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Introduction 

Overview 
Sales Reporting in PrintStream has several forms and many functions. The variety of products, services and 
tracking techniques for items sold in the Print, Mail and Fulfillment industries dictate that a similar variety of sales 
analysis, commission reporting and cost accounting take place. A management tool like PrintStream facilitates 
this analysis but will not be able to provide an answer to all sales questions. 

PrintStream’s methodology is to contrast expenses, or costs, of production to income, or revenue, of sales. This 
comparison is only truly available to the site which uses all of the PrintStream modules: estimating, labor data 
collection, valued inventory tracking, job cost entry and AR invoicing. The amount of use or techniques used in 
these modules may also affect your ability to use some of the tools provided in this document. 

There are some general rules regarding sales dollars in PrintStream reports: 

 Postage usage billing and postage deposit refunding are never included in PrintStream sales reports as 
a sales dollar amount.  

 Sales tax applied to an invoice line using a Sales Tax code is not included in PrintStream sales.  

 Freight items charged on an invoice using a Freight code or allocated to the Freight Revenue Control 
Account are never included in PrintStream sales report. However, some reports listed below will provide 
the option to exclude/include freight. 

The PrintStream AR Invoicing Entry program does not allow or require users to enter an Activity Code for invoice 
line items. Therefore, there will be no detailed direct comparison between the actual time/material spent on a job 
and the revenue that activity generated. 

A Customer Service Representative (CSR) is not required on a job, thus any report filtered by CSR may have 
inconsistencies with other reports. If you wish to use these reports for CSR information, you must verify that a 
CSR is selected when creating a job. 

The Salesrep on an invoice may or may not be the same as the default Salesrep for the customer and may be 
different between the quote/estimate/job and the invoice itself. Miscellaneous invoices, created without a job 
number, do not have a Salesrep nor do they have a product type. The appearance on reports for miscellaneous 
invoices is restricted to the reports from AR Reporter. 

Job costs logged as Rework and Spoilage generally appear separate from Normal and Authors costs and are, 
therefore, not generally included in a total cost number. 

The sales reports listed in this document are found in several different areas. Listed below are the PrintStream 
program names; menu location and program name may be different per site. Many other reports are available to 
help analyze sales. The reports included here provide summary information comparing costs to sales, listing 
sales for commission calculations or comparing sales between periods. 

Report Name Found in program Features 

Sales Reporting Stands alone as its own program Month, quarter, year sales by 
Salesrep, CSR, product type for 
customer, Options to print with or 
without Freight. 

Estimate vs. Actual 
Report 

Job Cost Reports 3 level detail: activity, cost center or 
department comparison of Estimated 
Cost to Actual Cost to total Invoiced 
Revenue. Freight not included. 

Job Cost Summary 
Report 

Job Cost Reports Quoted and Actual Revenue 
comparison with Freight cost/revenue 
and job cost detail including a 
calculated profitability percentage. 

Prebilled vs. Invoiced 
Report 

Sales Prebill Quoted vs. Prebilled vs. Invoiced 
amount by job. 



V21.1.0200 Sales Reporting  5  

 
 

 

Report Name Found in program Features 

Customer Sales Volume 
Report 

AR Reporter 12 Period total of sales for a year by 
customer and product type or 
summarized. 

Commissions Report Stands alone as its own program Commission by invoice calculated as 
percentage of sales by product type. 

Quote to Job Conversion 
Report 

Stands alone as its own program Number of quotes vs. number of jobs 
generated in a time period. 

Commission by Salesrep 
Report 

AR Reporter Invoiced net sales by date range listed 
by paid/unpaid invoice and including 
user-defined commission dollar, can 
include Freight. 

Sales Summary by SIC 
Code 

AR Reporter Month to date, YTD option to include 
prior year sales dollars by customer or 
SIC code. 

Job Bookings Period 
Report 

AR Reporter Shows jobs booked by date range with 
start, due, shipped, invoiced date 
comparing quote to invoice with value 
added calculation. 

.Net Sales Budget Report Stands alone as its own program Reporting tool that allows for importing 
of ‘budgets’ or target sales by Sales 
Rep and by Customer. 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (First select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProServices@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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Sales Reporting 
This is a standalone module which will produce reports by month, quarter, or year, with sales by Salesrep, CSR, 
or product type for customer. The report can be generated including/excluding Freight or Sales Tax and grouped 
by CSR/Salesrep,/Customer/Product Type, Product Type/ (CSR or Salesrep) /Customer, Salesrep, Customer, or 
Product Type. 

Setting up the extract file 
After selecting this stand-alone program, you may be prompted with a warning: Do you want to kill previously 
created data? This indicates that the workstation has previously extracted sales data for this report. Because the 
extract is relatively quick and you may be unaware of users entering data, it is suggested that you select yes. If 
the extract was recently done and no more sales have been entered before the cutoff date indicated then you 
can select no. 

This information is extracted to the local\temp\salesreporting.mdb. 

When opening the program, the suggested extract date defaults to the last day of the most recently closed AR 
period. Thus, if you have closed the accounts receivable module for January 2014, the extract will default to 
1/31/2014 (assuming a normal calendar period 1/1- 1/31). The extract will include invoicing data prior to 
1/31/2014. It will not include any invoicing data with transaction dates earlier than the first period in your previous 
fiscal last year. For example, if the fiscal year is 10/1 through 9/30, in the example previous it would extract data 
from 10/1/2013 through 1/31/2014 (fiscal current year is 10/1/2013 – 9/30/2014, fiscal previous year is 10/1/2012 
– 9/30/2013). 

The periods and dates will auto populate with the information for Current Year/Period, Last Year/Period, Current 
Quarter Date From/To and the Last Year matching Quarter From and To. 
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Any invoicing done in the future will not be included in this extract nor in the reports generated from this file. The 
extract would need to be re-run to pick up additional items. 

The extract will use posted and un-posted invoices – thus suggesting that you extract closed periods only. 
However, if you extract frequently, you can obtain accurate data on a daily basis. Invoices on the report which 
are not yet posted may change, however, so you should carefully watch open month figures. 

Selecting the Report Date 
Current period information on the report will usually refer to the date of the extract. However, once the extract 
has been done on this workstation, you can change the Report Date. Do not press the Extract button again to 
obtain current period information on the new date entered. This extract does not work properly with a date 
entered in a previous year; the current extract goes back just 2 years. 

If you select a date which is only partially into a quarter, you may run the report with the same number of days in 
the previous year’s quarter. For example, if you ran the report for Current Period January 2014, which is only one 
month into the second quarter of the year, the Previous Year’s Second Quarter figures would also only include 
the first month of the second quarter. This technique allows you to compare this year’s quarter to last year’s 
quarter without skewing the last year data with February and March sales. 

Options to include freight and sales tax amounts from the invoices are also available. 

Also include invoices dated after the cutoff date of current/last year in the same Quarter/Period: 

An alternate technique allows you to compare this year’s progress to last year. By clicking the box Also include 
invoices dated after cutoff date of current/last year in the same Quarter/Period your report may also have 1/21/14 
through 3/31/14 (depends on the cutoff date of your extraction) and will have 1/21/13 through 3/31/13. 

Once the filters and options have been selected, you can preview or print the report. The report format and 
details will vary based on the selected options and filters. 

The following report is sorted by Salesrep. 
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Report Selection by CSR 
The CSR field in the creation of the job is not a PrintStream required field. However, if the Master File record for 
the customer you are selecting has CSR defined, then the job will have that CSR as the default. If most of your 
customer records have a CSR, this sales report may be useful to see by CSR rather than by Salesreps. 

Any records which do not have a CSR defined will appear on the report with a blank assignment. They may be 
excluded from the report by verifying that the Non-Defined CSR is not in the list. 
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Estimate vs. Actual Report 
The Estimate vs. Actual Report is found in the Job Cost Reports module. This report can be used to show three 
levels of detail: activity, cost center or department. It provides a comparison of Estimated Cost to Actual Cost to 
total Invoiced Revenue. Estimated and Actual costs are calculated from hours and quantities multiplied by the 
hourly rate and quantity prices. Invoiced Revenue is the total invoiced amount for that job less sales tax and 
postage. Freight revenue is included in the Invoiced Revenue figure (because freight estimated and actual is also 
included). Markup is not included in the est/actual dollar amounts. 

This report is at the level of Activity code. Each activity code has total figures in the estimated hours/ quantity and 
actual hours/quantity columns. (Actuals are logged via Shopfloor, Timesheet, inventory issues, purchase orders, 
etc.) 

 

The report with the least amount of detail is run by Production Department. This example is sorted by Salesrep: 
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Job Cost Summary Report 
This report is also found in the Job Cost Reports section. It provides a Quoted and Actual Revenue comparison 
with Freight cost/revenue and job cost detail, including a calculated profitability percentage. It has the same 
selection screen as the Estimate vs. Actual report, but always summarizes job information onto just 1 line of 
information. 

This report is most powerful when analyzing whole customers, salesreps, or months of activity. One example 
would be to run the report for one customer for the year. 

This report also provides an option for further summarization. Once you select to either sort and subtotal by 
Salesreps, Product Type, and Customer or Open/Closed for Cost jobs, you may summarize that selection. 

 

Column definitions for the Job Cost Summary Report 

General: 

In the first column, F or P indicates that the job has been Partially or Finally invoiced.  

O or C indicate the job is Open for further job cost, or Closed. FO indicates that while the job has been final 
invoiced, it is still open for costs because the final invoice has not been posted to the General Ledger. 

An Asterisk next to the open/closed status indicates there are open, non-AP invoiced purchase orders for 
that job.  

Revenue:  

Quoted = the estimated revenue when the job is created. 

Actual = the billed services amount for the job. Sales tax, postage and freight are excluded from this figure. 

Freight = the billed freight amount for the job. Any allocation to the GL account defined as the Freight 
Revenue account for that company will be counted as “freight revenue”. 

Actual: 

Mat/Buyouts = any job cost logged using an activity code with type M for material or S for subcontract. 

Labor = any job cost logged using an activity code with type L for labor. 

Freight = any job cost logged using an activity code which is linked to the GL account defined as the Freight 
Revenue account. 

AA = the total of any job cost logged using a Charge Type of Authors. 
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Some Actual costs may show in their own column, in red – these are costs logged as Charge Type of 
Spoilage/Rework. These transactions also appear in the normal columns – but are separated into their own 
column and profitability analysis area. 

Profitability: 

$ Profit = (Actual + Freight revenue) – Total Costs 

% Profit = $ Profit divided by (Actual + Freight revenue) 

Notes The information which prints about each job will always be real time. This means that it includes all job 
costing or invoicing data; regardless of when the data entries were made. The selection screen is for 
selecting which jobs appear on the report; not for selecting which costs or invoices print. For example, 
there may be costs after the selected date, or even additional invoicing – and these amounts will be on 
the report. The date selection only determines that a job with a last mail date selected will not appear on 
the report. 

Prebilled vs. Invoiced Report 
This report can be found in the Run Reports option on the main Prebill screen.  

This report can be generated for a specific job, salesreps, or customer, as well as for all salesreps, csr’s and 
customers. There are additional filters that allow the report to be run for jobs that have only been prebilled, but 
not invoiced, and to suppress the invoice details, if the invoice amount is zero. 
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Customer Sales Volume Report 
This report is located in AR Reporter under the Customer Reports section. The report shows a 12 Period total of 
sales for a year by customer and product type or summarized. A comparison to a previous year may also be 
added. Miscellaneous invoices, because they do not have a job number, do not have a Salesrep. However, they 
can be included on the report, and will appear with the Salesrep assigned to the customer in the Customer 
Master File. 
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Using these filters options the following report style is generated: 

 

When printed using the No Group option, the report shows one line per customer without dividing invoices by 
Product Type or Salesreps. 

Commissions Report 
Calculating sales commission in the print, mail and fulfillment industries varies from company to company. 
PrintStream has several tools to assist in these individual calculations. The Commission’s Report is a stand-
alone report which must be added to the menu. 

 

It provides a straight percentage commission rate by invoice calculated as percentage of sales by product type. 
Miscellaneous invoices, because they do not have a job number, do not have a Salesrep. They can be included 
on the report, however, and will appear with the Salesrep assigned to the customer in the Customer Master File. 
The date range is determined by the Transaction Date of the invoice. 

Commissions by Sales Rep Report 
This report is found in the Sales Report menu of the AR Reporter program. It prints the invoiced net sales by 
date range listed by paid/unpaid invoice and including a user-defined commission dollar. The user-defined 
commission dollar must be entered in the Miscellaneous tab of AR Invoicing Entry before the invoice is posted to 
the GL.  

The invoices which appear on the report are determined by the date range entered. This range refers to either 
the payment date or the transaction date of the invoice, depending on your selection criteria. 
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Quote to Job Conversion Report 
This standalone program creates a report that shows the number of quotes vs. number of jobs generated in a 
time period. 

 

Not all quotes get turned into jobs. This report also shows the ratio between the quoted price and the price 
generated to the job. The actual invoiced amount for that quote/job is not included. 

This report can be generated for estimators, CSR’s, Salesreps, or Job Type. 

 

Sales Summary by SIC code 
This report, in the AR Reporter module, prints month to date, YTD and prior year sales dollars by customer. The 
SIC, or Standard Industry Code, can be used for its true definition or by a user defined system. It is defined in the 
Customer Master File. Using the codes defined, each customer is assigned a SIC code. This determines where 
the customer appears on the report. A customer must have a code assigned in Customer Master File for the 
information to appear on this report. 
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Job Bookings Period Report 
This report shows jobs booked by date range with start, due, shipped, invoiced date comparing quote to invoice 
with value added calculation. It is in AR Reporter, Jobs/Invs Reports. This report can be created for a specific 
Salesrep. 

 

Job Bookings Report Column Definitions 
Started: Quote Date 

Due Date: First Mail Date 

Shipped: Date Final Shipped 

Inv Date: date of most recent invoice for that job 

Final: Invoice status, partial or final. Adjustment invoice shows as “final” 

Invoice No: number of most recent invoice 

Inv $Amount: Postage usage billing and postage deposit refunding are never included in PrintStream sales 
reports as a “sales dollar” amount. Sales tax applied to an invoice line using a Sales Tax code is never included 
in PrintStream sales report. Freight items charged on an invoice using a Freight code or allocated to the Freight 
Revenue Control Account is never included in PrintStream sales report. 

$Quoted Price: Quoted Total 

$ValueAdded: Quoted labor plus markup amount 

Rep: Salesperson’s number from Customer Master File 
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Salesrep Budget 
Periodical dollar amounts, which pull through to the Sales vs Budget By Salesrep report, in the Sales Support 
module, are entered here. 

 

Manually enter/edit at least one Period Amount and hit the Tab key on your keyboard to activate the Save 
button. 
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Sales Support 

Overview 
This is a standalone report module containing the four following reports: Quote Recontact Report, Job Re-Order 
Report, Sales vs Budget By Salesrep and Sales vs Customer Budget By Salesrep. 

Quote Recontact Report 
This reports according to the Re-Contact Date held in the Quote Header section in Print and Mail Estimating 
module. 
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Job Re-Order Report 
This reports according to the Re-Order Date held in the Quote Header section in Print and Mail Estimating 
module. 
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Sales vs Budget By Salesrep 
Actual sales amounts will be compared to previously entered budget amounts. See the section of this document 
titled Salesrep Budgets for details on the budget entering process. 

 

Selected the desired date range and click either the Preview or Print button. 
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Sales vs Customer Budget By Salesrep 
Actual sales amounts will be compared to the figure entered in the Monthly Sale field, in the Master File record 
for the customer. 

 

 

Enter a Salesrep Name (or leave blank for all) and any date in the desired cutoff period. Then click either the 
Preview or Print button. 
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Sales Budget Report 

Overview 
The Sales Budget Reporting tool allows for importing of budgets or target sales by Sales Rep and by Customer. 

Reporting options include: Current Period, Previous Period, First, Second, Third or Fourth Quarter. 

The report may be generated by Full Sales (Invoice amount minus freight, sales tax and postage) or by selected 
General Ledger accounts which may be defined in a special set up area contained within the report screen. 

The report may also be generated by all Sales Reps or by selectively choosing those Sales Reps you are 
interested in reviewing. In addition, there is an option to exclude or include inactive reps. 

 

Set up 
In order to use this report effectively you should first create budgets. There are two options available for entering 
budgets; manual input or by using a spreadsheet import. 

Click the Edit Budget tab to begin. 
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Manual Input 

1. Here you can manually define the budgets by period for each Sales Person by entering the numbers for 
each customer assigned to the Sales Person. 

2. Begin by selecting a Sales Person and adjusting year (as needed). A total customer budget figure can 
be entered and divided equally across the twelve periods by entering the amount in the Total Budget 
field and clicking the Make Equal button. 

  

3. Or different amounts for each period may be entered by clicking the appropriate field under the 
Customer Budget Amount column and entering the amount. 
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4. Clicking the Save Customer Budgets button will include any customer amounts in total period budget 
for the Sales Person. 
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Excel Import 

1. Click the Import Budgets from Excel option to begin. 

  

2. The following screen will open. From within the grid area of this screen you can highlight the sheet, then 
using ctrl C you may copy the format from this screen and paste it into a blank excel file. 

  

3. Within the new excel spreadsheet, complete the fields for each customer and sales rep for whom you 
wish to establish budgets or target sales amounts. 

Hints The cell labeled Acct Mgr is for the Sales Rep name. 

 The sales rep number can be found in Master File Customer module. 
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4. The spreadsheet may be imported multiple times, so you may want to work with one rep at a time, or 
you can combine multiple reps into the same spreadsheet.  

  

5. Once complete, save the excel file to a location on your computer where it can be easily accessed. Be 
sure to save it in the 97-2003 Workbook format. 

   

6. When ready to import, click the ellipses button to the right of the Select File To Import field to browse 
and locate the spreadsheet to import. 
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7. Select the file by highlighting it and then clicking Open. 

  

8. Data from the spreadsheet will populate the grid. At this point, data in the grid can be manually edited, 
prior to import. Be aware that once the Import Salesrep Budget window is closed the grid will clear. 
There is not a way to save data in the grid. One of the options to either Overwrite Existing Data 
(meaning data already imported) or Skip Imported Data if budget already exist in the database must 
be selected. When ready, click the Import button to bring the grid data into the database. 
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9. You may then select the Sales Person from the drop-down selection. The period totals will display in a 
column and may be edited by selecting that period and editing the amount in the budget amount field in 
the right portion of the screen if necessary. 

  

10. Budget information is now loaded, and reports may be generated. 

11. Additional set up will allow report filtering for certain general ledger accounts. To define, click the Edit 
GL Allocations option. 
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12. Select the check box to the far right of those accounts to be included, when generating the report Run 
for GL Allocations. This screen can be sorted and filtered using standard .net tools. Click the Save 
And Exit button when finished. 

  

Note You will see that there are expense allocations available for selection in this screen. They can 
be included on the report but only if an actual invoice line item has been coded to that expense 
account. Expenses coming through as “true expenses” will not be included in the sales amount 
for this report. 
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Generating a report 
1. Select the period for which you would like to generate the report. 

  

2. Select to include Active Salesreps only or All Salesreps. 
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3. Select those Sales Reps you would like to include on the report and note the Select All and Unselect 
options at the bottom of the list. 
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4. Select the report you wish to generate; either Net Sales or Filtered GL Accounts. 

  

5. Click the Load Report button to create the report. 

  

 Example shown below. 

  

6. As with other .Net applications, there is a built-in report editing tool. If you wish to make custom 
changes, click the Edit button in the upper right section of the form. 
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 This will open the DevExpress Report Designer. 

  

7. Make desired changes, save the new report, and click Submit. 

  

 The new format will now be available from the Report Format drop-down selection. 

  


