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Overview 
 
The Franchise Site includes an Online Day Sheet feature. As with all of Kilwin’s 
online features, Online Day Sheets are designed to make it easier and more efficient 
to operate your store so more time can be spent selling products, hiring and training 
staff and marketing inside and outside of your store. All stores will be required to 
use this method of recording daily sales and royalty reporting beginning 
January 1, 2007. 
 
This tool provides with you with a simple, easy-to-use method to record and reconcile 
your daily sales, track Month-to-Date (MTD) and Year-to-Date (YTD) sales by 
accounting class, track product mix percentages, compare this year’s data to the 
prior year and generate your monthly royalty report. You can also record store hours 
open, labor dollars, cost of goods sold, transaction counts, weather and general 
comments each day. Additionally, you receive valuable reports comparing your 
store’s sales by accounting class, product mix, labor %, cost of goods sold %, 
average per transaction and sales per square foot to averages of other stores in your 
region and to averages of all stores in the Kilwin’s system. For multiple store owners, 
all of this information is readily available, in one location, for each store.  
 
Recording daily sales data in the Online Day Sheets format does not require any 
additional time on your part. You are simply recording the data into an online format 
as opposed to a paper format. 
 
The recording and compilation of your data on a more detailed basis will better 
assist both the store owner and Kilwin’s Chocolates Franchise (KCF) to work 
together to identify sales opportunities, cost management opportunities and 
building the Kilwin’s brand. 
 
 
Before You Start 
 
Before you get started using the Online Day Sheet feature, it is recommended that 
the Daily & Monthly Sales Reporting Course (available in the Kilwin’s Training 
Center) be completed. To take the course: (1) You must be enrolled as a student, (2) 
You must be enrolled in the Level 4 program, and (3) You must be registered for the 
Daily and Monthly Sales Reporting Course. Then go to the Franchise Site, select 
Training Center, log in, select Start/Continue Training, select Level IV, and click on 
Open Course for Daily and Monthly Sales Reporting. For assistance enrolling in the 
course, please contact Bryan Young, Director of Training, at bryan@kilwins.com or 
231-439-0972, extension 16. 
 
Sound financial management is essential to properly and successfully operate your 
business. Following the guidelines and procedures outlined in Level IV Training will  
 

mailto:bryan@kilwins.com
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provide timely and accurate sales information which will assist you in monitoring and 
controlling the financial aspects of your business. 
 
 
Security 
 
Security measures have been implemented to ensure your data is kept confidential 
using Secure Sockets Layer (SSL) technology securing the franchise site by 
encrypting information and providing authentication back to the user. A SSL Icon will 
appear in the lower right corner of your screen to indicate you are logged on to a 
secure website. 

 
SSL ICON 

 
Your sales data will not be shared with other stores and regional and national 
comparisons are averaged and shown only as a percentage. Only Kilwin’s Franchise 
users with “High” security clearance have access to the Online Monthly Royalty 
Reporting and Online Sales Reports. Users with “Low” security clearance can have 
access to Online Day Sheet Data Entry, but can not access any reporting functions. 
 
 
Accounting Classification 
 
All Kilwin’s items (Kitchen items and MIS items) have been assigned an Accounting 
Classification that can be found listed on each item’s detail page for reference use. 
You can also use the Print Price List feature in the Kitchen Store for a report listing 
this information. To print this report, go the Print Price List, select “My Kitchen Items” 
or “My MIS Items” and select the Accounting Class box to generate a list of these 
items and their corresponding accounting class.  Each state has a differing sales tax 
structure so it is up to the individual store owner to be aware of their particular tax 
reporting situation.   
 

Your cash registers or Point-of-Sale (POS) terminals must be programmed 
so that items can be rung in by their assigned Accounting Classification and tax table. 
This essential programming step will take a few hours, but will pay great dividends by 
breaking down your sales into these accounting classes. By accurately capturing 
sales data at this level of detail, not only will you know what you are selling and be 
able to identify sales opportunities and operational issues, but you will also be able to 
accurately calculate cost of goods sold on a similarly detailed level which enables 
you to “zero in” on problem areas. 
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It is extremely important that each store take the necessary steps to use Kilwin’s 
Accounting classifications and Chart of Accounts. By doing so, accurate and 
consistent comparison information is available for all stores to use. 
 
The Accounting Classifications are listed below. These sales classifications are listed 
on the Online Day Sheet Data Entry, Online Monthly Royalty Report and Online 
Sales Reports. For royalty and sales reports, "Beverages” and “Beverages-Non-
Taxable” values are combined. 
 
Accounting Classifications 
Ice Cream 
Fudge 
MIS - cooked 
MIS - non-cooked 
Chocolates 
Beverages 
Beverages – Non-Taxable 
Baskets 
Gifts 
Shipping 
Gift Cards Sold 

 
 
Historical Sales Data 
 
In order to gain access to regional and national sales report comparisons, you must 
first enter twelve full months of Day Sheet sales data. Also, it is possible to upload 
past historical data so that you can compare your store’s current year data to your 
store’s prior year data. This can be done by completing an excel spreadsheet 
template that is available from the KCF accounting office. Once we receive your 
completed template, we will upload your historical sales information, by accounting 
class, and contact you when complete. 
 
 
Fudge, MIS-(Cooked) & MIS-(Non-cooked) 
 
You may be currently ringing all Made-in-Store (MIS) product sales as fudge sales. 
However, we recommend that you ring your MIS sales by either Fudge, MIS-
(Cooked) or MIS-(Non-cooked) so that you can analyze your product mix and cost of 
goods in more detail. Use these “rules of thumb” to quickly identify how to ring MIS 
sales: 

• Fudge is Fudge 
• MIS-(Cooked) includes any product dipped, dunked, coated or striped with 

caramel. This category includes corns and brittles. 
• MIS-(Non-cooked) includes any product dipped, dunked, coated or striped with 

chocolate and no caramel. 
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There are some exceptions to these rules. Remember, every MIS product’s 
Accounting Class can be found listed on each item’s detail page.  
 
The outlined box in the report below displays the ringing of MIS sales as either 
Fudge, MIS-(Cooked) or MIS-(Non-cooked) for the Current MTD vs. ringing all MIS 
products as fudge sales last year. 
 

 
 
 
Royalties on the Sale of Gifts 
 
We have taken into account that some stores are currently licensed under an older 
version of the Franchise Agreement which provides that the store owner is not 
obligated to pay royalties on gift sales. For these stores, Day Sheets, Royalty 
Reports and Sales Reports reflect gift sales as a “Non-Royalty Sale”. Upon renewal 
of the Franchise Agreement, gift sales will be subject to royalties and we will make 
the appropriate changes to the Online Day Sheets. For stores already licensed under 
the Franchise Agreement  that require royalties to be paid on gift sales, Day Sheets, 
Royalty Reports and Sales Reports reflect gift sales as a “Royalty Sale”. 
 
 
Other Non-Royalty Sales 
 
The Day Sheets also take into account that royalties are not collected on sales tax, 
shipping charged to a customer and the sale of gift cards. Royalties are paid on gift 
cards at the time the gift card is redeemed for goods. 
 
 
Labor Dollars and Labor Cost % 
 
Labor dollars should be entered on each Day Sheet. An easy way to calculate total 
labor dollars is to know what your average hourly wage is for all employees and 
simply multiply the average hourly wage by the total labor hours worked for the day 
and add your fixed manager rate. A labor cost (inclusive of payroll taxes) in the range 
of 28-30% for a store in a growth stage and 25% for a mature store should be  
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targeted. Labor costs above this range mean that you are potentially using too many 
labor dollars than required to realize the volume of sales reported. These are wasted 
dollars. Your labor % may be much higher or lower during some time periods based  
on the seasonality of your store. Inexperienced, poorly trained or inefficient staff will 
increase labor costs. Conversely, a well-trained staff will become more efficient and 
help to reduce labor costs by not requiring as many employees for the same volume 
of sales reported. Labor costs below this range may be an indication that you have 
not scheduled enough staff to handle the volume of sales reported and could be 
losing sales due to poor service, not sampling and/or up selling. Labor costs 
represent one of your stores largest variable expenses so controlling your labor costs 
should be an hourly, daily and weekly priority. Using the Online Day Sheets is an 
effective way to review your labor costs and identify areas for improvement. 
 
For all Day Sheet, Royalty Report and Sales Report formulas for Labor Cost %, the 
percentage is calculated as follows: 
 
Total Sales $2,592.00 
    Less: Sales Tax   ($216.00) 
    Less: Gift Cards Sold     ($45.00) 
Subtotal $2,331.00 
Divided by Total Labor Dollars         $652 
Labor Cost %        28.0% 

 
 
Cost of Goods Sold and Cost of Goods % 
 
The value of cost of goods sold should be entered on each Day Sheet. 
If you use a POS terminal to capture sales, the system should provide you with a 
report detailing this information. An overall cost of goods sold target is 24-33%. Your 
cost of goods sold should be calculated by accounting class in order to “drill down” on 
problem areas. Target costs of goods sold by accounting class are listed below: 
 
Ice Cream 33%
Fudge 20%
MIS - cooked 20%
MIS - non-cooked 20%
Chocolates 40%
Beverages 50%
Baskets 45%
Gifts 50%
Overall 24-33%

 
The cost of goods sold percentage indicates how well your team is doing controlling 
the cost of goods, inventory management, security and pricing. Your store’s cost of 
goods sold is a key measurement ratio that indicates your cost for those goods sold  
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during a period of time as a percentage of sales dollars collected for those same 
goods during the same time period. For example, a 30% cost of goods sold means 
that for every $1.00 collected in sales, the associated cost of these goods (without 
labor) for those same items sold equals $0.30.  
 
A cost of goods sold % above the target may indicate: 

• Portion sizes exceed standard 
• Retail prices set  too low 
• Excessive waste 
• Theft of products or receipts 

 
A cost of goods sold % below the target may indicate: 

• Portion sizes below standard 
• Retail prices set too high 

 
It is highly recommended that a monthly physical inventory be taken to monitor your 
cost of goods sold on a detailed level. 
 
For all Day Sheet Royalty Report and Sales Report formulas for cost of goods sold, 
the percentage is calculated as follows: 
 
Total Sales $2,592.00 
    Less: Sales Tax   ($216.00) 
    Less: Gift Cards Sold     ($45.00) 
Subtotal $2,331.00 
Divided by Total Cost of Goods Sold         $700 
Cost of Goods Sold %     30.0% 

 
 
Transaction Counts and Average per Transaction 
 
In order to calculate the average per transaction, the actual number of transactions 
must be tracked. This number is taken off the Z-report from your register or POS. 
 
A higher average per transaction is preferred as this would mean that each customer 
is spending more dollars each time they come to the register. Average per 
transaction can vary greatly by day & season, especially during holiday seasons 
when customers are purchasing multiple gifts or “larger ticket items” like baskets and 
boxed chocolates.  
 
By comparison, a lower average per transaction may be reported when the majority 
of sales for that period are ice cream or could indicate that there is theft or an 
operational problem. Comparing this ratio to shifts, days of the week, months of the 
year, or to prior years is an excellent benchmark to how well your sales people are 
performing.  
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It can also measure inside and outside marketing effectiveness. Regardless of the 
actual average per transaction for any period of time, it should always be your goal 
and priority to sell more to every customer. For all Day Sheet, Royalty Report and 
Sales Report formulas for average per transaction, the amount is calculated as 
follows: 
 
Total Sales $2,592.00 
    Less: Sales Tax   ($216.00) 
    Less: Gift Cards Sold     ($45.00) 
Subtotal $2,331.00 
Divided by Total Transactions           292 
Average per Transaction        $7.98 

 
 
Sales per Square Foot 
 
Your store’s sales per square foot ratio is an excellent benchmark to monitor the 
sales capacity of your store. Your store’s gross square footage (as per your lease) is 
used to calculate this ratio. Annualized sales per square foot can be used to assist us 
with comparing your store to other stores in determining the efficient use of your 
store’s space. 
 
For all Day Sheet, Royalty Report and Sales Report formulas for sales per square 
foot, the amount is calculated as follows: 
 
Total Sales $75,450.00 
    Less: Sales Tax  ($5,700.00) 
    Less: Gift Cards Sold     ($300.00) 
Subtotal $69,450.00 
Divided by Store Square Footage           1350 
Sales per Square Foot $51.44 
  
Annualized Sales per Square Foot   
($51.44 x 12 months)    

      $617.28 

 
 
Regional & National Comparisons 
 
Regional and National MTD & YTD sales report comparisons are available so that 
you can compare your store’s sales, product mix, labor, cost of goods, transaction 
counts, average per transaction and sales per square foot against the average 
increase or decrease of all stores reporting this data in your region and 
nationally. It is important to note that your store’s sales data is not shared with any 
other store. Your store’s sales data is only added to the regional and national 
averages and then shown as a percentage increase or decrease.  
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For regional comparisons, we have assigned each store to a geographic region:  
 
Midwest Michigan, Indiana, Illinois, 

Wisconsin and Colorado 
Mid-Atlantic Maryland, Pennsylvania, North 

Carolina, South Carolina and 
Tennessee 

Southeast Florida 
 
In the example below, the store’s MTD ice cream sales are down 2%. For the 
Regional comparison, MTD ice cream sales for all the stores in the Test Store’s 
region are down an average of 15%. For the National comparison, MTD ice cream 
sales for all Kilwin’s stores are up an average of 11%.   
 

 
 
 
 
Product Mix 
 
The product mix percentage indicates the ratio of sales by a particular accounting 
class to total sales. For example, a product mix of 35% fudge means that 35% of total 
sales for a specific period are fudge sales. Capturing and recording your store’s sales 
by accounting class will also provide you with the ability to make MTD, YTD, 
Regional and National product mix comparisons. Reports are available that will 
enable you to analyze your sales and drive future sales, through inside and outside 
marketing efforts, to those more profitable accounting classes like fudge and Made-
in-Store products. 
 
In the example below, the Test Store’s Current MTD Product Mix for ice cream is 
49.34% vs. 45.09% last year which means this store is selling, as a percentage of 
total sales, more ice cream than last year. For the Regional comparison, average 
MTD ice cream sales for stores in this region are 42.06%. For the National 
comparison, average MTD ice cream sales for all Kilwin’s stores are 47.05%.   
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Using Online Day Sheets 
 
Please remember that only Kilwin’s Franchise users with “High” security clearance 
have access to the Monthly Royalty Reporting and Sales Reports. Users with “Low” 
security clearance can have access to Day Sheet Data Entry, but can not access any 
reports. Please contact Jeff Hall at Kilwin’s Quality Confections regarding user 
access to the Day Sheet system. 
 
The following are step-by-step instructions for using Day Sheet Data Entry, Monthly 
Royalty Reporting and Sales Reports. The system uses the web in conjunction with 
Microsoft Excel to enter sales and key measurable data and provide detailed 
reporting.  Each section has easy to follow procedures that allow for daily data entry 
and report generation. Use of Microsoft’s Internet Explorer version 6.0 or higher is 
recommended. 
 
To access the Day Sheets, sign onto the Franchise Site, go to the Kitchen Store and 
select the Day Sheet tab. You will not see the Day Sheet tab until you have been set 
up as a user to access this system. 
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The Online Day Sheet feature is divided into three main sections: 
  

1. Day Sheet Data Entry 
2. Monthly Royalty Report 
3. Sales Reports Options 
 

 

 

1. Day Sheet Data Entry Area 

3. Sales Report  
    Options 

2. Monthly Royalty  
    Report Button 

Save Button 
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1. Day Sheet Data Entry 
 

a. Enter General Information 
b. Enter Drawer Information from the “Z” Report 
c. Store Closed Dates 
d. Export Day Sheet  
e. The Sales Calendar 

 
 
Step 1a – Enter General information 
 

The general information data is independent from the drawer data and 
can be entered and updated without changing any drawer information. 
 
Enter the following information: 

• Store Hours  
• Weather Rating (The drop down menu lists three options: 

Good, Fair or Poor) 
• Total Cost of Goods Sold (Enter this data in only one 

drawer per day.) The Cost of Goods % will calculate 
automatically. 

• Total Labor dollars for the day (Enter this data in only one 
drawer per day.) The Labor % will calculate automatically. 

• Comments (Any special circumstances that you would 
like to record) 

 

 

Store Hours 

Weather Rating 

Comments 

Cost of Goods Sold & Labor 
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Step 1b – Enter Drawer Information from the “Z” Report 
 
  The information collected on the Z Report(s) now gets transferred to the  
  Online Day Sheet. The system has the ability to handle up to ten (10)  
  separate drawers/registers and add them into one total. Drawer 

Information from multiple drawers/registers can be entered individually 
throughout the day or individually at the end of the day. 
 

 

Description 

Drawer Drop Down List 

Drawer Information 

 
• Select a drawer number from the Drop Down List. 
• Enter a drawer Description to better identify the drawer/register 

(i.e. John’s Register or Front Register). 
• Enter your sales and payment data into the corresponding fields. 

Note that categories listed in red are subject to royalties. 
Categories in black are non-royalty sales and not subject to 
royalties. The “Over/Short” will be calculated automatically. 

• When data entry is complete, you must click on the "Save” 
button at the bottom. Drawer Information Saved will appear at 
the top of the Day Sheet indicating the data has been saved. 

 

 

Drawer Information 
Saved 
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• You can still edit drawer information up until the 9th day of the 

following month. Changes after that time period must be made 
by calling the KCF accounting office. 

 
• To view the totals for all drawers/registers for the day, Select 

Totals from the drop down list. 
 

 

Select Totals

 
    
Step 1c – Store Closed Dates 
 

The system allows you to note those days, or even months for seasonal 
stores, when your store is closed. To enter periods your store is closed, 
select the Store Closed Dates Button. 
 

 
 
 Store Closed Dates Button 
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Enter the Range of Dates the store was closed and click on the  

  Update button. 

   

Range of Dates 

Update 

 
The Sales Calendar for May 3 will now list “Closed” for this date. You 
can enter the reason why the store was closed in the comments section 
of the day sheet. 

 

 

Sales Calendar 
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Step 1d – Export Day Sheet 
   
  The Export Day Sheet button allows you to print a hard copy or save a  

copy of the day sheet to your computer.  
 

 
 

Export Day Sheet  
 

• To begin, click on the Export Day Sheet button. 
 

• Select Open to export the report to view or select Save to 
save the document to your computer. 

 

   

Open 

Save 

   
 

• Selecting “Open” will generate the following report: 
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• The exported Day Sheet Report summarizes and totals the 
drawer activity for the day (Four drawers/registers in the report 
shown above). Now use your browser to print a hard copy of the 
report for your files. 

 
Step 1e – The Sales Calendar 
 

The Sales Calendar is a helpful historical tool to view both Total 
Royalty Sales and the weather for each day of the month. 

   

Navigation Arrows 
Sales Calendar 

Printable Calendar 
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• Clicking on any date will access that specific day’s Day Sheet 

information. This information can be edited through the 9th day 
for the following month. After this time period, please contact the 
KCF accounting office to make any changes to your data. 

 
• The Navigation Arrows allow you to easily move to a future or 

prior month (single arrow pointing right or left respectively) or to 
move to the same month in a future or prior year (double arrows 
pointing right or left respectively). 

 
• Clicking on Printable Calendar generates a file that includes a 

Totals by Day of the Week Report that can be printed using 
your browser. 

 

Totals by Day of the 
Week Report 

• The Total by Day of the Week Report summarizes MTD sales, 
labor, Labor %, total store hours, sales per hour and labor per 
hour for each day of the week.  
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2. Monthly Royalty Report 
 
 a. The Royalty Report Button 
 b. Print Royalty Report 
 c. Submit Royalty Report (Electronically) 
 d. View or Print Past Month’s Royalty Reports 
 
 
Step 2a – The Royalty Report Button 
 

To access, review, print or electronically submit your royalty report, 
select the Royalty Report Button. 

 

 

Royalty Report 
Button 
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Selecting the Royalty report button will allow you to Print the Royalty 
Report, Submit the Royalty Report (electronically) and view your 
Past Royalty Reports from the screen below: 

 

   

Print the Royalty  
Report 

View Past Royalty  
Reports 

Submit the Royalty 
Report (Electronically) 

 
Each day’s Total Royalty Sales are automatically added together and 
then rolled into the Monthly Royalty Report. Attempting to view, print or 
electronically submit the Royalty Report without entering Day Sheet 
data for every day of the month will result in the following message: 

 

   
Each calendar day must have sales data entered or indicate that the 
store was closed in order for the Royalty Report to be available. If you 
receive the message above, return to the Sales Calendar and identify 
which day(s) that sales data has not been entered (the day(s) on the 
calendar will be blank). If a zero “0” appears, this indicates that you 
clicked on “Save” without entering any data for that day. Click on that  
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day(s) and enter the data. When complete, you can proceed to Step 2b 
below. 

 
Step 2b – Print Royalty Report 
 

Select the “Print Royalty Report” button to print a hard copy of the 
Royalty Report to submit with your royalty payment. Note that the 
royalty payment due is automatically calculated on the report. Select 
the Print Button in the upper right corner or use your browser print icon 
to print the report. The Royalty Report is shown below. 

 
 

 

Print Button 
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Step 2c - Submit Royalty Report (Electronically) 
  
  After you have completed entering Day Sheet data for every day of the  

month, you have the option of submitting your Royalty Report 
electronically and then mailing your royalty payment under separate 
cover. A signed copy of the report is still required. Electronic report 
submission is possible until the 9th day of the following month and 
royalty payments are still due to be received by the 10th of the month. 
 
The following message will appear prior to submission as a reminder 
that changes to your sales data are not possible after submission. Click 
“OK” to proceed.  
 

 
 
 

Accidentally attempting to send duplicate electronic Royal Reports will 
result in the following message with an entry in the Log of date and 
time the report was submitted. 
 
 

   
Log 
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Step 2d - View or Print Past Month’s Royalty Reports 
 

Past reports can also be re-printed at anytime. The log displays the last 
24 electronically submitted Royalty Reports (see screen above). You 
may select any previously submitted report to re-print. Simply use the 
navigation arrows on the Sales Calendar to find the month you want to 
print, then follow the instructions outlined in 2b above. 

 
 
3. Sales Report Options 
 

a. Monthly Summary Report 
b. Sales Summary Report 
c. Drawer Detail Report 
d.  Sales by Period  Report  

 
 
On the main Day Sheet page, there are four sales report options which summarize in 
various ways the Day Sheet data you entered on a daily basis. 
 
 

 Sales By Period Report 

Drawer Detail Report 

Sales Summary Report 

Monthly Summary Report 

 
Step 3a - Monthly Summary Report 

 
The Monthly Summary Report is designed to summarize, on a 
calendar year basis, a compilation of your store’s month-end totals. 

  
To access the report, select the Monthly Summary Report button and 
choose to either save the file to your computer or open the file. Opening 
the file displays the following information, in Excel spreadsheet format, 
that can be printed using your browser print icon. 
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Step 3b - Sales Summary Report 
 

The Sales Summary Report  displays your current MTD and YTD  
sales by accounting class, product mix %, labor, cost of goods sold, 
transaction count, average per transaction and sales per square foot 
(annualized on the MTD) and compares your store’s current data to 
your prior MTD & YTD data as well as to the average increase or 
decrease of all stores reporting this data in your region and nationally. 
MTD data appears at the top of the report and YTD data is shown at the 
bottom of the report. 

 
You can access this data for a specific day’s comparison for any day in 
the current month, past months or past years. Just use the navigation 
arrows on the Sales Calendar to move to the date you want to 
compare. Then select the Sales Summary Report button. For month- 



Kilwin’s Franchise Site 
Online Day Sheets, Royalty Reports & Sales Reports  
 

 
Page 24 of 27 

end data, select the last day of the month on the Sales calendar. For 
year-end data, select December 31. 
 
The Sales Summary Report appears as follows: 
 

 

Back Button 

 
  To return to the main Day Sheet Page, use the Back Button located in  
  the upper left corner of this report. 
 
 
Step 3c - Drawer Detail Report 
 
  The Drawer Detail Report is a monthly report that displays, by drawer,  
  all of the information entered on the day sheet for each day of the  

month. This is a useful report to track drawer/register overages and 
shortages (Column U) and for totaling any individual category 
appearing on the Day Sheet. 
 
To access the report, select the Drawer Detail Report button and 
choose to either save the file to your computer or open the file. Opening 
the file displays the following information, in Excel spreadsheet format, 
that can be printed using your browser print icon. 
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The Drawer Detail Report appears as follows: 
 

 
 

 
 

 
 
 
Step 3d - Sales by Period  Report 
 

The Sales by Period Report summarizes your store’s data for any 
consecutive range of dates and displays this data by sales accounting 
class, labor, cost of goods, hours open, transaction count, average per 
transaction, sales per square foot, weather and comments. Totals and 
averages for the date range selected are displayed as well. 
 
This is an especially useful report to run for a seven consecutive day 
period to use for weekly employee scheduling. 
 
To access the report, select the Sales by Period Report button, enter 
the range of dates then select the Export Sales Button. 
 

 
Export Sales Button 

 
 
Then choose to either save the file to your computer or open the file. 
Opening the file displays the information, in Excel spreadsheet format, 
that can be printed using your browser print icon. 
 
 
 



Kilwin’s Franchise Site 
Online Day Sheets, Royalty Reports & Sales Reports  
 

 
Page 26 of 27 

 
 
 
The Sales by Period Report appears as follows: 
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