop in everytime you use the supplier on the entry list. 

• Quilt/Sales Spreadsheet 

 
• Names of columns.  

• Hours and Quilting Charge and Subtotal.  Quilting/Hrs divides the Quilting Charge by the hours entered.  

Subtotal/Hrs divides the Quilting Charge by the hours entered. 

• Totals at the bottom of the screen 

• Search Tools 
▪ Type of Sale:  can break out Quilts from Teaching/Classes, Charity, whatever you have entered in the 

Type of Sale on the Sales/Invoice screen 
▪ Customer: allows you to take a close look at a customer and the quilts she brought over time. 
▪ Name of Quilt:  if you have quilts of similar names, ie Lonestar, Irish Chain, you can quickly filter for 

these quilts over all customers 
▪ Type of Quilt:  here is where you will find those quilts that have been marked as BOM, Mystery, Shop 

Samples, etc. 

• Buttons 
▪ Remove Sort: unfilters the list, returning all entries to the list 
▪ Sort by Date Returned: here you can get a virtual look at the list and then Search/Filter the list to what 

you need to see between two specified dates 
▪ Go to Invoice:  you can quickly go to a highlighted invoice.  To highlight an invoice, click in 

the small grey box to the left of the MQBM Inv # field. It will turn black and display a right 

facing arrow. 

• Totals 

• Averages 

• Average Turnarounds 

• More Info to Right 

•  
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Quilt Sales/Spreadsheet by Design and Pricing 

•  
• Allows you to quickly pull up a customer and see what designs you have used, and what pricing 

categories you have used 

• Since the quilt will appear more than one time on the list, totals is not accurate so is not displayed, use 

other Spreadsheet for totals. 

Financial Reports 

• Found under the Financial Tab in the navigation zone. 

Start and Stop Dates: 

•                    
▪ Allows you to sort for any group of dates 

▪ Invoices: most reports only gather quilts that have been marked paid. 

▪ Supplies and Expenses are pulled by Date. 

• Mileage rate is tied closely to Supplies and Expenses 

Supplies/Expenses: 

•   
• Reminder of how we entered the info when purchased 

         
Supplies by Date: 

▪ Shows all supplies or expenses that are purchased between two dates.  Will break the items 

into the month purchased, with a total for each month and a total at the end of the report. 
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• If you balance your books monthly, print a copy or Supplies and Expenses each 

month, place with receipts and bank statement and you are done! 

•  
Supplies by Type: 

▪ First looks at Supplies by Type as a group and pulls all types together with a total amount at 

the end of the Type.  You will see all of the Names of the items and if you have purchased 

more than one, you will see all instances of that Name and a total for that item. 

▪  
Specific Supply by Name: 

▪ Quick way to pull up a specific item by the Item Name. 

▪ Choose item from the drop down list and then click on Supply by Name 
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▪  
• Specific Supply Type: 

▪ Quick way to pull up a specific item by the Item Type. 

▪ Choose Type from the drop down list and then click on Supply by Type 

▪ Will show that Type of Item and all items that were purchased. 

▪  
• Summary 

▪ This summary will gather all items purchased, total them by the Type of Supply. A great way 

to see what your purchasing pattern has been over the dates specified. 

             
 

• Chart 

▪ This summary gives you a pie chart of the information in the Summary 

▪  
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• Compare 

▪ Shows how much you have purchased over the course of your business 

▪ An excellent way to spot trends, changes in purchasing practices, does the spending match 

your revenue? 

▪  
 

Reports by Type of Sale 
• Before we look at the individual reports and before you begin to work with these reports, run these 

two reports first! This will clean up your system and all quilts will be reported 

                                                    
Sales Not Marked Paid 

• These should be the quilts that are in your studio.  They may be complete and just waiting 

to be picked up, but are not marked with any payment. 

• If there are other quilts on this list, return to the Sales/Invoice screen and complete the 

paper work. 

• If you don’t want to count the quilt as income, discount the price of the quilt and enter 

$0.00 in the payment section. 

•  
Invoices with Balance Due 

• These quilts have some difference between the Balance due and the Payment.  It will 

catch those Deposits or Tips for you. 

• If you have made an error in the Amt of Payment, it will show here 

• Return to the Sales/Invoice screen and fix the errors. 

•  
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  Reports by Type of Sale 

                                        
• The reports in this box are sorted by the Dates designated in Start and Stop Dates, then the Type of 

Sale chosen in the drop down list.  The box defaults to Quilt. 

Sales by Date: 

▪ Gives the details of each invoice that has Type of Sale as Quilt and was marked with any 

payment between the two designated dates. It will include Deposits, Payments and Final 

Payments.  The invoice information is listed and a total is given for each month and for the 

whole report. 

▪ This is a good place to really look at the different Types of Sales and print them out 

separately.  

▪ Note sq yards completed and hours 

▪ Subtotal Amt, Taxable Amt, Taxes Collected and Final Charge. 

Quilts 

                
Teaching 

 
Summary 

▪ Same information as above, minus the details of each invoice. 
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Sales Marked Final Payments 

▪ This report is helpful if you take deposits or payments. 

▪  It will only pull those quilts that have been marked Final Payments. 

▪ Deposits and Payments will not be reported. 

                                    
Individual Customer 

                                                             
• If a customer would like a printed report of all the quilts you have done for her, this report 

would give that info 

• The first report might be just for you to see your customer patterns as it includes the hours it 

takes to complete a quilt 

• The second does not include hours. 

All Invoices, Types of Payments 

•  
All Invoices by Date Pd – Details 

• Includes All Types of Payments between the two designated dates and is grouped by the 

month, with totals for each month, and then for the year. 

• Your Quilts and Teaching will be included, doesn’t break out by the Type of Sale 

• No averages are given 
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• Summary 

• Same info just summarized by month. 

          
 

Combined Financials – All Invoices 

• Includes Expenses and Supplies along with Sales 

• Excellent report to give to Accountant 

• Summary is same information, but no details. 
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All Invoices by Type of Sale 
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• Has same information as above, but breaks the Sales into Types of Payments 

•  
All Invoices by Tax Rate 

                         
• Gathers All invoices with any type of payment entered 

• Groups by Tax Rate 

• If one quilt has two different tax rates applied, it will appear on this report two times, once in 

each tax rate 

o Thus there is no total at the bottom of the report, just for each tax rate. 

 
Summary 
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Sales per Service/Category 

• This will show you Sales broken down into Quilting Charges, Batting Sold, Backing 

Solder, etc. 

 
 

Summary 

• Just shows the Sum total for each category across the dates or the last line of the above 

report. 

 

For those who want to only report invoices marked with Final Payments. The next series of reports are helpful 
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  The reports are exactly the same as above, so we are not going to look at each one individually.  Just note that 

only invoices that are marked Final will appear in these reports.  Sales that are marked with Deposit or 

Payment, but Final is not indicated, will not appear on these reports. 

 

                                     
 

 Only Payment Information 

    
• These reports do not report Sales, they only report Payment information. 

• A good report to use if you take Deposits 
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Combined Financials 

• Will gather Expenses and Supplies and report these along with Payments 

o Make sure that your Payments are consistent with Sales 

o Will report the Deposits, Payments and Final designation 

separately.  

• You will get a bottom line for your business 
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 Quilting Designs 

                                                                                 
• Reports all the Quilting designs listed on the Quilting Service tab of the Sales Invoice 

Screen. 

o Reminder of where the info comes from on the Sales/Invoice screen 

•  
o It is first grouped by the Design Name 

o Then the Placement Area 

o Then by the Quilt, showing the Area Size and the Quilt Size, etc 

 
 

Pricing Categories 
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• Where the info comes from on Sales Invoice screen 

              
Pricing Categories Used 

         
Summary 

•  
Chart 
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•  
• Customer Trends – Quilts 

o This will build a chart of all of your customers over the time period specified. 

o It will show the spread of when they bring quilts across the time period 

o The  bottom row shows the total quilts accepted in a month. 

                                     
 

          
 

Quilt Trends Chart 

                                     
• This shows the number of quilts accepted by date and shows the per month total. 

• Excellent to see the ups and downs of the time period 

• If fewer intakes, might plan a sale during that time.    
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Additional Charges Sold  

• Information comes from the Sales/Invoice Screen 

o Additional Charge    Taxed or No Tax 

o Will group to Charge Name first 

o Then to Component. 

o Will show a total for each Component, each Charge Name Group 

o Same for Tax and No Tax 
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Summary 

• The same information but Summarized (no details) 

                
Specific Charge 

o Allows you to choose a Charge Name and the details about just that Charge Name 

appear on the report. 

o  
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Individual Items Sold 
All Batting Sold 

• Info comes from Sales/Invoice screen Batting Screen 

• Also from Supplies and by the name of the batting 

                              
o Note the small box off to right, if you have named the batting the exact same thing 

when purchase and buy it, then you will see the math done for inventory. 

o Here is where we see what you have bought and what you have sold. 

•  
Summary 

o Shows no details, the individual invoices 

•  
Specific Batting 

o Allows you to see just the one batting information. 
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All Backing Sold 

o Info comes from Sales/Invoice screen Backing Screen 

o Also from Supplies and by the name of the backing   

All Backing Sold 

o Note the small box off to right, if you have named the backing the exact same 

thing when purchase and buy it, then you will see the math done for inventory. 

o Here is where we see what you have bought and what you have sold. 

  
Summary 

o Shows no details, the individual invoices 

 

 

Specific Backing 

o Allows you to see just the one backing information. 

       
Comparing Sales to Purchases 
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All Binding Sold 

 

        
Summary 

           
 

Specific Sub 

                                  
Thread 

o From the Sales/Invoice Screen 

o Sorts on the Price Group first, then the Color of thread 

o                  
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All Thread Sold by Color 

   
 

All Thread Sold by Price Category 

 

                            
 

 

 

Summary 

o  
 

 

 


