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Reporting Concepts 

Reports allow you to make better business decisions based on your data and can also alert you to potential 

problems. The system offers several types of reports. 

 

Objectives 

• Reports Overview 

• Setting Up Reports 

 

Reports Overview 
 

From the Home page, select Reports. Reports are organized into four categories. Accounts Receivable, Inventory, 

Purchasing and Receiving, and Point of Sale. 

 

Notice that one option here is Spooled Report Maintenance. These are reports that have been saved to view 

online. For more about this feature, see the Spooler Maintenance video in Epicor Learning or refer to the Help 

documentation. 

 

Select Inventory Reports. As you can see, many reports provide valuable information regarding your inventory. 
 

For example, if you want to check the performance of items in your inventory, you can select the Inventory 

Valuation Report. 

 

The Inventory Valuation Report pulls together the information you need to review the value of your products over 

time and to help you make decisions about purchasing or pricing on products based on their devaluation.  

 

Each report provides details to help you make better business decisions. 

 

Notice that when you hover over the report name, you will see the acronym for the report in parentheses, RIV for 

Inventory Valuation Report.  Acronyms provide shortcuts for opening reports.  

 

As you become familiar with the reports that you need, you can type the acronym into the Launch Bar. Almost all 

of the reports start with an ‘R’ for report.  
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Setting Up Reports 
 

In this topic, we show how to set it up and use reports. Every report has a similar format. We will return to the 

Inventory Valuation Report as an example. 

 

Tabs on the left side of the screen give you various options. In the Print Setup tab, you can decide whether to 

print or spool a report, select which printer to send the output to, and decide how many copies are needed. 

 

In the Standard Options, there are three options. Print Prepage? shows the options used during printing.  A best 

practice is to always include a Prepage. 

 

If you choose the Totals Only? option for reports, the system eliminates item lists, leaving only subtotals and 

totals visible. 

 

Double Space gives the option to put an extra line in between rows to make the information easier to read. 

Other reports may have additional formatting options. 

 

The Options section specifies the types of data include in the report. These options also vary from report to 

report. 

 

The From and To section defines the amount of information you see in a report.  You define the parameters for 

the report so that you only get the data you need. 

 

If you leave these fields blank, the system processes the report for all the data you requested on the Options 

screen. 

 

The Code Selection tab allows you to further control the report by including or excluding SKU codes. Enter the 

code in the appropriate box and select the corresponding Y or N to exclude or include that code. 

 

For instance, if you enter A in the Popularity code box and leave the N as it is, the report will only include items 

with a Popularity Code of A on this Inventory Valuation Report.  

 

The Flexible Sort tab allows you to change the way a report normally sorts when printing and is only available on 

inventory reports. 

 

Finally, the Fax Setup section is used for setting up information to fax this report. Fill in the required information 

in this page 

 

Once you have set up the report, you can save and use the report again. Select Save or press F5. Enter a 

description and click Save. 

 

The next time you want to run this specific report with the same options, select Open or press F6. Choose the 

report and click Open. 
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Recap 
The process of reporting will ensure your reports are run efficiently and give you exactly the data you need every 

time. 

  

 

 

 

 

 



 

 

 

About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—

in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For 

more information, connect with Epicor or visit www.epicor.com. 
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804 Las Cimas Parkway 

Austin, TX 78746 

USA 

Toll Free:  +1.888.448.2636 

Direct:   +1.512.328.2300 

Fax:  +1.512.278.5590 
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Phone:  +52.81.1551.7100 

Fax:  +52.81.1551.7117 

Europe, Middle East and Africa 
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Downshire Way 

Bracknell, Berkshire RG12 1PU 

United Kingdom 

Phone:  +44.1344.468468 

Fax:  +44.1344.468010 

Asia 

238A Thomson Road #23-06 

Novena Square Tower A 

Singapore 307684 

Singapore 

Phone:  +65.6333.8121 

Fax: +65.6333.8131 

Australia and New Zealand 
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100 Pacific Highway 

North Sydney, NSW 2060 

Australia 

Phone: +61.2.9927.6200 

Fax: +61.2.9927.6298 

The contents of this document are for informational purposes only and are subject to change without notice. Epicor 

Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and 

specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, 

merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, 

dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any 

Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting 

services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) 

described in this document with other Epicor software or third party products may require the purchase of licenses for such 

other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States 

and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. 

All rights reserved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.epicor.com/company/connect-with-epicor.aspx
file:///C:/Users/csandoval/Desktop/working%20on/Epicor%20Rebrand/Generic-Word-Templates/Epicor-Generic-Word-Template-0116/www.epicor.com

