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Management Menu > SUS Administration > Reports > Report Availability 

This guide will explain the most used reports. 

 
 

 

 

 

 

 

 

 

 

 

The reports are all in alphabetical order. 
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Accounts Receivable Report         
The Accounts Receivable Report shows detail of all account and Hotel/Motel (Dwelling code H) cashed 
out for day requested. 

 
Tkt #:  Transaction ticket number. 

Sale:  Ticket dollar amount. 

Acct:  Account number or ‘None’ if Hotel/Motel. 

Phone:  Phone number of account or Hotel/Motel customer. 

Name:  Name of account or Hotel/Motel customer. 

Address:  Address of account or Hotel/Motel customer. 
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CC/GC Summary Report          
The CC/GC Summary Report summarizes credit card and gift card activity that occurred in the restaurant 
for the day.  (Integrated CC/GC restaurants only). 

 

CC Transaction Details:  Fields are as follows. 

Inv# - Credit card invoice number. 

Ticket # - Sales ticket number. 

Account # - Credit card type prefix (i.e., (V) Visa, (MC) Mastercard, (AX) American Express, (DC) Discover) 
followed by the last four digits of the credit card account number. 

Settled – Indicates Y (Yes) or N (No) whether SUS settled the transaction.  Declines and Voids are 
automatically considered not settled. 

TransType – Type of transaction, including Auth, Tip, Declined, Refund, or Void. 

$Sale – Transaction amount in dollars and cents.  Negative values indicate a Refund. 

$Tips – Tip amount in dollars and cents. 

$Total - $Sale plus $Tips. 

UserID – Sign-on ID of team member that authorized the credit card transaction.  For transactions with 
Tips assigned or voided transactions, User ID is the person that performed the last activity on 
that transaction. 
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CC/GC Summary Report          

 

 

 

 

 

 

 

Credit Card Type Totals:  Fields are as follows. 

Card Type – Type of credit card. 

Count# - Number of transactions by card type, not including Voids and Declines. 

$Sale – Transaction amount in dollars and cents. 

$Tips – Tip amount in dollars and cents. 

$Total - $Sale plus $Tips. 

 

 

 

 

 

 

 

 

CC Summary:  Fields are as follows. 

Settlement # - Number and dollar amount of settled transactions, for each time that you performed a 
settlement.  Includes settled Refunds, but not Voids and Declines. 

CC Settled Total – Combined number and dollar amount of all settled sales.  Includes settled Refunds, 
but not Voids and Declines. 
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CC/GC Summary Report          

Unsettled CC Sales – Number and dollar amount of unsettled sales.  Includes unsettled Refunds, but not 
Voids and Declines.  If a transaction is authorized but not cashed out, SUS will not settle that 
transaction. 

Unsettled CC Tips – Number and dollar amount of unsettled tips. 

Unsettled CC Total – Unsettled Sales plus Unsettled Tips. 

CC Unsettled Refunds – Number and dollar amount of unsettled Refunds. 

CC Total – Number and dollar amount of settled and unsettled sales. 

CC Voids – Number and dollar amount of Voids and Web/CMC Declines. 

 

 

 

GC Transaction Details:  Fields are as follows. 

Inv# - Gift card invoice number. 

Ticket # - Sales ticket number. 

Account # - Gift card prefix (GC) followed by the last four digits of the gift card account number. 

Settled – Indicates Y (Yes) or N (No) whether SUS settled the transaction.  Declines and Voids are 
automatically considered not settled. 

Void – Indicates a V (Void) for void transactions.  The original transaction type is noted in the TransType 
column. 

TransType – Type of transaction, including Redeem, Tip, Activate, Reloads, Declines or Void. 

$Sale – Transaction amount in dollars and cents.  Negative values indicate a gift card has been activated 
or reloaded. 

$Tips – Tip amount in dollars and cents. 

$Total - $Sale plus $Tips. 

UserID – Sign-on ID of team member that authorized the gift card transaction.  For transactions with 
Tips assigned or voided transactions, User ID is the person that performed the last activity on 
that transaction. 
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CC/GC Summary Report          

 

 

 

 

Gift Card Type Totals:  Fields are as follows. 

Gift Card Type – Type of gift card. 

Count# - Number of transactions by card type, not including Voids and Declines. 

$Sale – Transaction amount in dollars and cents. 

$Tips – Tip amount in dollars and cents. 

$Total - $Sale plus $Tips. 

 

 

 

 

 

 

 

 

GC Summary/Gift Card Redemption:  Fields are as follows. 

Settlement # - Number and dollar amount of settled transactions, for each time a settlement is 
performed.  Includes settled Refunds, but not Voids and Declines. 

GC Settled Total – Combined number and dollar amount of all settled gift card sales.  Includes settled 
Refunds, but not Voids and Declines. 

Unsettled GC Redemption – Number and dollar amount of unsettled sales.  Includes unsettled Refunds, 
but not Voids and Declines.  If a transaction is authorized but not cashed out, SUS will not settle 
that transaction. 

Unsettled GC Tips – Number and dollar amount of unsettled tips. 
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CC/GC Summary Report          

Unsettled GC Cashout – Number and dollar amount of unsettled gift cards at cashout. 

Unsettled GC Total – Unsettled Redemption plus Unsettled Tips. 

GC Redemption Total – Number and dollar amount of settled and unsettled sales. 

GC Voids – Number and dollar amount of Voids and Web/CMC Declines. 

 

 

Gift Card Activation/Reload Details:  Fields are as follows. 

Inv# - Gift card invoice number. 

Account # - Gift card prefix (GC) followed by the last four digits of the gift card account number. 

Sold By - Sign-on ID of team member that authorized the gift card transaction. 

$Amount – Dollar amount of gift card activated or reloaded.  

Total Activation – Total number and dollar amount of gift cards activated. 

Total Reload – Total number and dollar amount of gift cards reloaded. 

Total – Total Activations plus Total Reloads. 
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Cash Audit Report           

 
Name:  Name of Team Member who performed the transaction. 

ID:  User ID of the Team Member who performed the transaction. 

TTY#:  Terminal number on which the transaction was performed. 

Time:  Time the transaction occurred. 

Tkt#:  Transaction ticket number. 

Transaction:  Brief description of the transaction performed. 

DVR/SRV ID:  User ID of the driver or server associated with the transaction  

Tip:  Credit card or gift card tip amount. 

Amount:  Total amount of the transaction. 

Settlement Done Today:  When the previous day’s credit card/gift card settlement is not performed 
prior to the automatic End of Day (EOD), the report displays the forced settlement transactions 
performed by management at the Start of Day (SOD). 

Deposit Adjustment:  Transaction column displays the deposit amount entered yesterday.   

Amount column: Displays the newly adjusted deposit amount.  
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Change Down Report          
The Change Down Audit Report displays all transactions where a change has been made to an order and 
the change lowers the dollar amount of the ticket.  Order changes include deleting items from an order, 
adding coupons/discounts/allowances, removing a Delivery Service Charge, adding Surprise Promos, or 
canceling made/unmade orders after order has been sent.  
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Change Down Report         
 

Name:  Name of Team Member who performed the transaction. 

ID:  User ID of the Team Member who performed the transaction. 

TTY#:  Terminal number on which the transaction was performed. 

Order Time:  Time the original transaction occurred. 

Change Time:  Time the change down transaction occurred. 

Tkt#:  Transaction ticket number. 

Transaction:  Brief description of the change down transaction. 

Old $ Amount:  Dollar amount of the original transaction. 

New $ Amount:  Dollar amount of the revised transaction. 

Cancel Made/Unmade:  Cancel Made or Cancel Unmade orders that were performed or confirmed. 

Promo:  Any promo applied to an order after the original order was sent. 

Ticket Change:  Tickets that were changed to a lower dollar amount. 

Driver Cashout:  Transactions that caused the ticket amount to decrease when cashing out a Driver 
on dispatch. 

Toggle Service Charge:  Transactions in which the 4/SvcChg or Toggle SvcChg keys were selected.  
Displays the User ID of the Driver who took the order. 

Change to Carryout:  Delivery occasion transactions that were changed to the Carryout occasion. 

Summary of Changes:  Total number of tickets that were changed and their dollar amounts, 
summarized by transaction type. 
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Driver Audit Report           
Provides a summary of each driver’s deliveries for the day, performance averages, and driver 
reimbursements paid. 
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Driver Audit Report           
Driver:  Name and Driver initials. 

Time:  Clock-in time, clock-out time, and total hours and minutes driver was clocked in as a driver. 

Order:  Ticket numbers delivered during the shift. 

Total Time:  Total time of delivery from order entry to tag in. 

Prod Time:  In-restaurant production time for each ticket from order entry to the time of dispatch. 

Wait Time:  Number of minutes a driver waited in the restaurant from tagging in from one dispatch 
to the dispatch of the next order. 

Dispatch Time:  Time driver was dispatched with the order. 

Return Time:  Time driver was cashed out with the order. 

Drive Time:  Number of minutes from the time the driver left the restaurant (dispatched) to when 
they delivered the order to the customer. 

Amount Due:  Total amount driver owes/paid for each order. 

Surprise Promo:  Amount of surprise promo per order. 

C/P:  (C) Company or (P) privately owned vehicle.  Drivers are not reimbursed for deliveries made in 
company owned vehicles. 

Grid:  Trade area location. 

Total time: Appears if the driver has clocked out. 

Summary of Driver Statistics: 

Total/average:  Of orders delivered; average wait time; average drive time; total dollar amount due,   
total surprise promo, and number of company and privately owned vehicle deliveries made. 

Order/Hours:  Number of orders delivered per hour. 

Best/orders/hr:  Best number of orders per hour for shift for that driver. 

Borrowed mileage:  Mileage received for driving to pick up or deliver product. 

Return Trip mileage:  Mileage received for having to return to a delivery address. 

Total mileage:  Ending odometer reading less starting odometer reading. 
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Driver Audit Report          

Driver’s Cash Fund Summary: 

Start:  Amount of driver change fund issued at start of shift. 

Less Exp1:  Amount of an expense that is not a driver’s fault, i.e., an extra trip for same order for 
pizza making mistake.  Manager signature and explanation required. 

Less SFS (School Food Service):  Amount of tip on a SFS order. 

End:  Amount after Exp1 and SPS are subtracted. 

POV:  Number of deliveries in a privately owned vehicle times the driver reimbursement rate. 

Company:  Money owed back to the company or driver if in brackets. 

Driver Mileage:  Ending mileage reading less the beginning mileage reading. 

Maximum Mileage Alert:  Driver paid more than the maximum mileage rate. 

Maximum Mileage Calculation:  Paid outs minus total mileage times mileage rate equal excess 
mileage. 

 

HFR Report            
Provides the metrics for the Hot Fast Reliable focus.  

 



Reports 
 

©October 2017 Pizza Hut, LLC  All rights are reserved, and any transfer or disclosure of this material is prohibited without prior written consent 
of Pizza Hut, LLC (“PHLLC”).  Use of this information by any other persons or company is prohibited.  Use by PHLLC franchisees or licensees 
constitutes their agreement to be responsible for resulting claims and to indemnify PHLLC, its parent and commonly owned affiliates, and their 
respective employees and agents.                                14 

Open Guest Check Report         

Provides a list of open or unpaid guest checks. 

 

Server ID:  2-digit ID of CSR who entered order. 

Ticket #:  Transaction ticket number. 

Customer/Server:  Customer phone number for delivery or carryout; server ID, table number, and 
numbering party for dine-in order. 

Occasion:  Occasion for each open guest check listed. 

Time:  Time order was placed. 

Amount:  Amount of guest check. 

Total Unpaid Guest Checks:  Number of guest checks and total dollar amount. 
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Order Stats Report          

Provides a summary of customer types (new and repeat), products ordered, and all order occasions for the 
day, week, or period.  The weekly and period reports include cumulative information. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

New Customers:  Number of new customers and the dollar value of orders per occasion for lunch and 
dinner. 

Repeat Customers:  Number of repeat customers and the dollar value of orders by occasion. 

Total All Orders:  Number of new and repeat customers, and dollar value of orders by occasion. 

Average Check:  Amount by occasion. 

• Total dollar value divided by total number of orders per occasion. 

 



Reports 
 

©October 2017 Pizza Hut, LLC  All rights are reserved, and any transfer or disclosure of this material is prohibited without prior written consent 
of Pizza Hut, LLC (“PHLLC”).  Use of this information by any other persons or company is prohibited.  Use by PHLLC franchisees or licensees 
constitutes their agreement to be responsible for resulting claims and to indemnify PHLLC, its parent and commonly owned affiliates, and their 
respective employees and agents.                                16 

Order Stats Report (continued)        
% All Orders:  Percentage of the number of orders and the dollar value of orders from new customers 
and from repeat customers. 

% Delivery Orders:  Percentage of Delivery Orders as a number and dollar value from new customers 
and repeat customers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat Customer Analysis:  Reorder percent for over 6 weeks. 

Order Quantity Analysis:  Number of orders with pizzas and the percent of orders with pizzas for any 
size. 

Multiple Percent Analysis:  Number of orders and percent of orders with multiple pizzas (from 1-5 and 
greater than 5). 

• Total number of multiple priced orders divided by total number of eligible orders. 
• Orders that have special pricing are included in the total of eligible orders. 

Products Per Guest Check (PPGC):  Number of products per guest check. 
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Order Stats Report (continued)        

 

Section 1:  Product Sales 

Quantities of each product sold by class, type and size. 

Items – number of times items were ordered. 

Orders – number of orders item appeared on. 

Gross Dollars – gross sales dollars for each product. 

Net Dollars – net sales dollars for each product class. 
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Order Stats Report (continued)        

 

 

 

 

 

 

Section 1A:  Topping 

Total topping per large, medium and small pizzas. 

Single pie order with 3 or more toppings. 

Double pie order or additional item i.e., ranch dressing. 

Section 2:  Strategy Sales 

Name, number of items sold and gross value of meal deals. 
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Order Stats Report (continued)        

Section 3:  Occasion Sales 

Orders - Total number of orders, including Cancel Made (CM) by occasion. 

Value (Gross) - Gross sales value. 

%(Gross) - Percent of gross sales for each occasion. 

Section 4:  Coupon Analysis 

Type of coupons and the percent of specific coupons used by old and new customers. 

Average cash value of lines for the coupon and the average cash amount of orders with the specific 
coupon.   

Percent of difference between line average and order average is:  average line value divided by 
average order value. 
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Order Stats Report (continued)        

Section 5:  P & A Analysis 

Count:  Total number for each promo and allowance category. 

Amount:  Actual total cash amount for each promo and allowance category. 

Ticket Average:  Amount divided by count. 

% Sales:  Actual percent of gross sales for each promo and allowance category. 
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P&A Report            

 

Ticket Number:  Transaction ticket number Occasion:  Occasion for each ticket. 

Phone Number/Information:  Phone number of delivery or carryout customer, or server ID and table 
number for dine-in. 

Order Time:  Time order was placed. 

Time To Cashout:  Difference between order time and cashout time. 

CSR ID:  2-digit ID of CSR who placed the order. 

Cashier ID:  2-digit ID of Cashier who cashed out the order. 

Driver ID:  2-digit ID of Driver who delivered the order. 

Subtotal:  Amount of guest check or ticket before coupon or discount. 

Amount Off:  Dollar value of coupon or discount. 

Coupon Code:  2-digit code assigned to coupon. 

Coupon Type:  Promo or allowance. 

Summary:  Number of guest check and dollar amount for each type of P & A.  
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Safe Audit Report           

 

Time:  Time activity was performed. 

Name:  First name of Team Member who performed activity. 

ID:  ID of Team Member who performed activity. 

TTY:  Till ID number that the activity was performed on. 

Activity:  Activity performed that affected the amount of money in safe. 

Drop #:  Drop # assigned to the Drop of the activity performed, if it was a drop activity. 

Actual $:  Actual dollar amount of the activity performed. 

Variance $:  Variance dollar amount from what the system said the actual amount should be. 

Shift #:  Shift number assigned and person assigned to the shift. 

From Next Day’s Open Cash:  Activities performed the next morning for the prior business day. 
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Sales Analysis Report          

Provides sales information and analysis for each occasion for a day.  A weekly report is also available. 

 

 

 

 

 

 

 

 

 

 

 

 

Account Name:  Account name and categories. 

Date:  Days or weeks included on the report. 

Account:  Account number. 

WTD:  Week-to-date amount. 

• Daily Sales Analysis Report requested prior to close out, shows the business totals from the beginning 
of the week through the time of the report. 

( ):  Number of times information was changed that day. 

• A high number may indicate an attempt to make the sales analysis (cash over/short, or other items) 
“balance” with market expectations. 

Product Sales:  Categories and dollar amounts by occasion. 

• An order is not counted as a sale until the order is cashed out. 

• Unpaid guest checks are not reported in net or gross sales. 

• Promo and allowance are not included in these figures. 
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Sales Analysis (continued)         

 

 

 

 

 

 

 

Total Misc Receipts:  Accounts and amounts of miscellaneous income. 

Sales Tax:  Tax on net sales amount. 

Total Receipts:  Total amount of funds received in the restaurant, including sales tax and miscellaneous 
receipts. 

Total Rcpts For Deposit:  Sum of total receipts (#9) less the total of paid outs, credit/gift cards, and 
delayed payments. 

Deposits Actually Were:  Sum of all deposits recorded for the day. 

Cash Over/Short:  Difference (+/-) between total receipts for deposit and actual deposit amount. 

Misc Receipts:  Accounts and amounts of miscellaneous income. 

Rollup Sales Accounts:  Total accounts and amounts of #6.  Specific Product Sales not assigned an 
account number. 

Paid Outs:  Accounts and amounts of all money being paid out of restaurant to vendors or customers. 
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 Sales Analysis (continued)         

 
 

Promo & Allowances:  Promos and allowances by category and amount. 

 

 

 



Reports 
 

©October 2017 Pizza Hut, LLC  All rights are reserved, and any transfer or disclosure of this material is prohibited without prior written consent 
of Pizza Hut, LLC (“PHLLC”).  Use of this information by any other persons or company is prohibited.  Use by PHLLC franchisees or licensees 
constitutes their agreement to be responsible for resulting claims and to indemnify PHLLC, its parent and commonly owned affiliates, and their 
respective employees and agents.                                26 

Sales Analysis (continued)          

Deposits:  Lists the number of deposits (1-6) and total of each. 

Receipts From Sales:  Tendered types and dollar amounts. 

• Credit card and gift card tips are not counted as sales receipts. 

• Unpaid Guest Check amounts if any, are automatically cashed out when SUS runs an automatic EOD 
and are included in this total. 

Summary: 

Gross Sales:  Net sales and total of promo and allowance. 

Net Sales:  Gross sales less promo and allowance. 

Voids:  Dollar amount of any transaction cancelled prior to being made. 

Unpaid Guest Checks:  Number and dollar value of all unpaid guest checks. 

Special Sales Accounts:  Tracks sales prior to 4 p.m., tax exempt sales, and hotel/motel sales. 

• Tax exempt sales include all tax exempt sales in which the system requires a Tax ID number. 

• Sales prior to 4 p.m. excludes gift cards, and premiums A and B. 
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Sales By CSR Report          

The sales by CSR Report displays individual transaction details for a specified CSR, including Internet 
sales and sales from the Overflow Call Center. 
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Sales By CSR Report (continued)        
Name and User ID:  Name and User ID of CSR that performed the transaction. 

Occasion:  Sales occasion for the transaction section that follows. 

Table #:  Table number input by the CSR during Order Entry. 

Order Time:  Time the order was sent to the kitchen. 

Cash Time:  Time the order was cashed out at Cashout/Dispatch. 

Total Mins:  Total minutes between when the order was sent and when the order was cashed out.  The 
column total line shows the average total minutes, or the total minutes divided by the total number of 
cashed out tickets for this occasion. 

# Gst:  Number of guests input by the CSR during Order Entry.  Total line shows total number of guests. 

Tkt #:  Ticket number assigned to this order.  The column total line shows the total number of tickets, 
not including Cancelled Made (CM) and Cancelled Unmade (CU). 

Gross $:  Gross sales for each specified ticket.  The column total line shows Total Gross Sales for this CSR 
and occasion, including Cancelled Made (CM). 

Promo $:  Promo dollars for the specified ticket.  The column total line shows the total promo amount 
for this CSR and occasion, including Cancelled Made (CM). 

Net Sales:  Net Sales for the specified ticket.  The column total line shows the Total Net Sales for ths CSR 
and occasion. 

GC Avg:  The column total line shows the average of all Guest Checks for this CSR and occasion, or Total 
Net Sales divided by the number of tickets. 

Guest Avg $:  Average dollars spent per guest, or Total Net Sales divided by the number of guests.  The 
column total line shows the total average of Net Sales for each guest for this CSR and occasion. 

OpenCk Amt:  Total amount for the specified ticket that has not been cashed out, including taxes, 
Premiums, Gift Cards, and Delivery Charges. 

Total:  Column total line, as discussed in the explanations above. 

Talk Time:  Amount of time taken to input the order in SUS, from the time the occasion was selected to 
the time the order was sent to the kitchen.  The column total line shows the average talk time for this 
CSR and occasion. 
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Sales By CSR Report (continued)        

 
Total All Occasions:  Total of each occasion for this CSR. 

Summary All Occasions:  Summary of sales by occasion for specified CSR. 

CM:  Cancelled Made tickets. 

CU:  Cancelled Unmade tickets. 

 

 

 


