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INTRODUCTION TO
THE MICROS 3700
REPORTS MANUAL

In the fast-paced world
o f  h o s p i t a l i t y
management,  having
precise  control  over
your  operational  data
is  non-negotiable.  The
Micros 3700 Reports
Manual  serves as the
definitive  guide  for
restaurant  managers,
o w n e r s ,  a n d  I T
professionals  who rely
on  the  Oracle  Micros
3700  point-of-sale
(POS)  system to  drive
business  decisions.
This manual is far more

than  a  simple  user
guide; it is a strategic
tool  that  unlocks  the
full  potential  of  your
reporting  capabilities.
W h e t h e r  y o u  a r e
tracking  daily  sales,
analyzing  employee
p e r f o r m a n c e ,  o r
auditing  inventory,
understanding  this
manual is essential for
maintaining  profitable
and  efficient
operations.
T h e  M i c r o s  3 7 0 0
system  is  one  of  the
most  widely  adopted
POS  platforms  in  the
hospitality  industry,
trusted  by  everything
from  quick-service
chains  to  fine  dining
establishments.  Its
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reporting  engine  is
remarkably  robust,
capable  of  generating
hundreds  of  different
report types. However,
w i t h o u t  p r o p e r
g u i d a n c e ,  m a n y
operators  only  scratch
the surface of what is
possible.  This  article
will  explore  the  core
components  of  the
Micros  3700  Reports
Manual, explain how to
interpret  key  reports,
and provide actionable
advice for customizing
y o u r  r e p o r t i n g
workflow  to  meet  your
specific  business
needs.

Why the
Micros
3700

Reports
Manual
Matters
Data  is  only  valuable
when  it  is  actionable.
T h e  M i c r o s  3 7 0 0
system  captures  vast
a m o u n t s  o f
transactional  data
every  day,  but  raw
numbers alone do not
improve  your  bottom
l ine .  The  Repor ts
Manual bridges the gap
b e t w e e n  d a t a
collection and informed
decision-making.  It
provides  step-by-step
i n s t r u c t i o n s  f o r
accessing,  filtering,
a n d  i n t e r p r e t i n g
reports  that  matter
most to your business.
Many  hosp i t a l i t y
p r o f e s s i o n a l s
underestimate  the
depth  of  the  manual.
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They  may  assume  it
simply  l ists  report
n a m e s  a n d  b a s i c
descriptions,  but  in
rea l i t y ,  i t  cove rs
advanced configuration
options,  scheduling
features,  and  even
t r o u b l e s h o o t i n g
common  errors .  A
thorough  reading  of
t h e  M i c r o s  3 7 0 0
Reports  Manual  can
help  you:

Identify sales
trends before
they become
problems
Optimize labor
costs by
comparing
scheduled versus
actual hours
Track menu item
performance to
refine your
offerings
Detect potential
theft or cash
handling
discrepancies
Improve

customer
satisfaction
through faster
service analysis

T h e  m a n u a l  i s
organized  logically,
typically  beginning
with an overview of the
reporting  interface,
then  mov ing  i n to
specific  report
categories  such  as
financial,  employee,
inventory,  and  sales
analysis.  Each  section
explains the purpose of
each  report,  the  data
fields  included,  and
how to generate output
in  various  formats,
including  on-screen
viewing,  printing,  or
e x p o r t i n g  t o  a
spreadsheet.

KEY REPORT
CATEGORIES IN
THE MICROS 3700
REPORTS MANUAL

O n e  o f  t h e  m o s t
valuable aspects of the
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Micros  3700  Reports
M a n u a l  i s  i t s
categor i zat ion  o f
r e p o r t s .  T h i s
organization  helps
users  quickly  locate
the  information  they
need  without  wading
through  irrelevant
data.  Below  are  the
primary categories you
will  encounter,  along
w i th  examp les  o f
reports found in each.

Financial
and Sales
Reports
Financial  reports  are
the  backbone  of  any
restaurant  operation.
They  provide  a  clear
picture  of  revenue,
d iscounts,  vo ided
transact ions,  and
tender  types.  The
manual details how to
r u n  d a i l y  s a l e s

summar ies ,  sh i f t
reports,  and period-to-
date comparisons. Key
reports in this category
include:

Sales Summary
Report: A high-
level view of
total sales, guest
counts, and
average check
size for any date
range.
Tender Report:
Breaks down
payments by
method, such as
cash, credit card,
gift card, or
comp. This is
critical for
balancing
drawers at the
end of a shift.
Discount and
Void Report:
Tracks every
discount applied
and every voided
transaction,
making it easier
to identify
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suspicious
activity or
training
opportunities.
Tax Report:
Summarizes
taxes collected,
which is essential
for accurate
reporting to tax
authorities.

The  manual  explains
how  to  filter  these
reports  by  out let ,
server, or time period,
so you can drill  down
into  specific  areas  of
concern  without  being
overwhelmed by global
totals.

Employee
and Labor
Reports
Labor costs are one of
the largest expenses in
a n y  h o s p i t a l i t y
business.  The  Micros

3700  Reports  Manual
dedicates considerable
attention to employee-
related  reports  that
he lp  you  manage
staffing  levels
effectively.  These
reports  integrate  with
the time clock feature
of  the  POS  system,
a l l o w i n g  y o u  t o
compare  scheduled
hours  versus  actual
punches.
Important labor reports
include:

Employee Time
Card Report:
Shows clock-in
and clock-out
times, breaks,
and total hours
worked for each
employee during
a shift or pay
period.
Labor
Percentage
Report:
Compares labor
costs against
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sales to help you
maintain target
percentages.
Tip Report:
Tracks declared
tips, auto-
gratuities, and
tip pools, which
is essential for
payroll accuracy.
Employee Sales
Report: Lists
each employee's
sales totals for a
given period,
useful for
performance
reviews and
incentive
programs.

The  manual  provides
guidance on setting up
labor  targets,  running
exceptions  reports  to
identify late arrivals or
early  departures,  and
exporting data to third-
party payroll systems.

Inventory
and Menu
Managem
ent
Reports
F o r  r e s t a u r a n t
operators,  knowing
what  sells  and  what
does  not  is  essential
for  maximizing  profit
margins.  The  Micros
3700 inventory reports
help you manage stock
levels, track waste, and
adjust  recipes.  The
manual  explains  how
to  run  reports  that
h i g h l i g h t  u s a g e
patterns,  theoretical
versus actual inventory
c o u n t s ,  a n d  i t e m
popularity.
Key  inventory  reports
include:
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Product Mix
Report: Shows
exactly how
many units of
each menu item
were sold during
a given period.
This is critical for
identifying your
top sellers and
underperformers.
Recipe Detail
Report: Lists
ingredients for
each menu item
and their
associated costs.
When combined
with sales data,
this helps you
calculate cost of
goods sold
(COGS).
Inventory
Variance
Report:
Compares
theoretical usage
(based on sales)
against actual
physical counts,
helping you spot

theft or waste.
Stock Level
Report: Shows
current on-hand
quantities for
each ingredient,
enabling
informed
ordering
decisions.

B y  f o l l o w i n g  t h e
manual's  instructions,
you can schedule these
r e p o r t s  t o  r u n
automatically  at  the
e n d  o f  e a c h  d a y ,
ensuring  you  always
h a v e  u p - t o - d a t e
inventory  data  for
morning  meetings.

HOW TO NAVIGATE
AND USE THE
MICROS 3700
REPORTS MANUAL
EFFECTIVELY

Simply  owning  the
manual is not enough;
you must know how to
use  it  efficiently.  The
Micros  3700  Reports
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Manual  is  typically
divided  into  sections
based on functionality,
with a table of contents
and an index for quick
reference.  However,
many  users  benefit
from creating their own
quick reference guides
based  on  the  reports
t h e y  r u n  m o s t
frequently.

Understa
nding
Report
Paramete
rs and
Filters
Every  report  in  the
Micros  3700  system
has  configurable
p a r a m e t e r s .  T h e
manual explains these

in detail, including date
r a n g e s ,  o u t l e t
selection,  employee
filters,  and  grouping
options.  Learning  how
t o  s e t  t h e s e
parameters correctly is
essential  for  getting
meaningful  results.
For  example,  if  you
w a n t  t o  c o m p a r e
performance  between
a  lunch  shift  and  a
dinner  shift,  you  can
set  the  time  range
filter to separate these
periods.  The  manual
provides  examples  of
common  filter
configurations,  such  as
"Today,"  "This  Week,"
or  "Custom  Range,"
along with instructions
for  saving  frequently
used  filter  sets  as
favorites.

Output
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Options
and
Exporting

Data
O n e  o f  t h e  m o s t
powerfu l  features
d e s c r i b e d  i n  t h e
manual is the ability to
expor t  repor t s  to
external formats. While
viewing a report on the
s c r e e n  i s  u s e f u l ,
expor t ing  to  PDF,
Excel, or CSV allows for
fu r the r  ana lys i s ,
s h a r i n g  w i t h
s t a k e h o l d e r s ,  o r
i n t e g r a t i o n  w i t h
accounting software.
The  manual  includes
s t e p - b y - s t e p
instructions for setting
up report destinations,
including  network
p r i n t e r s ,  e m a i l
distribution  lists,  and

s h a r e d  f o l d e r s .
Advanced  users  can
also  automate  report
generation  using  the
system's  scheduler,
which  is  documented
thorough ly  in  the
scheduling  section  of
the  manual.

Troublesh
ooting
Common
Report
Issues
Even  exper ienced
users  occasionally
encounter  problems
when  gene ra t i ng
reports.  The  Micros
3700  Reports  Manual
i n c l u d e s  a
troubleshooting section
t h a t  a d d r e s s e s
common  errors  such
as:
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"No Data
Available"
message: Often
caused by
incorrect date
ranges or filter
settings. The
manual explains
how to verify
your parameters.
Column
alignment
problems:
Sometimes
reports appear
misaligned when
printed or
exported. The
manual provides
formatting tips to
correct this.
Slow report
generation:
Large datasets
can slow down
the system. The
manual suggests
best practices for
narrowing your
search criteria.
Permission
errors: Some

reports require
specific security
levels. The
manual explains
how to check
user permissions
and request
access from your
system
administrator.

B y  f a m i l i a r i z i n g
yourself  with  these
common  issues,  you
can  save  t ime  and
reduce  frustration
when  working  under
pressure  during  busy
service  periods.

BEST PRACTICES
FOR USING THE
MICROS 3700
REPORTS MANUAL
IN DAILY
OPERATIONS

To get the most out of
your  investment  in
M ic ros  3700 ,  i t  i s
important  to  integrate
report  analysis  into
your daily routine. The
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manual  provides  the
technical  knowledge,
but it  is  up to you to
build  the  habits  that
lead  to  continuous
improvement.

Create a
Reporting
Schedule
Successful  operators
do  not  wait  until  the
end  of  the  month  to
review  key  metrics.
Instead,  they  use  the
scheduling  features
d e s c r i b e d  i n  t h e
manual  to  automate
dai ly,  weekly,  and
monthly  reports.  For
example ,  you  can
schedule a daily  sales
s u m m a r y  t o  b e
e m a i l e d  t o
management  every
m o r n i n g  b e f o r e
opening.  Weekly  labor
reports  can  help  you

adjust  staffing  for  the
upcoming  week,  and
monthly  inventory
r e p o r t s  s u p p o r t
a c c u r a t e  P & L
statements.

Train
Your
Team on
Report
Interpreta
tion
The manual is not just
for owners and general
managers.  Sharing
relevant  sections  with
shift  supervisors  and
department  heads
empowers  them  to
take ownership of their
areas.  For  instance,  a
kitchen  manager  who
u n d e r s t a n d s  t h e
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product mix report can
make  better  decisions
about  prep  quantities,
reducing waste without
risking stockouts.
Consider  creating  a
simplified  version  of
t h e  m a n u a l ' s
instructions for  specific
roles in your operation.
A  server  might  benefit
from  understanding
their  individual  sales
and tip reports, while a
sous  chef  needs  to
k n o w  h o w  t o  r u n
inventory  variance
reports.

Stay
Updated
with
Manual

Revisions
Oracle  periodically
releases updates to the
Micros  3700  software,
a n d  t h e  r e p o r t
funct ional i ty  may
c h a n g e  w i t h  n e w
versions. The manual is
updated  to  reflect
these changes, so it is
important to have the
latest  version.  Many
operators  overlook
this, continuing to rely
o n  o u t d a t e d
instructions  that  no
longer  match  the
system's  interface.
C h e c k  w i t h  y o u r
suppor t  p rov ide r
annually to ensure you
h a v e  t h e  c u r r e n t
edition  of  the  Micros
3700 Reports Manual.

ADVANCED
REPORTING
TECHNIQUES FROM
THE MICROS 3700
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REPORTS MANUAL

For  users  who  have
mastered  the  basics,
the manual also covers
more  sophisticated
reporting  strategies.
T h e s e  a d v a n c e d
techniques  can  give
you a competitive edge
by  uncovering  trends
that  standard  reports
might miss.

Custom
Report
Builder
Many  ve r s i ons  o f
Micros 3700 include a
custom  report  builder
that  a l lows  you  to
create reports  tailored
prec i se ly  to  your
business  needs.  The
manual  explains  how
to  select  specific  data
fields,  apply
m a t h e m a t i c a l
operations, and design

layouts  that  match
y o u r  e x i s t i n g
o p e r a t i o n a l
dashboards. While this
feature  requires  a  bit
m o r e  t e c h n i c a l
knowledge,  it  is  well
worth  the  effort  for
operators  who  need
unique  insights.

Cross-
Referenci
ng
Multiple
Reports
O n e  o f  t h e  m o s t
powerful  strategies
d e s c r i b e d  i n  t h e
m a n u a l  i s  c r o s s -
referencing  data  from
different  report
c a t e g o r i e s .  F o r
example,  combining
sales  data  from  the
product mix report with
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inventory  variance
d a t a  c a n  r e v e a l
whether high sales are
l e a d i n g  t o
p r o p o r t i o n a t e
inventory  usage.  If
your  labor  percentage
report shows a sudden
i n c r e a s e ,  c r o s s -
referencing it with the
employee  time  card
report  might  reveal
unauthorized overtime.
The  manual  provides
examples  of  common
c r o s s - r e f e r e n c i n g
scenarios and explains
how  to  export  data
from  multiple  reports
i n t o  a  s i n g l e
s p r e a d s h e e t  f o r
c o m p r e h e n s i v e
analysis.

CONCLUSION

T h e  M i c r o s  3 7 0 0
Reports  Manual  is  an
indispensable resource
for  any  hospital ity
professional who wants
to move beyond basic
reporting  and  truly

leverage  their  POS
data  for  s t rategic
advan tage .  F rom
u n d e r s t a n d i n g
fundamental  financial
reports  to  mastering
advanced  custom
queries,  the  manual
p r o v i d e s  t h e
knowledge  needed  to
run  a  more  profitable,
efficient,  and
responsive  operation.
By taking the time to
s tudy  th i s  gu ide ,
implementing a regular
review  schedule,  and
training your  team on
i t s  con ten t s ,  you
transform raw data into
actionable  insights.
Whether you are a new
manager  just  learning
t h e  s y s t e m  o r  a
seasoned  operator
looking  to  optimize
existing processes, the
Micros  3700  Reports
Manual holds the keys
to  unlocking  the  full
po ten t i a l  o f  you r
restaurant's  data.
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Make it  a  cornerstone
of  your  operational
toolkit,  and  you  will
s o o n  s e e

improvements  i n
everything  from  cost
control  to  customer
satisfaction.


