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1. Enter your store number





2. Enter your store name





3. Enter Begin Inventory as of the 1st day of the month





4. Enter Counter Sales





5. Enter Club Sales





6. Re-Enter Discount.





7. Enter Bank Cards





Tabs to other worksheets





To Print Weekly Report  Press <Ctrl>+P  (Note Week # and see next page)





Select ‘Pages’ Bubble; this will prevent printing all 7 pages





Enter the week number to print (noted from previous page)





Enter Audit Adjustment deposit  amount here.





Collection of NSF checks goes here.





Do steps 1 through 3 at the beginning of the month.





Steps 4-7 each day.





Enter purchases, transfers and claims as needed.








Change copies from 1 to 2. to print 2 copies (1 for OLCC; 1 for your records) 





Verify the “All sheets” bubble is selected








