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Introduction

In the fast paced hospitality and retail industries, accurate and timely reporting is the backbone of successful
operations. Whether you're a restaurant manager tracking daily sales, a retail store owner monitoring inventory
levels, or a corporate executive analyzing profitability across multiple locations, the right data in the right format can
make the difference between thriving and merely surviving.

The Micros 3700 Reports Manualis a comprehensive guide that unlocks the full potential of the Micros 3700
point of sale (POS) system’s reporting capabilities. Developed by Micros (now part of Oracle Hospitality), this manual
provides step by step instructions, best practice tips, and troubleshooting advice to help users generate, interpret,
and leverage reports for informed decision making.

In this article, we’ll walk through everything you need to know about the Micros 3700 Reports Manual—from
understanding the system’s core features to mastering advanced reporting techniques. By the end, you'll be
equipped to turn raw data into actionable insights that drive profitability, efficiency, and growth.

Understanding Micros 3700

What is Micros 37007

Micros 3700 is a robust, enterprise grade POS platform designed to meet the demands of modern hospitality and
retail environments. Launched in the early 2000s, it has evolved into a versatile solution that supports restaurants,
hotels, bars, and retail chains of all sizes.

Key strengths of Micros 3700 include:

¢ Scalable architecture that can handle high transaction volumes.

« Integration with inventory, payroll, and accounting systems.

e Customizable menus, pricing, and promotions.

¢ Real time data capture and analytics.

e Compliance with industry regulations such as PCI DSS for payment security.

Because of its depth and flexibility, Micros 3700 has become a preferred choice for businesses that require granular
control over sales, inventory, and labor management.

Key Features

Below are some of the most relevant features that directly impact reporting:

Real time Transaction Logging: Every sale, void, or adjustment is recorded instantly, ensuring up to date data.
Custom Report Builder: Users can create tailored reports that focus on specific metrics.

Scheduled Reporting: Reports can be set to run automatically at specified intervals.

Export Options: Data can be exported to Excel, CSV, PDF, or integrated into third party Bl tools.

5. Role Based Access Control: Only authorized personnel can generate or view sensitive reports.

Why the Micros 3700 Reports Manual Matters
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Benefits of Using the Manual

While the Micros 3700 interface is intuitive, the depth of its reporting capabilities can be overwhelming for new
users. The Reports Manual serves as a roadmap, offering:

e Clear, step by step guidance for generating standard and custom reports.
* Explanations of report fields, filters, and parameters.

 Tips for interpreting data and spotting trends.

» Best practices for maintaining data integrity and security.

Solutions for common issues that can derail reporting workflows.

In short, the manual reduces the learning curve, minimizes errors, and empowers users to harness data for
strategic advantage.

Getting Started with the Micros 3700 Reports Manual

Prerequisites

Before diving into the manual, ensure you have:

. Access to the Micros 3700 system with appropriate user credentials.

. Permission to generate reports (often a role like “Reports Analyst” or “Manager”).

. Basic familiarity with the POS interface and navigation.

. The latest version of the Reports Manual, typically available as a PDF or an online help portal.
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Accessing the Manual
Micros 3700 offers multiple ways to access the Reports Manual:
e In System Help: From the main menu, navigate to Help &gt; Reports Manual to view the integrated guide.

¢ Online Documentation Portal: Visit the Oracle Hospitality website and download the latest PDF.
¢ Vendor Support: Contact your Micros account representative for a hard copy or specialized training resources.

Once you have the manual, bookmark it for quick reference during report generation sessions.

Core Report Types Covered in the Manual

The Micros 3700 Reports Manual is organized around several core report categories. Understanding each
category’s purpose and typical use cases will help you choose the right report for your needs.

Sales Reports
Sales reports provide a snapshot of revenue, transaction volume, and profitability. Key metrics include:
« Total sales by day, week, or month.
» Average transaction value.
e Sales by item, category, or location.
e Comparison against budget or forecast.
Inventory Reports
Inventory reports track stock levels, usage, and shrinkage. They are essential for:
« Identifying over stocked or under stocked items.

e Calculating cost of goods sold (COGS).
e Detecting discrepancies and potential theft.



Employee Reports

Employee reports help manage labor costs, schedule efficiency, and performance:

¢ Hours worked vs. scheduled hours.
e Sales per employee.
e Tip distribution.
e Compliance with labor regulations.
Financial Reports
Financial reports consolidate revenue, expenses, and profitability into a comprehensive view:
e Profit & Loss (P&L) statements.
e Cash flow summaries.
¢ Bank reconciliation reports.
e Tax related summaries.
Custom Reports
Micros 3700’s Custom Report Builder allows you to define your own metrics:
e Combining fields from multiple tables.

¢ Applying custom calculations (e.g., margin percentages).
¢ Creating dashboards that reflect unique business KPIs.

Step by Step Guide to Generating Reports

Below is a generic workflow for generating a report in Micros 3700. The manual provides screenshots and detailed
explanations for each step.

Opening the Report Generator

1. Log in to Micros 3700.2. From the main menu, select Reports &gt; Generate Report.3. A dialog box appears
listing available report categories.

Choosing Report Parameters

Once you select a report type, you'll configure its parameters:

Date Range: Specify start and end dates or choose a preset period.
Location: Filter by specific outlets or view consolidated data.

Category or Item: Narrow the scope to a particular menu or product line.
Report Format; Choose between on screen view, PDF, Excel, or CSV.
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Running and Exporting Reports

After setting parameters, click Run Report. The system processes the request and displays the results. For
distribution:

 Click Export and select the desired format.
¢ Use the Schedule option to automate future runs.
¢ Send the report via email directly from the system.

Interpreting Report Data

Key elements to review include:

e Header information: date, location, report type.



e Summary tables: totals, averages, and key metrics.
e Trend lines or charts (if available).
« Notes or footers that explain calculations or exceptions.

Cross checking figures with other reports (e.g., inventory vs. sales) helps verify data accuracy.

Advanced Report Features

Once you master basic reporting, the manual guides you through more sophisticated functionalities.

Scheduling Reports
To keep stakeholders updated automatically, schedule reports:
1. Open the report and click Schedule.
2. Select frequency (daily, weekly, monthly).
3. Define recipients and delivery method.
4. Set start and end dates for the schedule.
Automating Report Distribution
Automated distribution can be configured via:
e Email: Attach PDF or Excel files.
* Network Share: Save to a shared folder for team access.
« Integration: Push data to external dashboards (e.g., Tableau).
Using Filters and Drill Downs

Filters allow you to isolate specific data subsets. Drill down features let you click on a summary row to view
underlying transactions. The manual explains how to enable these options and interpret the resulting details.

Troubleshooting Common Issues

Even with a well documented system, users sometimes encounter problems. The Reports Manual includes a
troubleshooting section that addresses frequent scenarios.

Report Generation Failures

Common causes:
« Incorrect date ranges (future dates or invalid intervals).
« Insufficient user permissions.

« Database connection issues.
e Large data sets exceeding memory limits.

Solutions often involve re checking parameters, contacting IT for database health, or breaking reports into smaller
segments.

Data Accuracy Concerns

If numbers don’t add up:
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