HOW TO USE ITEMS IN SALES REPORTS
With your regular Account Statements, FlexiSchools sends you a list of your Orders for the
period and your Items Sales.
The Items Sales Report is used to tell you the sales of the items on your menu. This can be
used to highlight the top and bottom selling items, and how much money they made you.
1. Saving your Item Sales Report
You will receive an email like this:

Download the Item_Sales_Report_88_24728.csv and save it as an Excel Spreadsheet, with
an appropriate name.
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You can then use the Excel functions to manipulate the data. It may be a good idea to
remove the top line, and the second table of ingredients, leaving you with a sheet like this:

Select Row 1 and go to Data -> Filter -> Auto Filter to give you the options to sort and select
items in the columns.
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2. Top and bottom selling items
It is then very straight forward to pick off your top, and bottom, selling items using the options
of the Auto Filter.
Top Selling Items
The above Items Sales Report, sorted by Sales Quantity, that shows us that the Hot Food is
a good seller at this time of year, and that we sell most of items that we make ourselves.
These homemade items will also be the most profitable. We can therefore look at the “offthe-shelf” items that we buy in (such as sausage
rolls) and work out if we are charging the right prices for them.
Bottom Selling Items
The “bottom sellers” may be items that need your attention as stock being held is not
moving. For example, they may need to be switched off the menu, or made more attractive
by a change in presentation or price.

These reports should help you adjust your menu, and orders.
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3. Cost of goods
In order to analyse the profitability of your items, you can use the Invoices you receive from
your Suppliers to calculate the cost of goods of the items on your menu. Along with the Items
Sales Report, this will help you work out which items to drop from the menu, and which to reprice.
Here is an example spreadsheet that you may create:

4. Further Help
If you need further help with this, or have any other questions, please contact the
Customer Services Team on 1300 361 769.
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