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Disclaimer 
 

 

At MarketTime, we value your data and privacy. 

The data displayed in this report is no way 

indicative of the actual business activities of any 

particular company. All values and data within 

these report examples below are fake and not real 

company data even though the brand names that 

appear may be real.  
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Navigating Reports 
 

All reports are run by going to Reports & Analytics in the navigation menu: 

 

 

 

 

 

 

 

 

 

 

 

Every report follows the same steps: 

1. Select your Report Type 

2. Select the desired Report 

3. Choose any particulars (dates, specific Order Codes, Manufacturers, etc. 

4. Run Report 
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Chapter 1: Lists and Labels 
In chapter one, you’ll find the following reports: 

1. Customers -A list of Customers 

2. Customers by Order Sales - Customer order history 

3. Specials, Line Lists, and Square Reports - List of MFR specials, a list of MFRs, or a "Square" report for 

note-taking. 

   4. Master Line List & Requirements - List of Manufacturers with territory information, requirements, or 

guidelines (as set on the Advanced tab within each Manufacturer) 

These reports give you a comprehensive breakdown of customer data including order totals, past order 

history, and manufacturing data  
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Report 1.1 – List of Customers 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the customer report above, you can view your customers and their contact information which 

includes their associated mailing address, contact information, and sales person assigned. This report is 

used commonly for sales managers to supply their salespersons with their customer list, and can also be 

used to filter for specific customer lists that purchase from specific Manufacturers if you use the 

Manufacturer filter. It is also commonly used with the Zip Code/Territory filter to find all customers 

within a specific region. This report is very handy to export into Excel so you can copy & paste email 

addresses into your Email program to E-blast your customers.  
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Report 1.2 – Customers by Order Sales 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the Customers by Order Sales report, you can view your customer base in order of 

sales. This report slightly differs from the first in that it will pull customers based on 

their order history. This report also has a helpful toggle named “Show Only Customers 

without Order Sales Buying History” to find customers who have not ordered. 
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Report 1.3 – Specials, Line Lists, & Square Reports 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report allows for salespersons & sales managers to run a list of Manufacturer 

Special Promotions, a common line list so that a salesperson can find out what 

manufacturer’s they can sell, as well as a “Squares Report” which includes a list of 

Manufacturer’s and areas for note taking if they print it before customer appointments. 
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Report 1.4 – Master Line List 
 

 

 

 

 

 

 

 

This report is similar to the Line List in the previous page, but allows 

for further information to be shown/filtered including detailed 

Manufacturer information such as guidelines & minimums, 

additional territory listing information and requirements. 
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Chapter 2: Order Sales 

1. List of Orders - A list of Orders 

2. Order Totals - Order Totals  

3. Orders Outstanding - Orders that haven't been paid or shipped 

4. Customer Sales History by Orders - Detailed customer order history 

5. Monthly Totals by Orders & Invoices - Monthly breakdown of orders 

in totals 

6. Three Range Sales Comparison Report - Sales Comparison for up to 3 

date ranges. 

In this chapter, you will find reports with order information 

& history, order sales broken down by month, as well as 

unpaid order history.  
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Report 2.1 – List of Orders by Manufacturer 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The List of Orders report is a simple list of each, individual order based on your filter 

criteria. This is a simple report that shows customer information and order header 

information. This report is commonly used with filters by Manufacturer to get a simple 

list of all orders for that line. It can also be used with Territory filters to find all orders 

from a specific region.
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Report 2.2 – Order Totals 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report will show you your total for each vendor for the date range you have 

selected. In this example above, you can see I have filtered for only Year To Date 

orders by Manufacturer. Similarly to the previous report, this report is commonly used 

with filters by Customer, Salesperson or Territory. 
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Report 2.3 – Orders Outstanding 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Orders Outstanding report shows a list of orders with or without invoices (depending on your choices) so you 

can determine what you may be missing from the Manufacturer. This report is integral to the commission tracking 

aspect of MarketTime and commonly used to find out what orders have not shipped and you have not been paid 

on yet. This report is commonly referred to as the “collections report” as agencies will run it at the end of each pay 

period to then download & email to their Manufacturers to follow up on previously transmitted orders that they 

have not received commission on. 
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Report 2.4 – Customer Sales Order History 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report shows your customers with each order they’ve written depending on your filters 

used. Salespersons will commonly run this report pre-buyer appointment to find out what their 

customer has ordered in the past, and plan for future bookings
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Report 2.5 – Monthly Totals by Order & Invoices 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report will show a monthly breakdown of orders by totals with invoice 

totals. Sales managers and sales reps alike will use this report to gauge 

performance by line and can be used to spot trends in the buying cycles of their 

customers. 
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Report 2.6 – Multi-Range Sales Comparison Report 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is one of the most popular reports in MarketTime as it allows you to compare sales 

between multiple date ranges to find out if you’re up or down. This report has excellent 

flexibility as you can group by Manufacturer, Salesperson or Customer in the filters. In 

this example, this is a comparison of current YTD to previous YTD. The previous year is 

on the left, while the current year is on the right and you can see in the % difference if 

you are up or down from last year. One of the popular uses of this report is to rank 

your customers best to worst, as you can set the grouping filter to Bill To customer, 

and sort largest to smallest by order total. When selecting your date range, you only 

need to set the current date range and the second date range will pre-select the 

previous year for the same range. 
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Report 2.7 – Salesperson Group Comparisons 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report is helpful to show your customers ranked by sales & by salesperson. This 

report is commonly used by sales managers to run a simple report ranking their 

customers by salesperson
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Report 2.7 continued 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



19 
 

19 
 

Chapter 3: Item Sales 

1.  Top Selling Items – Item ranking by sales 

2.  Monthly Item Sales – Item sales by month 

In this chapter you will find a comprehensive breakdown of item sales 

and information on individual item sales performance. 
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Report 3.1 – Top Selling Items 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report will show you top selling items in the date range specified. This report allows you to 

choose the number of items you’d like to display in the ranking as well. You must use the 

Sorting function to apply the ranking. Many salespersons will use the Sort by # of PO’s to find 

which items are appearing on the most orders as a great indicator for top selling items. Using 

the Manufacturer filter will be helpful to find top selling items by line, and using the Territory 

filter will help find top selling items by region. Salesperson will also commonly use the Retailer 

filter to find top selling items for a specific customer before or during a meeting with a buyer. 
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Report 3.2 – Monthly Item Sales 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report will show an item sales breakdown by month with item sales quantity 

included. Sales managers will commonly use this report to spot trends and provide 

feedback to their vendor partners. 
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Chapter 4: Order Payment 

1. Check Log Statement - List of check logs successfully posted 

2. Company Commission Summary - Sales agency commission 

summary by manufacturers or salespeople 

3. Salesperson Commission Statement - Individual salesperson 

commission statement for record keeping 

4. Balance Checks with Posted Commissions - Reconciliation 

report to balance check total versus the posted commissions 

5. Commission Balance Report - List of posted commissions to 

cross reference with manufacturers commissions statement 

6. Monthly totals by Invoices & Commissions - Monthly 

breakdown of orders by invoice and commission totals 

7. Commission Outstanding - List of orders which have an invoice 

posted but no commissions yet to match. This report is utilized 

as collections to check on any pending commissions. 

8. Salesperson Commission Summary Statement - Summarized 

list of commission payments to give to each salesperson within 

given date range 
 

In this chapter, you will receive statements showing 

commission information and breakdowns as well as 

commission payment and outstand commission summaries.  
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Report 4.1 – Check Log Statement 
 

 

 

 

 

 

 

 

 

This report will be helpful to see a list of check’s logged in 

MarketTime which are successfully posted, including their status and 

all other pertinent check details. 
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Report 4.2 – Company Commission Summary 
 

 

 

 

 

 

 

 

 

This report provides a sales agency commission summary by Manufacturer or 

Salesperson. This report is commonly used by agency administrators to provide a 

summary of commissions posted to the agency principals. 
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Report 4.3 – Salesperson Commission Statement 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report provides an individual salesperson’s commission 

statement with detailed order, invoice & commission data. This 

report is commonly sent to salespersons with their paychecks to 

show them exactly what they’re being paid commission on. 
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Report 4.4 – Balance Checks with Posted Commissions 
 

 

 

 

 

 

 

 

 

This report is commonly used to reconcile checks versus posted commissions so 

that agency administrators know they’ve entered in the correct commission data 

they’ve received from the Manufacturer. 
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Report 4.5 – Commission Balance Report 
 

 

 

 

 

 

 

 

 

 

 

This report provides a list of posted commissions to cross reference 

with the manufacturer’s commission statement that they generally 

send to the sales agency. 
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Report 4.6 – Monthly Totals by Invoices & Commissions 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report provides a monthly breakdown of orders by invoice and 

commission totals. Sales managers & agency administrators 

commonly use this report to project future commissions by month 
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Report 4.7 – Commission Outstanding 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report provides a list of orders which have an invoice posted but no commissions 

yet to match. This report is utilized as collections to check on any pending 

commissions. This report is not commonly used as many agencies do not post the 

Invoice before posting the commission. Generally, agencies will use the Orders 

Outstanding report found on page 13. 
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Report 4.8 – Sales Person Commission 
 

 

 

 

This report provides a summarized list of commission payments to 

give to each salesperson within given date range. 


