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STEP 1

Log into RecTrac

STEP 2

Click on Menu

STEP 3

Search for and select "Report Output Management"
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STEP 4

Type "GOLF"

STEP 5

1 - GOLF - Daily Summary Report

Daily Summary Report covers Income and debits - Including a total amount.
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STEP 6

2 - GOLF - CC Payment Detail Breakdown

CC Payment Detail Breakdown includes a transaction breakdown of all credit card trans-
actions and a split out of each credit card type.

STEP 7

3 - GOLF - Cash Drawer Report (Detail)

Cash Drawer Report includes a transaction history of all transaction types by location and 
time period.
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STEP 8

4 - GOLF - Pro6t Center Split

ProGt Center Split is a proGt report by xL Code and by Cost Center.
Summary report appears at the bottom of the Gle.

STEP 9

8 - GOLF - Period Sales Report

Period Sales Report is a sales report summed by Cost Center.
Summary report appears at the bottom of the Gle.
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STEP 10

A - GOLF - Daily and Monthly Edmissions Report

Daily and Monthly Admissions Report displays admissions by pass type and time of day.

STEP 11

Click on Run Report
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STEP 12

Click on Continue

STEP 13

zach Report is highly customiba.lev The customibation is done on this page

E:amples Y
/ou can run reports by speciGc locations, speciGc time frames, speciGc employees : cash 
drawers.Y
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STEP 14

Click on Process

STEP 15

Select the format you wish to receiYe your report
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STEP 16

Select how you want your report to .e deliYered to youv

STEP 17

Click on Continue
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STEP 18

,our report will then .egin to .e generatedv Click close on the success
 message

STEP 19

if you selected "PreYiew" as your deliYery method' the full report will
 eYentually pop up once it5s done generatingv
/ou have the option to save and download the report, or print the report as well.
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