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PURPOSE: Creating Customer based Velocity Reports 

 
1. Sales Analysis Menu 
2. Click Sales Analysis Toolkit 

 

 
3. Select Sales Analysis Toolkit Menu click on Sales Snapshot 

 

Standard Operating Procedure 
Velocity Report Creation 



4. Add your Customer or Customer range and this will take the ALL flag off 
5. Leave on ALL for ALL products 
6. Product Selection – Leave all or if you JUST want a specific category select your start and finish. 

How can this be helpful? Just Chicken, Just Appetizer…….etc 
7. Select your Date Range…..... last week, last month or a manual specified……up to you 
8. Hit EXTRACT 

 

 
9. Click Drop Down menu and select ITEM. 
10. Click on VIEW 

 



When you click on VIEW this screen will pop up: 
 



Now hit SHIFT + F7 and it will open this data in the internal server Spreadsheet 

 
CLICK on the upper corner box to highlight all, right mouse click or CRTL-C to Copy 

 



Open Excel and Paste or CTRL+V 
 

 
Edit down to info you want to share and snip & send 

 

 


