VIEWING/PRINTING REPORTS

You may need to access various reports for your financial and transactional records. Here is how you can
access the reports and how they will be useful for your business:

Log-In. Select the Agent Corner link near the top of the screen and choose the Reports button.
DNR SERVICE CENTER 1310 Sales Home Agent Corner q

Reports

View Details ©

Reports. Lists all reports that are available. See below for a description of each button you see here:

Weekly Sales Transaction Void Report Total Sales
Reports Report Report
View Details View Details @ View Details @ View Details

#1 Daily Sales Reports: This report will create line items for each item processed during transactions for
the day selected and will also include the number of total transactions, amount of money processed, and the
amount that the DNR will sweep during the next weekly ACH (see Weekly Sales Reports for more information).
Select Print Report to print or save a PDF of this report for your files.

Reports

Daily Sales
Reports

View Details

Daily Sales Reports

Search (-]

Day of Sale

03/01/2024

— \

Summary of Sales

i3

Print Reportl

#Txns Total Txn Commissions Agent Commission DNR Sweep Amount
32 $1,633.75 $0.00 $0.00 $1,633.75

Details of Sales -
Line Status Quantity Approval Total Agent Commission DNR Amount
Active 1 Annual Individual Fishing License (Resident) $20.00 $0.00 $20.00
Active 3 Annual Fishing License (Senior Resident) $21.00 $0.00 $21.00

#2 Weekly Sales Reports: This report is probably the most important for your financial records. This page will

display all past weekly sales periods for the current year. The most recent will be at the top. Click on the ACH Period to
get a detailed report of your transactions for the week.

Weekly Sales Reports
Year Required

2025 v

Print Reportld
Weekly Sales Reports

ACH Period Date Gross Sales Voids Transaction Commission  Amount Balance Status
Commissions

12/2/2025 $21,592.50  $0.00 $0.00 $0.00 $21,592.50 $0.00
12/4/2025 $21,592.50 $0.00 Submitted

$0.00

202548 Q 11/25/2025 $590231  $0.00 $0.00 $0.00 $5,902.31 $0.00
202548 11/27/2025 $5,902.31 $0.00 Submitted

$0.00
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Once you select your ACH Period, a week-specific report will generate (below). This report shows several
important items- especially in relation to the amount of money swept from your bank account for the
transactions completed during this time. It also lists all the days during that week that you completed
transactions. Click on Transactions to see the individual transactions for that day.

Weekly Sales Report

Print/Save the Report

Year Required for your Records

Date Sweep Occurred

Sweeps

Amount of Sweep
Back to Weekly Sales

Weekly Sales Summary

Start- B 712023 - 1/23/2023 Period  Effective Swept Amount Status Balance

Gross Sales $110.00

Voids: €0.00 20234 1/24/2023 1/26/2023 $110.00 submitted $0.00

Net Sales: $110.00
Amount that is still owed to
the DNR (should be $0

Dally Sales Reports unless there was an issue)

Date Gross Sales Vouds Net Sales A S

1/19/2023 $30.00 £0.00 $30.00

1/18/2023 $80.00 $0.00 $80.00

#3 Transaction Reports: This will allow you to search your past transactions using any of the following
search criteria (see photo below). This can be useful for generating several different reports, for example:
e Viewing all of your transactions completed during a specified time period.
e Viewing all transactions completed for a single customer.
e Viewing all transactions completed by a single employee.

Transaction Management

Customer ID Transaction ID
Transaction Begin Date Transaction End Date

=] 2=
Clerk First Name Clerk Last Name

Number of Records Required

200 ~

#4 Void Report: This will generate a list of transactions that have been voided in the License Year
that you select. Select the year that you would like to view and then click Search.

Void Report

License Year Required

2024 ~

pe— e
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These are your search results. You can view who the customer was, who was the user that authorized
the void, and the monetary amount of the void. For more details, click on the Transaction ID number.

Void Report

License Year Required

Void Search Results

TransactionID  Customer ID Status Amount Transaction Date/Time Last Update DNR Admin Void ~ Vioid User

669274359 - Shelby Chesko Canceled $90.00 2/2/2023 3:12:30 PM 21272023 3:17:31 PM No smerritt

#5 Total Sales Report: This will produce an itemized report of the various types of transactions that
have been completed during the time frame selected as well as the total sales/amount swept.

Total Sales Report

Year Year Type
2023 Calendar -
e
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