
 

Accounting and Sales Summary Report Guide 
 
The Accounting and Sales Summary report provides you with a snapshot of the 
sales, payments and ticket statistics for side-by-side comparison in two 
formats, daily for a week or monthly for a year.   
 
 
When to create the report 
We recommend reviewing this report weekly and monthly. 
 
How to create the report 
1. From the SalonBiz/SpaBiz menu bar, click on the Reports icon. 
2. Double click on Accounting and Sales Summary from the report side 
navigation.  You will find it under the Management category. 

3. Choose report type: Daily for a week or Monthly for a year.  
4. Enter the start date for the report. 
 
 
What it tells you 
The report is separated into 3 areas: 

• Sales – provides a summary of sales by type and dollar amount 

• Payment Income – provides a summary of payments & revenue 

• Ticket Statistics – provides a breakdown of ticket types within the date 
range 

 

 
How it’s used 
This is a key accounting report.  It is used for analyzing sales, payments and 
ticket statistics.   
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