
  
 
 

  

Top Sales Report 
 
 
A new financial report for showing total sales by customer above a designated amount within a 
specific period. This report can be run against a variety of criteria such as Include Shipped 
Transactions only, Prepared By, Authorized By, and all or selected Contact records.  
 
Financial reports will generate with any module active.  
 

1. Click Report on the menu bar.  

2.  Go to Financial>Sales. 

3. The Sales/Cost of Sales-Report Options window 
will open. 

4. Click the Show Top-Sales Summary checkbox. 

5. This will enable the Above: <amount> field to 
become visible.  

6. Enter a value to see only results above this 
amount. 

7. Enter any additional criteria needed to restrict the 
search such as Period dates, Include Shipped 
Transactions Only, Prepared By, or Authorized 
By. Click the Run Report button to run the 
reports against all Contacts or go to the Contacts 
tab to designate selected Contacts.  

 

 

 


