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Toast Analytics & Reports presents a gold mine of information available in your point of sale system. By using 
these reports, you will be able to get a clearer idea of your restaurant’s performance. They are accessible 
anytime, anywhere, and will help you turn data into increased profits. 

FIND YOUR REPORT

From the Table of Contents, select the category or report you wish to view. The page will automatically refresh 
to display the corresponding selection. 

To return to the Table of Contents, select the Back to Top icon in the bottom-left corner of the page. 

Once selected, the page will refresh with the Table of Contents. 

PRINT IT OUT

The Analytics & Report Reference Guide can be printed in its entirety or by the page. If viewing the guide on a 
computer, select the printer icon in the top-right side of your screen. If viewing the guide on an tablet or other 
mobile device, select the icon resembling three dots in the top-right corner of your screen. 

That’s it! Scroll down get started. 
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Getting Started
Toast gives you access to robust, real-time reporting on your business. Continue reading to learn about the 
different types of reports and how to navigate them.

Types of Reports

Report Category Description Uses

Sales Summary Report Get today and yesterday’s sales 
information in real time.

•	 What were my net sales for today?
•	 What were my top performing sales 

categories yesterday?
•	 What payments and refunds did I receive 

yesterday?

Sales Reports
Breakdown of sales, exceptions 
and payment information including 
location and sales comparisons. 

•	 What orders or payments were voided?
•	 What payments did I take offline?
•	 What were the reasons for my refunds?
•	 How did I compare this month versus last 

month?

Menu Reports Details about what items you’ve sold 
and what modifications were applied. 

•	 What items were sold today?
•	 How many times were modifiers applied to 

an item?
•	 What items do not have a sales category?

Labor Reports
All labor related items including 
hours worked, pay, tips and time 
entries. 

•	 What hours did individual employees work?
•	 What are my total overtime hours?
•	 What is my labor cost percentage today?

Accounting Reports Summary of sales data for reporting 
and general ledger codes. 

•	 What items were collected without tax that 
were not tax exempt?

•	 What percentage of business is third party 
delivery?

•	 What percentage of business is dine-in 
versus takeout?

•	 How much tax did I pay for each tax rate?

Cash Reports Detailed view of all cash activity. 

•	 What is my expected deposit for today?
•	 What was my starting cash balance?
•	 How much did I tip out at the end of the 

day?

Guest Loyalty Reports

Provides information about 
customers that have visited your 
restaurant, contact information via 
digital receipts, rewards activity and 
gift card activity.

•	 What feedback have I received from my 
diners? 

•	 What is my outstanding liability on gift 
cards?

•	 How many rewards customers do I have?

Kitchen Reports

If you have a Kitchen Display Screen, 
use these reports to see the amount 
of time it takes to fulfill orders, which 
prep stations take the most time 
or get the most traffic, and detailed 
information about all kitchen tickets. 

•	 Net sales and ticket fulfullment by hour.
•	 Compare rate of ticket fulfillment by prep 

station. 
•	 Detailed information for all kitchen tickets. 

Finance Reports
View Bank deposits, credit card 
processing and Toast billing related 
information. 

•	 What credit card fees did I receive today?
•	 How many pending settlement batches do 

I have?
•	 Pull Toast software and hardware invoices, 

including any debits or credits.

Getting StartedBack to Top
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Accessing Reports

All reports can be found in the Analytics & Reports section of Toast’s back-end. Select any of the listed reports 
to view the related data. 

After selecting a report type, choose the desired report from within the category by using the navigation bar on 
the left side of the screen. 

Filtering Reports

Toast reports can compare data across locations, view custom date ranges and filter by service area, employee 
and more. See the next page for examples of each report filter. 

Getting Started
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The first type of filter customizes date, time, employee and/or location in your report. 

•	 Time Frame - By day, week, month, or a custom date range.
•	 Hours - By pre-set time frames or a customer hour range.
•	 Employees - Run reports by all employees or select a specific individual.
•	 Location - If you have more than one location, you can select one or multiple locations to run a report.
•	 More - Use this dropdown to open additional filters in your report. Select a value for the filter in order to apply 

it to your report. In the example below, we’ve decided to only view sales for orders placed last month for 
TakeOut. 

The second filter provides high-level insight into your data and compares date ranges / locations. Set the first 
date range and either compare it to the same time frame from the previous year, or the previous period (i.e. if 
you’re running a report on this month’s sales versus last month’s sales). 

To compare locations, select a single time range and compare the performance of different locations or 
restaurant groups. 

Getting Started
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After making changes to a report filter, select Update. This will refresh the report with the new settings applied. 

Note that all comparative charts are color coded. The first date range or location is blue and the second date 
range or location is orange. 

Exporting Reports

Reports can be exported to share or save data. Depending on the report, you can either download the data or 
email it as an attached file. 

Email Exports

For reports that allow you to email a report file, select the Email Export button in the top right corner of the 
report. 

Enter email addresses needed to receive a copy of the report. Separate each email address by comma when 
typing them in. 

The recipient will get an email with a download link for the report. The file will download as a .csv.

Direct Downloads

Downloadable reports have a green download icon in the top right corner. After selecting the icon, the file will 
download as a .csv, which can be opened in Excel or imported into your preferred accounting software. See the 
example image on the next page. 

Getting Started
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Receiving a Nightly Summary

In Toast’s back-end, you can create an email list for all users who need to receive a Nightly Summary. This 
includes:

•	 Location, total sales, number of orders, number of guests and the average sales amount per order and 
per guest. 

•	 Manager Logbook Entries for each location. 
•	 Overview of discount and labor percentages according to your gross and net sales. 

The email is automatically sent out at 9:00 AM Eastern Time and cannot be rescheduled. See an Example of 
the Nightly Summary pictured below:

To create and assign your email list, follow the steps below:

1.	 Under Other Setup in Toast’s back-end, select Contact Settings. 

Getting Started
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2.	 Use the + Create Email List button to name and create a new email list. Select Add Users to select 
employees. 

3.	 Use the dropdown next to Nightly Summary to select which list should receive the email.

4.	 Save and Publish your changes!

Note that users must have Restaurant Access and Sales Report User Permissions in addition to being added to 
the email list in order to view the Nightly Summary. The steps above can also be utilized to receive new feature 
updates, incoming orders, delivery orders and finance emails as needed. 

Getting Started
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Sales Summary Report
The Sales Summary report has multiple tables which display sales data from a selected date range. This is 
commonly the most utilized report because it pertains to the day-to-day financial picture of your business.

In Toast’s back-end, access the Sales Summary report by navigating to Analytics & Reports and selecting Sales 
Summary.

The report will load as shown below. Each section will be explained on the following pages.

See the rest of the report on the following page.

Sales Summary ReportBack to Top
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Revenue Summary

The Revenue Summary section provides an overview of key numbers that would appear on a Profit & Loss 
statement. This table shows: 

Net Sales Total Sales Amount - (Tax + Gratuity + Tips + Deferred Amounts)
Gratuity The total amount of gratuity earned in the set time range. This includes service charges 

like eighteen percent gratuity on parties of six or more. 
Tax Amount The total amount of tax collected in the set time range.
Tips The total amount of collected tips in the set time range. This includes cash and credit 

card tips servers earn while attending to guests. 
Deferred (Other) The total amount of deferred sales collected in the set time range.
Total Amount The sum of all the above numbers in the table. 

Sales Summary Report
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Note: To calculate total Gross Sales, add together Net Sales and Discounts.
 

Cash Summary

The Cash Summary section shows a breakdown of cash totals within the selected report range. Total Cash is, 
in theory, the total cash deposit amount. In this example, the total cash deposit amount is $222.10.

Expected Closeout Cash Theoretical amount of cash after Toast has monitored all transactions for the day. 
Actual Closeout Cash This number is manually entered after closing out the day.

 

Sales Summary Report
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Cash Overage/Shortage Shows any discrepancy between Toast’s expected cash and the number entered. 
Expected Deposit Amount Toast expects you to bring to the bank based on actual closeout cash. 
Actual Deposit Amount manually entered as your deposit. Ideally, your Expected Deposit and 

Actual Deposit amounts should match. 
Deposit Overage/Shortage The difference between your Expected Deposit and Actual Deposit amounts. 
Total Cash Payments Total amount of cash used for payment within the report range. 
Cash Adjustments Totals all pay-outs and cash events that exclude tip outs and cash collected 

from shift reviews. 
Cash before Tipouts Calculated by subtracting Cash Adjustments from Total Cash Payments. 
Cash gratuity Total service charges paid in cash during the report range.
Credit/Non-cash gratuity Total service charges paid without cash within the report range. 
Credit/Non-Cash tips All non-cash tips within the report range. 

Total Cash Total Cash Payments - (Cash Adjustments + Gratuities +Tips)

Payments Summary

The Payments Summary breaks down sales based on payment methods utilized within the selected report 
range. Use this information to gain insight your guests’ preferred checkout method and evaluate if there are 
any payment methods that should no longer be offered. 

The Refunds in Range on the Sales Summary Report identifies refunds that were processed within your report 
range. For example, use the “Last Month” filter for refunds that were processed during that time.Refunds are 
the dollar amount of refunds processed in the date range. Refunds in Range, as shown in the orange box, are 
orders from that date range that have been refunded. 

Sales Summary Report
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Service Mode Summary

This section shows a breakdown of net sales, total number of guests, total payments, total orders and turn 
time by service mode. Service mode is reported as Quick Service or Table Service. 

Tip Breakdown

These fields show the total amount of cash tips declared by employees during Shift Review. The field between 
“Net Sales” and the breakdown should now cross check and remain the same unless there are refunds or 
unpaid accounts (in which case they will not match). 

1.	 Total Gratuity Received 

2.	 Total Tips received including cash

3.	 Total Amount (Total Sales)

Sales Summary Report
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Unpaid Order Summary

Displays sales amounts of unpaid orders within the report range. This number is included in the Net Sales 
figure in the Revenue Summary even though the items have technically not been paid for yet. 

Sales Category Summary

The Sales Category Summary breaks down the item quantities sold and Net Sales amounts based on Sales 
Category. 

Select More to view discounts and taxes applied to each Sales Category. 

Revenue Center Summary

This section reports item quantities sold and Net Sales amounts based on Revenue Center. Use this section to 
view net sales of your bar versus dining room, or your dining room versus outdoor patio. 

Sales Summary Report
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Dining Option Summary

This section reports net sales based on whether guests are dining in, eating out or another configured Dining 
Option.The total number of orders placed as well as total net sales for the report range are shown within the 
table. 

Tax Summary

If you have multiple tax types configured, use the Tax Summary to view how much of each tax is collected as 
well as the net sales that have the tax applied. 

Service Charge Summary

If you have any service charges configured, use this section to view how many times each service charge was 
applied in the set time frame and how much revenue was earned from that charge. 

Discount Summary

Reports the number of each discount used during the set date range. You can also view the total discounted 
amount for each discount type. If you want a more in-depth view of your discount data, you may view the entire 
Discount Report by clicking the See Detail link. See the example image on the next page. 

Sales Summary Report
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See the Sales Exceptions section of this document for a more detailed breakdown of the Discount Report.

Gross Sales Summary

The Gross Sales Summary breaks down Sales and Deferred (House Accounts) sales. This information is then 
broken into Gross Amount, Discounts and Net sales. 

Dining Service Summary

To track performance of different dining services, use this section view how many orders were placed and total 
net sales for each dining service. To create Dining Services, select Hours / Services in the Marketing section of 
Toast’s back-end. 

Void Summary 

Reports the total amount voided in the report range as well as the number of whole orders, individual items 
and the percent of total orders that were voided. View the entire void report by using the See Detail link. A more 
detailed breakdown of this report is included in the Sales Exceptions section. 

Sales Summary Report
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Understanding Sales Numbers:

While viewing the Sales Summary report, you’ll notice three main sales numbers:

•	 Net Sales - This can be calculated by taking your total sales and subtracting tax, tips, gratuity and any 
deferred amounts. 

•	 Gross Sales - This can be calculated by adding together your net sales and discounts.
•	 Total Amount (Total Sales) - This figure is the sum of your net sales, gratuity, tax, tips and deferred 

sales. 

To view Gross Sales, select the More link on the Sales Category breakdown. This will open a pop up window 
that breaks down sales by Sales Category and reports Gross Sales, Discounts, Tax and Net Sales. Grand totals 
are listed at the bottom.

These figures are also given to you when exporting the Sales Summary to Excel. 

Sales Summary Report
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Locations Reports
Locations reports are useful for comparing sales growth and labor cost among multiple locations and/or 
across different date and time ranges. 

In Toast’s back-end, access the Locations reports by navigating to Analytics & Reports and selecting Locations.

The following Locations report is available:

Available Reports Description Key Takeaways
Overview Report The report is used for both single location 

and multi-location restaurants that would 
like to compare/analyze sales growth 
and labor costs by location or in set time 
frames. 

Use this report to compare data 
between locations or drill down and 
analyze your sales data and labor 
costs by day or hour. 

Overview Report

The Locations Overview Report is essential for anyone who wishes to analyze their sales growth and labor 
costs year-over-year or month-over-month, or compare the sales and labor data of various locations at once. 

After navigating to the Locations Overview Report, select one of the following tabs:

•	 Sales Report - This will generate the report for one date range. 
•	 Compare Dates - Use this tab to compare year-over-year, month-over-month, or another custom time 

frame among one or multiple locations. 

See the image on the following page. 

Locations ReportsBack to Top
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If you have more than one restaurant location, you’ll also see a field to Select Locations. Using this field with 
Sales Report or Compare Dates will generate the sales data to compare multiple locations’ performance. 

After selecting Submit to run the report, you will see the following for each location selected:

•	 Sales Rank
•	 Net Sales
•	 Discounts
•	 Gross Sales
•	 Labor Rank
•	 Labor Cost
•	 Labor Cost Percentage
•	 Check Count
•	 Average Check
•	 Guest Count
•	 Per-person Average

You will also see a graph showing sales over the date range selected. This graph can be filtered by time of day, 
day of week, or both. Note: this report will display information 48 hours before the time the report was run. To 
compare the most recent sales data between today and yesterday, see the Overview Report. 

All data reflected in the table will be for the most recent data in your time comparison. Notice in the example 
on the previous page, all numbers reflected are April 2019 numbers. 

The comparison of dates is reflected in the sales growth column. You can see growth decreased by 14% in 
April 2019 comapred to April 2018. 

Locations Reports
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Sales Reports
Restaurant Sales are the cornerstone of your business. Toast offers real-time data in the following Sales 
reports including net sales, gratuity, tips, total guests, table turn time, breakdowns of service types, payment 
methods and more.

To access Sales Reports, navigate to Analytics & Reports and select Sales.

The following reports are available: 

Available Reports Description Key Takeaways

Overview Report

Provides several charts to quickly 
review top numbers, net sales by 
date, day of week, time of day, a 
payment summary and top five sales 
categories. 

View and compare sales trends of the 
business across day of the week and hour 
of the day. 

Breakdown Report
Dive deeper into your business by
comparing sales metrics against each 
other. 

See the breakout by comparing the make 
up of dining options, revenue center, sales 
categories, server and discount.

Exceptions Report
Review all voided orders, removed 
items, discounts, refunds, unpaid 
orders and more.

See a summary of voided payments and 
unpaid order details.

Payments Report
Catalogs all paid orders across 
locations.

Great for searching for a specific payments 
or check status. Use this to export filter 
data by cash drawer or server.

Orders Report
Displays all orders in an itemized list 
that occurred within the report range. 

This is helpful when tracking down orders 
from integration partners, or looking for 
specific take out orders. 

Group Sales Overview
Compare Sales between locations and 
view all Franchise Fee percentages in 
one report.

See what stores are leading for sales and 
compare profits.

Order Details Report
Shows Item Quantity and Net Sales for 
each menu item across locations. 

Compare item quantity and their associated 
sales by location. 

Shifts Report View closed and open shifts across 
multiple locations. 

View all open and closed shifts across 
multiple locations.

Sales Reports
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Overview Report

The Overview report generates useful data that can be accessed quickly to analyze and share sales-related 
information. The charts provide the ability to hover over individual times to get more information for that point 
in time. The content provided on the Sales Summary report is:

•	 Top Numbers
•	 Net Sales by Date
•	 Net Sales by Time of Day 
•	 Net Sales by Day of Week
•	 Payment Summary
•	 Top 5 Sales Categories

Note: While dollar values are rounded up to the nearest dollar within the charts on screen, dollar amounts will 
display two decimal places once exported as a CSV file. This report excludes data collected in the 48 hours 
before the report was run. To compare the most recent sales data between today and yesterday, see the 
Overview Report. 

Top Numbers

At the top of the Sales Summary report, Toast automatically identifies key sales metrics for the selected dates 
and locations. 
 

              	
Net Sales Item Price x Quantity Sold.
Discounts Total of item and check level discounts. 
Gross Sales Net Sales + Discount.
Tax Tax applied to orders including non-gratuity service charge taxes.
Gratuity Forced tips on orders.
Tips Declared cash and credit card tips.
Void Amount Total amount of voided items during the selected period.
Refund Amount Total Amount of voided items during the selected period. 
Deferred Store credit extended to a customer to be redeemed later. This is excluded from Net Sales. 

Summary

Charts net sales over the selected date range via a line graph with net sales, orders and guests provided if you 
hover over an individual date. 

Sales Reports
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Net Sales by Time of Day & Day of Week 

The following charts break down net sales by the time of day and day of the week, each visualized as a bar 
graph. Similar to the Net Sales by Date chart, net sales, orders and guests are provided if you hover over an 
individual date. 

Payment Type

Payment Type provides an overview of all payments made during the report range broken down by payment 
type. Payment types included are Cash, Credit, LevelUp, Gift Cards, House Accounts and Other, a relatively 
small category for any unclassified payments. Note that declared cash tips are not included in this report. 

Sales Categories

This section provides a list of top performing sales categories, ranked by net sales. Categories are based on 
your restaurant’s back-end configuration. 

Sales Reports
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Revenue Centers

The Revenue Centers table breaks down key financial information (net sales, number of checks, discounts, 
gross sales, taxes, etc.) based on revenue center. Note this is a combined view of all locations selected in the 
location picker at the top of the page. All data is sorted by percentage of gross sales by default. 

Dining Options

The Dining Options table breaks down key financial information (net sales, number of checks, discounts, gross 
sales, taxes, etc.) based on dining option. Note this is a combined view of all locations selected in the location 
picker at the top of the page. All data is sorted by percentage of gross sales by default. 

Discounts

This section breaks down the total discount amounts that are on a check and item level. Discount quantity is 
the number of times the discount was applied. All values represented are for discounts only. 

Use this report to gauge the performance of certain discounts or customer campaigns. In the example above, 
the Family 10% discount was used almost fifteen times more than the March Promo in this report range. Given 
this information, to increase adoption of the March Promo deal, one might consider creating in-store marketing 
materials to push the March Promo, adding a graphic or insert into current menus as well as training staff to 
recommend the deal to customers.

Sales Reports
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Filtering the Sales Summary Report

View net sales, guest and order counts of the days that matter to you via the Day of Week Filter. You may find 
this useful for:

•	 Viewing your restaurant’s performance for a single day of the week.
•	 Reviewing a group of days against each other.

Answer questions like:

•	 How do my sales compare for the last four Fridays?
•	 How does location A compare to location B on Thursdays?
•	 Are my sales increasing on Fridays this month versus last month?

Using the Day of Week Filter

Once you’ve run the report, Day of Week filters will be available for selection in the Net Sales by Date report.

Select the day(s) you’d like to filter in the report. In this example, we’ve selected Monday. The report will update 
immediately to reflect your filter selection. 

In the example below, the results are displayed for every Monday in a 7-month time span.

Sales Reports
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Additional information is provided if you hover over an individual date.

Use the Day of Week filters when running comparative reporting. Select the day(s) you’d like to filter by and the 
report will adjust to show both comparative groups within the Net Sales by Date report.

Additional information is provided if you hover over an individual data points.

View net sales numbers by week and day of week via the table toggle. Use this functionality to switch views 
between a line graph and data table. 

Answer questions like:
•	 How do my sales compare for the last Mondays?
•	 Did my sales increase/decrease over the week?
•	 Did my promotion in week 11 cause an increase in my sales?

Sales Reports
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Using the Table Toggle

After running a report, the table toggle, located in the top-right corner of the Net Sales by Date report, is 
available for use.

Toggled to Line Graph
 

Toggled to Data Table

Sales Reports
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Sales Breakdown Report

The Sales Breakdown report compares two metrics against each other. The comparable metrics are:

•	 Sales Category
•	 Dining Option
•	 Revenue Center
•	 Discount (includes check and item level discounts but does not include discounts on deferred items)
•	 Service Type
•	 Server

For example, you may want to compare your Sales Categories by Revenue Center if you are looking to review 
your food sales on your outdoor patio. Or, you can compare Sales Categories by Dining Option to see which 
part of your menu is most popular for Take Out. Note: Non-gratuity service charges are not included in the 
totals. 

Updating your View:

1.	 Underneath the You are viewing: section, select the first dropdown to decide how to group your report. 
For example, “Discount Name” or “Service Type.” 

2.	 Select the second dropdown to choose the second grouping you’d like to view. For example: Dining 
Option or Server. 

3.	 Select Update. 

Running a report less than or equal to 7 days will yield Sale Date and Item Name as fields. 

Note, this report excludes data collected in the 48 hours before the report was run.  To compare the most 
recent sales data between today and yesterday, see the Overview Report. 

Sales Reports
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Sales Exceptions Report

Displays all voided orders, removed items, discounts, no sale transactions, unpaid orders, refunds, voided 
payments, paid in total orders and more in one easy to use report. See each tab outlined below. 

Note: Some configuration may be required to collect data in these reports. To audit removed items, be sure 
Audit Removed Items is enabled in UI Options under the Other Setup section in Toast’s back-end.

Voided Orders

This tab provides all voided orders within the reported range including Void Reason (if configured), order count, 
voided item count, total void amount ($) and percentage.

Sales Reports
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Removed Items

Removed Items audits all removed menu items by server, number removed and total value. Items are 
considered removed under two conditions:

•	 Navigating out of the order screen before an order is sent.
•	 Selecting Cancel.

 
In order to view discarded items in the Sales Exceptions report, it must be enabled in UI Options under Other 
Setup in Toast’s back-end.

1.	 Navigate to UI Options and scroll to the Shift Review/Closeout section. 

2.	 Select Yes to Audit Removed Items. 

3.	 Save and Publish your changes.

On the report, enter the date, time and employee you’d like to view and select Update. You can view the report 
by individual employee or all employees. 

Sales Reports
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The report generated will show the following information by employee:

•	 Name of employee that removed the order
•	 Number of orders containing removed items
•	 How many items were removed
•	 Dollar amount of removed items

In the example above, a server, Wendy Waffle, appears to have the highest number of removals by server in 
the last seven days. Wendy has removed 56 items across 44 checks adding up to a grand total of $124.65 
of removed revenue. When faced with high numbers of item removals, it may be helpful to check in with the 
server to ensure they are not removing orders on accident by navigating out of the order screen before an order 
is sent to the kitchen. 

In addition to server error, a high count of removed items in a fast-casual environment can illuminate instances 
of theft if orders can be sent to the kitchen without payment being submitted. In this scenario, a guest can 
order their meal and submit cash payment without knowing that their order was wasn’t sent and their payment 
is being pocketed instead. 

The report will show the following data on the item level:

•	 Date the items were removed
•	 Order number containing the removed items
•	 Name of the employee responsible for removing the items
•	 Specific item names
•	 Quantity of the removed items
•	 Dollar amount of removed items

Discounts

View net sales from discounted checks to understand which discounts are more effective and your return on 
investment for marketing campaigns. The total amount reflects the net sale (as opposed to the gross sale 
amount) since a portion of the check was discounted.

Sales Reports
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No Sale

No Sale opens the cash drawer without the occurrence of a cash transaction. It is often used to make change 
for customers or count cash at any given time. When a user opens a cash drawer using the No Sale function, it 
is logged in the Sales Exceptions report for tracking and auditing. 

In the No Sales tab, each drawer opening can be viewed by reason, by user, by approving manager or as an 
overall summary. 

Unpaid Orders

This tab of the Sales Exceptions report will show you all current unpaid (open) orders in your restaurant in 
a current date range. This can also be filtered to view by all employees / locations or specific individuals or 
restaurant locations. 

Refunds

Reports all issued refunds for the date and location(s) selected. This report includes the date, card receiving 
the refund, amount, recipient, original payment information and a reason if configured. 

Sales Reports
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Select an entry  on the Refund report to view Order Details.

For refunds to appear within the Sales Exception report, both the order’s original transaction date and issued 
refund date must be within the date range. 

If the order’s original transaction date is outside of the range but the issued refund is within the range, it will 
still contribute to the total refunds processed in the Sales Summary. Be aware that the entire life cycle of a 
ticket will need to be entered for the refund to appear in this report. 

Voided Payments

The Voided Payments report lists all voided payments within the report range. 

Note that a receipt of each voided payment can be viewed, emailed or texted to a guest by using the Receipt 
dropdown on the right side of the payment type. 

Sales Reports
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Tax Exempt

This section lists all tax-excluded checks within a date range either for all employees across multiple locations 
or for singular individuals/locations. 

When you change a check to become Tax Exempt, Toast will prompt for the Tax Exempt ID.

Employees without the Tax Exempt permission will require a manager’s passcode before entering a tax 
exemption number on a check. To ensure that only managers can apply a tax exemption number to a check, 
enable the Manager Permission labeled Tax Exempt on the individual employee level. 

This number will appear in your reporting. Enter the name of the customer or organization that is tax exempt so 
your reports will show a name alongside the Tax ID number. 

Offline Payments

Offline Payments catalogs the number of offline payments and rejected payments taken while a device is 
offline. There is a risk associated with taking payments while offline since they cannot be authorized until the 
internet connection is restored. Keep in mind that you are responsible for any declined, expired or disputed 
payments taken while in Offline Mode. Note this means that you will not be notified of rejected payments until 
your system is back online.  

Below, you will see an overall summary that shows the total number of rejected offline payments and the sum 
amount. You can also see an itemized list of each of the rejected payments taken while in offline mode. 
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End of Day

The End of Day report lists all manual entries that have a monetary value associated with them. This includes:

•	 Cash Collected
•	 Tips Paid
•	 Cash In
•	 Cash Out
•	 Paid Outs
•	 Cash Drawer Balance
•	 All Order Payments

Filter the report to only show cash transactions, which will separate out credit and other payment transactions. 
Select the Setting dropdown and choose Cash Only.

Paid in Total 
 
Paid in Total means that a payment was accepted during the report range of time you are viewing for an order 
that is for a date outside the same report range. In other words, this refers to an order that has already been 
paid for but will be picked up at a later date. 

For example, if you have an order for a cake two weeks out and you pull your report at the end of the week, the 
cake order will appear under Paid in Total. Think of this as a deposit, since you have not actually delivered any 
goods yet but have collected money for a later date. 

See the example image on the next page. 
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Note: If using Paid in Total and Deposit Sales Collected, you will have to update your Accounting reports. Paid 
in Total is a liability credit, and Deposit Sales collected is a Debit. Feel free to add labels such as “Deposits 
Placed” or “Deposits Redeemed.” 

Deposit Sales Collected

Deposit Sales Collected means that someone has already paid for an item that they are now coming to pick 
up. To use our previous example, this entry is created on Friday when someone comes in to pick up their cake 
order they paid for two weeks earlier. The deposit you accepted in advance is now realized as revenue because 
the day has come to deliver service or goods.

Payments Report

The Payments report catalogs all paid orders across multiple locations. This report can be filtered by order 
number, order date, paid date, server, table and more. Note that a receipt for the order may be texted, emailed 
or printed for a guest using the Receipt dropdown on the right side of each entry. 
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Orders Report

Displays all open, paid and closed orders within the report range as an itemized list. It includes:

Location If applicable, this will show at which location the order was placed. 
Order Number This is the check number.
Opened The date and time the check was opened.
Number of Guests If servers are prompted to enter how many guests are on a check, it is shown here.
Server Name of the owner of the check. 
Table If your restaurant uses tables, you’ll be able to see where the guests were seated. 
Discount Amount If the check was discounted, you can see by how much. 
Amount The total amount due. 
Tax How much tax was applied to the order.
Tip How much tip was given at payment.
Gratuity How much gratuity was paid.

Filter orders by source using the More dropdown and selecting Source. Then, use the source dropdown to 
select the order sources you’d like to view in your report.

Group Sales Overview Report

This overview compares sales between locations and shows franchise fee percentages in one report. Use this 
report to compare the following across locations:

•	 Net Sales
•	 Total # of orders
•	 Average price per order
•	 Total number of guests
•	 Average price per person
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Order Details Report

Filter the Order Details report to view orders that were placed in the past, present or to be made on a future 
date. This is useful for viewing catering orders ahead of time for preparation purposes. This report shows an 
aggregated view of all items across locations in a table at the top, so you can begin working on large batch 
items together, without having to look through each order. 

1. Choose the appropriate time frame for the orders you wish to view. If your restaurant allows for scheduled      
ordering (online orders, for example), select the More dropdown and click on the checkbox next to Scheduled 
Orders. Select Update.

2. A list of orders will appear with the details of the check including payment status (open, paid or closed), 
customer’s contact details, the employee that opened the check, expected time for the order to be ready and an 
itemized list of the order.
3. Print the orders as needed from this report. Each order will print on its own page.

Shifts Report

Use this report to view information about open or closed shifts. From here, view employee, clock in and out 
date / time, declared cash tip, tip on hand, non-cash tips, and if the employee’s cash on hand was collected and 
they were tipped out. Use the show / hide column drop down menu to view additional filters.

This report is useful if you notice a difference between the Expected Deposit section of your Cash
Drawer Report and the Total Cash section of your Sales Report Summary. If your Total Cash is higher than your
Expected Deposit, the likeliest cause is a payment being collected as Cash on Hand instead of Cash in Drawer.
The Shifts Report will show you if an employee took a payment as Cash on Hand without completing their shift
review. Without a shift review, that employee’s Cash on Hand will never be accounted for in a cash drawer. 
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Menu Reports
Toast’s Menu reports provide an in-depth look into how your menu is performing. You can view your top sellers 
and break down your sales by menu, group, item and more. 

In Toast’s back-end under Analytics and Reports, select Menu. You’ll see a list of available menu reports. 

The following reports are available: 

Available Reports Description

Menu Breakdown
View your menu the way you want, either via the menu hierarchy or by 
sales category and what modifications were made to your menu. This 
includes modifiers.

Product Mix (PMIX) Day-to-day breakdown of menu items sold including item tag filtering.

Product Mix Compare Compare menu, group and item performance across multiple 
locations.

Item Details Detailed view of menu items sales.

Modifier Details Detailed view of modifiers (no sales data).

Top Groups View top performing groups.

Top Items View top performing items.

Top Modifiers View top performing modifiers.

86 Report Quick look at what items are marked out of stock.

Menu ReportsBack to Top
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Menu Breakdown Report

This report provides a quick view of your top performing menu groups, items and modifiers as well as a 
product mix breakdown. Select a date range, what you want to report on and location. You can either run the 
report based on sales categories or menu to check performance. 

Before viewing the report, select Sales Category or Menu under the first dropdown. In the second dropdown, 
choose what parts of your menu or sales categories you want to report on. 

The benefit of reporting by Sales Category is that instead of checking your holistic menu, you can track menu 
performance specifically by configured categories. The benefit of reporting by Menu is that you can explore 
your menu’s performance at the group, item and modifier level. 

The report will populate data for each of the topics you have selected. 

•	 Top Groups, Top Items, and Top Modifiers - Automatically identify the top 5 menu groups, items and 
modifiers based on the quantity sold for the dates, locations and menu types selected in an aggregated 
view. For example, if a cheeseburger appears across four different menus then it will show the grand 
total for all cheeseburgers regardless of which menu it is in. 

•	 Product Mix Breakdown (PMIX) by Menu or Sales Category - If menu was selected, this table allows 
you to explore your menu’s performance at the group, item and modifier level. Have more than one 
location? There may be duplicate names displayed in the PMIX Breakdown, as the report depends on 
your menu setup in Toast. If sales category was selected, this table allows you to explore your sales 
category performance at the group, item, and modifier level. This is visible if you run the report to check 
on Sales Category performance. 

             The PMIX Breakdown includes several columns of data:

•	 Avg Price - The average price of the line item. This average price includes the menu item price and 
the price of all modifications made to that item. 

•	 Item Qty - The number of line items sold. Note that modifier counts may not add up to the Item 
Quantity displayed for the menu item. 

•	 Gross Amount - Reports net sales + discounts.
•	 Discount Amount - Reports total amount of discounts applied.
•	 Net Amount - Reports net sales minus discounts. Note that any modifications made to open items 

are not visible. 

             Expand All and Collapse All are buttons that allow for quick search through the hierarchies of menu. 
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Note: The gross and net amounts for modifiers are shown including the discount amount.  

This report excludes data collected in the 48 hours before the report was run. To compare the most recent 
sales data between today and yesterday, see the Overview Report. 

Product Mix (PMIX) Report

The Product Mix (PMIX) tab breaks down sales for the range selected by Menu, Menu Group and Menu Item.

Note that you can deselect Show menus / groups to only view menu items. You can also deselect Show items 
with no sales to view only items that have been sold for the selected date range. 
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Product Mix (PMIX) Compare Report

The PMIX Compare report is available for restaurants with more than one location. Select locations you’d like 
to compare and select Update. The report will populate breakdown of sales in a selected date range. 

Item Details Report

Item Details provides specific data points about each item ordered through Toast within the report range. This 
report differs from the other Menu report tabs in terms of what data can be viewed because not all categories 
are sales figure related.  

Select the column header that you want to sort by (i.e. Menu Item or Sales Category) to sort by ascending or 
descending order. 

Modifier Details Report

Modifier Details provides specific data points about each modifier ordered through Toast within the report 
range. This report differs from other Menu report tabs in terms of what data can be viewed because not all 
categories are sales figure related. 

Select the column header that you want to sort by (i.e. Sent Date or Options Group Name) ascending or 
descending order. 
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Top Groups Report

Top Groups shows detailed performance data at the group level. View which groups of food are most popular 
or highest-earning. Select the column header that you want to sort by (i.e. Avg Price or Item Qty) to sort by 
ascending or descending order. 

Top Items Report

Top Items shows detailed performance data at the item level. View the number of each item ordered, gross 
amount earned from those sales, amount (if any) that was discounted, and net amount made after discounts. 

Select the column header that you want to sort by (i.e. Avg Price or Item Qty) ascending or descending order. 

Top Modifiers Report

Top Modifiers shows detailed performance data on modifier options for a chosen time period. View the 
number of each modifier ordered, gross amount earned from those sales, amount (if any) that was discounted, 
and net amount made after discounts. 

Select the column header that you want to sort by (i.e. Avg Price or Item Qty) ascending or descending order. 
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86 Report

The 86 report lists all items that are out of stock or unavailable at your restaurant. Change the Threshold Value 
to see items that may be running low (i.e. only 5 Prime Rib medium rares remaining). Below you can see three 
items that are completely out of stock.

Labor Reports
Toast’s Labor reports provide vital information on all labor related items including hours worked, pay, tips and 
time entries. Labor reports can be customized based on dates, shift hours and all employees or individual 
employees. 

In Toast’s back-end under Analytics and Reports, select Labor. 

Then, navigate to the report you wish to view and select View Report. 
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Within Labor reports, the following options are available:

Available Reports Description Key Takeaways

Hourly Sales Report
Sales breakdown in time increments as 
granular as 15 minutes.

Assist in-the-moment staffing decisions. 
Use the hourly sales breakdown to 
inform in-the-moment staffing decisions.

Labor Summary
Overview of hours and pay for employees 
and roles. 

Easily calculate labor cost.

Time Entries
All time entries for employees for review 
and edit. 

Add / Edit Employee Time Entries.

Break Entries
All break entries for employees for review 
and edit.

View required breaks not taken.

Employee Productivity
Compare performance of employees 
between several metrics.

Data for Employee Evaluation.

Pooled Tips
View non-cash tips and hours worked per 
tipped employee. 

Calculate Pooled Tip Percentage.

Swipe Card Log All swipe card events for review. See all manager cards created, activated 
or removed.

Time Entries Audit
Time entries activity detail for auditing 
purposes.

View alterations to employee time 
entries.

Hourly Sales Report

The Hourly Sales Report provides Managers / Administrators a breakdown of sales in 15 minute intervals. Use 
it to inform staffing decisions by viewing labor costs as a percentage of your net sales in real time. 

Labor Summary Report

The Restaurant Summary report provides an overview of hours and pay based on all jobs that have been added 
to the restaurant, such as cashier, server or bartender. The calculation is based on the number of hours the job 
has been clocked-in for and the default pay that has been set for each job. 

When creating jobs, the Reporting setting allows you to include or exclude that job’s labor hours and cost from 
reporting. Though all roles default to being included, excluding certain jobs may help when calculating revenue 
per employee hour and labor cost as a percentage of net sales. 

Labor Reports
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This setting is essential for excluding any jobs that are:

•	 Marked hourly but considered fixed costs, such as hourly managers. 
•	 General logins, such as AM/PM Bar, Takeout, or Cashier. These are logins that multiple employees 

might use at the same time, but shouldn’t be factored in as hourly labor costs. 

How to Calculate Labor Cost

1.	 Start by adding up the cost of all of your hourly employee wages. 
2.	 Then, add the weekly salary for any salaried managers by dividing their annual salary by 52. Next, add in 

any sick or vacation hours taken by your employees. 
3.	 Multiply their sick or vacation hours taken by their pay rate. 
4.	 Lastly, add the amounts for any payroll taxes or health care benefits paid out weekly. 

To learn more about calculating labor cost, check out this article on our blog. It even includes a free labor cost 
calculator!

Time Entries Report

The Time Entries tab details each shift and its related labor data.This is an essential report when adjusting an 
employee’s shift data.

By selecting any time entry from the table, you can adjust:

•	 Job
•	 In Date/Time
•	 Out Date/Time
•	 Declared cash tips

See Editing Employee Time Clock Entries for step-by-step instructions for doing this. 
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Break Entries Report

Displays detailed information about employee breaks during the report range.

If you have chosen to track breaks that employees miss, both missed and taken breaks appear in the report (if 
you have not enabled missed break tracking, only taken breaks appear in the report). The report includes the 
following information for each break:

•	 The location and employee associated with the break.
•	 The name of the break.
•	 For taken breaks, the start time, end time, duration and whether or not the break was paid or unpaid. (To 

see if a break was paid or unpaid, click the Show / Hide columns button and add the Type column to the 
report.)

•	 If you have enabled missed break tracking, whether the break was taken or missed.
•	 If you have enabled break acknowledgements, the employees response when asked if their manager 

asked them to take the break will show. 

By enabling both missed break tracking and break acknowledgements as well as viewing this report, you can 
quickly see breaks that were missed and whether or not an employee was asked to take the missed break. This 
information helps you make sure your restaurant is in compliance with your state’s labor laws.

Employee Productivity

Employee productivity takes into account sales data within the selected range to provide an overview of 
productivity by employee. Use this report to compare the productivity of two employees and determine 
opportunities for improvement or overall productivity for a specific time frame. 
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Pooled Tips Report

This report provides an itemized view of recorded non-cash tips divided by tipped hours worked per tipped 
employee. This establishes a common rate of Non-Cash Tips/Hour = Tip Rate in a given range of time and then 
multiples the rate by hours worked to give you a tip share for each employee.

Swipe Card Log

Lists each instance where a manager swipe card was registered, replaced or revoked including employee 
name, approving employee, transaction type and the date. 

Time Entries Audit

The Time Entries audit shows all modified, deleted and created time entries for the report range. This report 
includes employee name, job and the approving manager. This report is for auditing purposes performed by 
an accountant or payroll expert only. All other time entry information and interaction can be done in the Time 
Entries report.  

Labor Reports



51

Accounting Reports
Toast’s Accounting Reports provide an overview of all key financial information as well as 3rd party delivery 
payment types, general ledger codes and outstanding account values. 

In Toast’s back-end under Analytics and Reports, select Accounting. 

Within the Accounting Reports, the following options are available:

Available Reports Description Key Takeaways

Accounting Overview
View and print an overview of all key financial 
information (includes 3rd party delivery 
payment types).

Ideal for end-of-year review.

Accounting by Location
If you use general ledger codes, use 
this report for an exportable file for your 
accounting software.

This report is only available for 
multi-location restaurants.

Accounting by Day
If you use general ledger codes, use 
this report for an exportable file for your 
accounting software.

Only use this report if you utilize 
general ledger (GL) codes.

House Accounts View summary of house account details and 
totals.

Helpful to view the house 
outstanding balance.

Accounting ReportsBack to Top
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Overview Report

The Accounting Overview report allows you to easily view and print a summary of your key financial 
information. This report offers a high-level aggregated view of different dimensions of your restaurant which 
are especially helpful for end of year reporting. 

This report is helpful in answering the following questions:

•	 What items collected no tax that were not tax exempt?
•	 What percentage of business is third party delivery?
•	 What percentage of business is dine in vs takeout?
•	 How much tax did I pay for each tax rate?
•	 How do I see a breakout of each discount and what percentage each adds up to?

Sales Summary

•	 Top Numbers - At the top of the Sales Summary report Toast automatically identifies key sales metrics 
for the dates and location selected and provides these in Top Numbers. It includes:

•	 Net Sales - Item Price x Quantity sold
•	 Discounts  - Total of item and check level discounts. The analytics platform includes discounts in 

deferred revenue in the discount amount. 
Accounting Reports



53

•	 Gross Sales - Net Sales + Discount
•	 Tax - Tax applied to orders including non-gratuity service charge taxes
•	 Gratuity - Forced tips on orders
•	 Tips - Declared cash and credit card tips
•	 Void Amount - Total amount of voided items during the selected period
•	 Refund Amount - Total amount of refund items during the selected period
•	 Deferred - Store-credit that has been extended to a customer, to be redeemed later. This is 

excluded from Net Sales. 

•	 Sales Categories - These tabs will break down the financials based on the sales categories configured in 
Toast (net sales, item quantity, discounts, gross sales, taxes, etc). All data is sorted by percent of gross sales 
by default. 

•	 Deferred Sales - A Deferred Amount on the Sales Summary is a sale that is excluded from Net Sales. In most 
cases, this figure would indicate that a gift card(s) was sold or value was added, as it is merely store-credit 
being extended to a customer to be redeemed later. It is not actual revenue. 

Note, this report excludes data collected in the 48 hours before the report was run. To compare the most 
recent sales data between today and yesterday, see the Overview Report. 

Revenue Centers

Breaks down key financial information (net sales, number of checks, discounts, gross sales, taxes, etc.) based 
on revenue center. Note this is a combined view of all locations selected at the top of the page. All data is 
sorted by percentage of gross sales by default. 

Dining Options

Breaks down key financial information (net sales, number of checks, discounts, gross sales, taxes, etc.) based 
on dining option. Note this is a combined view of all locations selected in the location picker at the top of the 
page. All data is sorted by percentage of gross sales by default. 
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Discounts

Displays all discount amounts on a check and item level. Discount quantity is the number of times a discount 
was applied. All values represented are for discounts only. 

Taxes

This tab itemizes the amount paid per configured tax rate. This can help ensure all of your non-taxed items are 
set up correctly. 
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Payment Summary

Trying to decide if you want to stay on a local college’s meal plan or if your third party online ordering platform 
is worth the money? The Payment Summary breaks down each payment method used at your restaurant by 
number of transactions, total payment amount and percentage of total revenue. 

Service Charges

This tab gives you an overall look at all of your configured service charges, whether or not they’re set as 
gratuity or taxable, how many checks have had this service charge in your set time frame, and how much total 
net sales each service charge has brought in. 
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End of Year Reporting

Looking back on your restaurant’s performance for the past year, follow the instructions below to get your End 
of Year data from the Accounting Overview. 

Begin by setting the date range to Last Year. 

If you’re reporting on more than one restaurant location, you can select which locations you’d like to report on 
as well. 

Once the report page has loaded, you can download all data into a csv file by clicking the download icon 
located in the top-right corner. 
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Accounting By Location 

If you use General Ledger Codes, use this report for an exportable file for your accounting software. 

The Accounting By Location report will run in the order GL Codes are listed using the entity’s programmed 
Credit or Debit property. By default, this report will aggregate all figures for each code based on the timeframe 
request. If there are codes that are unmapped, it will map to the Over/Short line at the bottom of the report.

Accounting By Day 

This report functions similarly to Accounting by Location. Accounting by Day provides a breakdown of revenue 
by General Ledger codes for the day selected.

House Accounts

Breaks down of all house account details and a summary of outstanding balances within the report range. 

Select an account to view a detailed report of all payments, transactions and invoices connected to that 
account. Each transaction can then be selected to review order details. 
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Cash Reports
The Cash reports provide a summary of all cash activity on a single day. If you have multiple locations, you can 
view cash activity across all locations on a single day. If you want to see a total overview of cash in a certain 
time period, use the Activity Audit. 

In Toast’s back-end under Analytics and Reports, select Cash. 

Then, navigate to the report you wish to view and select View Report. 

Cash ReportsBack to Top
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Within Cash Reports, the following reports are available:

Available Reports Description

Drawer History Cash activity at a single location on a single day.

Drawer Overview Cash activity at multiple locations on a single day.

Activity Audit Cash drawer activity detail for auditing purposes.

Drawer History Report

The Cash Drawers report provides an overview of cash activity at a single location on a single day. 

Each column is a summary of either a physical cash drawer, the “House,” or an individual server. Each cash 
drawer column is labeled according to the name of the receipt printer connected to the drawer. The Total 
column will sum numbers for cash collected into all cash drawers and the “House.” 

The reports also mark the name of the employee or manager who closed the drawer and the time it was 
closed. If a drawer is not closed, it will be highlighted in red and listed as Opened. 

Using the Show / Hide Column function allows you to customize how your report is viewed on Toast’s back 
end. Each report is exportable in .csv format.

Report Figures:

Starting Cash (+) The amount of cash used to start the drawer at the beginning of the day before 
any sales occurred.

Cash Payments (+) Total cash payments taken at a terminal and put into a cash drawer (not 
employee).

Cash in Hand (+) Total amount of server cash sales kept in hand (server).

Total Cash Payments (+) Total amount of both cash drawer sales and server cash in hand sales .
Cash Collected (+) Total of all employee cash in hand collected into a cash drawer or to the house.
Cash In/Pay In (+) Positive adjustment of cash added to a cash drawer.
Tips Paid (-) Negative cash adjustment representing Non-Cash Tips paid to a server at the end 

of a shift, including fees and gratuity .
Cash Out/Pay Out (-) Negative adjustment of cash leaving a cash drawer.
Cash Drop (-) Negative adjustment of cash leaving the drawer, but keeps the cash within the 

cash management system by transferring the amount from one cash drawer to 
another location--usually a safe (the house balance). Different from a cash out. 

Expected Closeout Cash The amount of cash expected based on the sum of the figures listed above 
including starting balances of cash drawers, sales into cash drawers, and server 
cash sales (+ and -).

Actual Closeout Cash The amount of cash physically counted and recorded via the Cash Management
Cash Overage/Shortage The variance between Expected Closeout Cash and Actual Closeout Cash (Over 

or Under).
Expected Deposit The Expected Closeout Cash minus the Starting Cash from a Cash Drawer.
Actual Deposit Total cash deposit that you have added using the Deposit function.
Deposit Overage / 
Shortage The variance between Expected Deposit and Actual Deposit (Over or Under).
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Columns in the Report

•	 Total - A sum of each figure from each row for the Cash Drawer and House Column. 
•	 Cash Drawer - A physical cash register/till in the location and the figures are a record of the activity for 

that till during a single day.
•	 House - A theoretical drawer where cash collected by the house and tips paid out by the house without 

the use of one of the physical drawers are both recorded.
•	 Server - Includes daily totals for server Cash Payments (Cash in Hand), Cash Collected from servers 

during Shift Review, and Tips Paid to servers. 

Cash Drawer Columns 

These columns break down each individual cash drawer showing their starting balance and all payments taken 
into the cash drawer for that business day, including: Cash Collected from servers, Cash In/Cash Outs, Tips 
Paid out to servers, Pay Outs, and Cash Drops. 

House Column

This column of the Cash Drawer report tracks cash functions that are recorded as into the “house” or a 
hypothetical safe. These functions are not linked to a Cash Drawer. This means when conducting Cash Ins, 
Cash Outs, and Pay Outs, Cash Drops (cash drawer functions) and Cash Collected and Tips Paid (shift review), 
rather than choosing a specific cash drawer to receive/remove the cash, no cash drawer is selected and it is 
recorded as being received/removed from the house.

Individual Server

Each server who accepts Cash in Hand will have their own column that includes their Cash in Hand (total cash 
sales), amount of Cash Collected from the server in their Shift Review, amount of Tips Paid to the server (this 
amount includes their non-cash tips, gratuities/fees), and Net Amount (Cash Collected by the restaurant + Tips 
Paid to server). The Tips Paid amount is expressed as a negative amount to represent that it’s cash being paid 
from the restaurant to the server. 
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Cash Drawer and House Detailed View

To view itemized details for each cash drawer or the house, select View at the bottom of any column and scroll 
down to expand the drawer’s details. Note that cash details for individual employees are not provided on the 
cash drawer report.

The cash drawer view will list all Cash In, Cash Out, Pay Out, Cash Drop, and No Sale occurrences. Any Cash 
Collected or Tips Paid instances that occurred through shift review will also be listed in detail. This view will 
also show any adjustments made to a cash drawer’s starting balance.

A user can also add Cash In entries, add Cash Out entries, or close the cash drawer directly from this view and 
it will be accurately reflected in reporting.

The house view shows details for all Cash In, Cash Out, Tips Paid, and Pay Outs occurrences that have been 
added to the house (no cash drawer selected). Any Cash Collected or Tips Paid instances that were paid to the 
house during shift review will also be listed in detail.
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The view total column shows Actual Deposits made using the Add Deposit feature.

Drawer Overview Report

The Drawer Overview report shows multi-location restaurants cash activity for their other locations. This is 
especially useful for managing restaurant groups. For example, as the COO of a restaurant management group, 
you may want to be able to view cash variances across the entire restaurant group, in a single report.

Note: This report is available for Master Menu Management Customers only. 

•	 Drawer Over/Short - Adds all cash drawer variances across restaurant location (Variance = Actual 
Closeout Cash - Expected Closeout Cash per Drawer)

•	 # Deposits - Count of deposit entries for restaurant location
•	 Expected Deposit - Total expected deposit for restaurant location
•	 Actual Deposit - Total value of day’s deposit entry for restaurant location. If there are no deposits to 

report, N/A will appear.
•	 Deposit Over/Short - Total deposit variance for restaurant location (Variance = Actual Deposit - 

Expected Deposit). If there are no deposits to report, N/A will appear.

Note: The Drawer Overview Report shows single days only, not multiple days or date ranges, in the same 
manner as the Drawer History Report.  Exports are unavailable for this report.

Activity Audit

Use the Activity Audit to view cash activity over a date range. Your primary use case for this report will be to 
share any cash-specific reports over a range of time with an accountant.

See the example image on the next page. 
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Guest Loyalty Reports
Guest Loyalty Reports provide information about customers that have visited your restaurant, contact 
information via digital receipts, rewards activity and gift card activity. This data will allow you to manage a 
more direct marketing strategy with your customer base and view who your most loyal customers are.

To view your guest loyalty reports, go to Analytics & Reports and select Guest Loyalty. 

Within Guest Loyalty Reports, the following reports are available:

Available Reports Description
Summary Totals for all gift cards, rewards accounts and guest credits.
Guest Information Provides info about customers that have visited your restaurant.
Guest Feedback Feedback from guests from digital receipts.
Guest Credits Saved credits to accounts that can be redeemed when paying. 
Gift Card Balance An exportable report of all gift cards and their current cash balances. 
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Available Reports Description
Gift Card Transactions A real-time report of gift card transactions. 
Gift Card Liabilities Determines the liability transfer that is occuring within the organization. 
Failed E-Gift Delivery Errors for E-Gift Cards purchased via the POS app with failed emails.
Inactive Gift Card An exportable report of all unsold gift card numbers.
Inactive Gift Card An exportable report of all unsold gift card numbers.

Rewards Accounts
An exportable report of all Rewards Accounts and their current points. 
You can also adjust rewards points and see which guests are highest 
accruing.

Rewards Transactions A real-time report of Rewards transactions that are occuring. 

Summary Report

This report provides totals for all gift cards, rewards accounts and guest credits.
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Guest Information Report

Use this report to gather information about customers that have visited your restaurant.

Select a customer name to see a breakout window of Customer Details. On this page, the following information 
is available for each customer:

•	 Customer Info 
•	 Contact Information
•	 Total number of visits
•	 Reward/Loyalty Program member status
•	 Rewards/Loyalty Account point balance 

•	 Activity Overview
•	 Total spend
•	 Average spend
•	 Number of visits
•	 Days since their last visit
•	 Date of last visit

•	 Visit Details
•	 Visit Date, Check Total, Tip Percentage, Server, and Visit Duration for each of their checks

•	 Top Items
•	 Most frequently bought items, Total Amount spent on the item, and Quantity ordered

Guest Loyalty Reports
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Note: Customer records will only include information that is provided / available at the time of purchase, so all 
fields of data may not be included. For example, a record for a customer that pays with cash and prefers no 
receipt or even just a printed receipt, will not include much, if any, customer-specific information. However, a 
record for a customer that placed an order online will include far more information, like email, name, and phone 
number.

You will also need the Customer Credits & Reports permission to access Customer Reports.

Customer Segments

•	 Frequent Visitors - This segment is calculated by the number of days since they have become a 
customer and their total number of visits. With this feature, you may find you have customers who have 
visited 15 times over the course of 3 years. You may also have those who have visited 4 times, but has 
only been a customer for 4 months. Think of these customers as high rate of visits.

•	 Big Spenders - This segment is based on the average ticket size of the customer.The same principle 
applies from above. A customer who has spent $1,000 over 200 visits is different from the customer 
who has only spent $400, but has visited 8 times. Think of these customers as high rate per visits.

Marketing to Customers

Select the small Excel icon located beside the Show / Hide columns button to export your report. From here, 
you can upload customer information into a marketing site such as MailChimp or Constant Contact.

Guest Feedback Report

If you are utilizing the Guest Feedback feature in Toast, you can track all guest feedback provided from digital 
receipts in this report. 

This report contains: 

•	 Location - The restaurant location where the check was opened
•	 Order # - The order number associated with the feedback
•	 Date/Time - The date and time feedback was received
•	 Server Name - The original server who opened the check

Guest Loyalty Reports
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•	 Table # - If applicable, the original table associated with the check
•	 Rating - Positive or negative
•	 Reason - If entered, reasons could include items such as food quality or wait time
•	 Guest Name - If applicable, the name associated with the credit card used for payment
•	 Contact? - The guest’s opt-in response of Yes or No
•	 Guest Phone Number - If applicable
•	 Guest Email Address - If applicable

Use the Show / hide columns button to customize which columns appear on the report.

By selecting Respond under the Action column, managers can set a status on the feedback submission as well 
as add notes in an open text field. 

Guest Credits Reports

When mistakes happen, it’s common for restaurants to want to “make it right” for the customer by offering 
them credits that can be applied as payment. Toast allows you to apply credits to customer accounts that can 
be redeemed by the customer when paying for their check. 

Note: credits are different than loyalty points. 

To learn more about Guest credits, view Customer Credits.

The guest credits report will provide you with an aggregated list of all credits issued or redeemed within the 
selected time frame.

Gift Card Balance Report

This report includes all gift cards and their current cash balances. You can also view/edit details about each 
card and manually adjust gift / reward balances from this report.

See the example image on the next page. 
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Gift Card Transactions Report

Use this report to see real-time gift card transactions occurring in the restaurant. It includes Add Values and 
Redemptions.

Gift Card Liabilities Report

This report is essential for multi-location restaurant groups that want to keep track of who is selling and 
redeeming gift cards. 

Gift Card Liabilities determines what Liability Transfer is occurring within the organization between locations 
as Gift Cards are redeemed at stores that do not own that liability. Note that the Redemption Store is always 
owed the amount for accepting the Original Store’s gift card and honoring that liability. 
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The Gift Card Liabilities report can be exported as one long list, and then imported into a third party 
spreadsheet like Microsoft Excel, Google Sheets, or Apache Open Office. See the table below for the columns 
included within the report:

Affected Store Allows you to sort by location to see how much outstanding liability there is at a given 
time for that store. 

Account ID Gift card number. 
Date Transaction date. There can and often will be several dates for each Account ID. 
Original Purchase / 
Add Value Store

This is the store in the restaurant group that originally accepted payment for the card. 
This would be the store that owes the redemption location. 

Debit ($) This is the amount that is owed by the affected store. You will see a debit when the 
affected store is the same as the redemption store. 

Credit $) This is the amount that is owed to the affected store. You will see a credit when the 
affected store is the same as the redemption store. 

Redemption Store The store where the value on the gift card was actually redeemed to purchase an item.

Interpreting Data:

There are two ways to look at the data. The first is across the entire restaurant group. Since this is a list of 
transactions the best thing to do is export and aggregate them later. The other way to export the data is by an 
individual location. When a single store is selected, like in the case of only having a single franchise store, it is 
easy to sum the debits and credits. The debits will be how much is owed by the franchise, and the credits are 
how much your corporate stores will owe the store.

Sort Liability Spreadsheet:

The easiest way to get the data in summary form is to use a pivot table. Below is a sample pivot table using the 
.xlsx file format, popularized by Microsoft Office.

1. Select the time frame that you are looking to export.
2. Select the Export button.
3. Open this export in whichever spreadsheet system you are most comfortable using. The example below is a 
commonly used pivot table sample: 

SUM of Debit (s) SUM of Credit (S)
Downtown 1532.75 781.9
Greenville 374.15 667.62
Main Street 938.11 1014.4
Meadowbrook 232.59 145.24
Southside 177.75 170.4
Uptown 173.18 648.97
Grand Total 3428.53 3428.53

Read the data left to right. The money within the pivot table is the money that is owed by the location on the 
left (the rows) to the location on the right (the columns). Next, create a pivot table. The Rows should be the 
Original Purchase/ Add Value Store, the columns should be Redemptions store, and the data should be Credits.

FAQ

What about when a gift card is redeemed at the same location that it was purchased?
​These transactions are filtered out of this report. You will only see transactions from one location to another.
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What if it was bought at one location, more value was added at a second location, and redeemed at a third 
location?
Toast tracks each of those values separately. So the first location will owe the third location only the amount 
that was purchased at the first location, and the second location will owe the amount that was purchased at 
the second location.

What time frame will the Gift Card Report Cover?
It is completely retroactive. Part of this process is a database migration, which are rolling out over the 
upcoming weeks.

Failed E-Gift Deliveries Report

This report provides information about what caused E-Gift Cards not to send. Failed delivery notifications are 
sent automatically to your Manager Contact List (Contact Settings).

Select the failed delivery that you would like to resend and select Update & Resend Email.

Inactive Gift Cards Report

This report includes all unsold gift card numbers. In this report you can:

•	 View/edit details about each card
•	 Manually activate an inactive gift card

You can also use this report to see the number of available gift cards you have left and evaluate if you need to 
purchase more. See an example image on the next page. 
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Rewards Accounts Report

Similar to the Gift Card Balances report, this page includes all Rewards Accounts and their current points 
balances. You can also view/edit details about each card and manually adjust gift card/rewards points 
balances from this report. 

Select a rewards balance to make changes.  

Rewards Transactions Report

Use this report to see real-time Rewards transactions that have occurred in the restaurant within the report 
range. This includes Add Values and Redemptions.
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Kitchen Reports
The Kitchen reports provide a breakdown on the volume of tickets that come through your kitchen and how 
long it takes to complete each ticket.

Note that this report is for customers with Kitchen Display Screens only. If your kitchen operates using printed 
tickets, this report will have no data. 

In the Analytics & Reports section of Toast’s back-end, select Kitchen. 

From here, the following reports are available as shown below. Select each tile to view the reports. 

Available Reports Description Key Takeaways

Tickets by Hour

Provides a high level view of the 
number of tickets fulfilled in a given 
hour and the average time taken to 
complete those tickets.

A good measure of how busy the 
kitchen is.

Tickets by Fulfillment Hour

Breaks down how many tickets were 
fulfilled by each station within a set 
time interval.

Helps provide insight into how your 
kitchen is handling the workload 
within a specific amount of time. 
Measures ticket turn around time.

Ticket Details
Deep dive breakdown of the details of 
each individual kitchen ticket.

Shows what happened on a specific 
ticket and when (from the kitchen’s 
point of view).
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Tickets by Hour Report

This report provides a deep dive into your kitchen tickets, including:

•	 An hour-by-hour readout of net sales 
•	 The number of tickets fulfilled in a given hour
•	 The average time taken to complete those tickets

The date, time, and the user or employee that fulfilled the tickets can be adjusted using the dropdown menus. 
Use the more dropdown to filter the data even further.

The first bar graph in this report will show the amount of net sales per each hour of service. Hover over any 
blue bar to see the exact sales total for that single hour.

The second graph will show the average ticket fulfillment time per each hour of service. Hovering over a blue 
bar will tell you the total number of completed tickets and the average time it took to fulfill all tickets within that 
hour.

Tickets by Fulfillment Time Report

Use this report to see how many tickets were fulfilled by each station within a set time interval. 

Use the Group by Time Interval dropdown to set the minute range you want to track for ticket completion. The 
minutes scale along the bottom of the graph will jump in groups of 1 — 5 minutes. 

See the following page for this dropdown menu.
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In the example below, you can see that 7 food tickets were fulfilled within 7 – 8 minutes, but only one of them 
was fulfilled by the grill station. 

Ticket Details Report

Use this report to view more detailed information for individual kitchen tickets. Customize what data appears in 
the report by selecting options from the Show/Hide columns.

This report can be exported as a .csv file if needed.
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Finance Reports
The Finance Reports provide a summary of bank deposits, credit card processing and Toast billing related 
information. 

In the Analytics & Reports section of Toast’s back-end, select Finance. 

From here, the following reports are available as shown below. Select each tile to view the reports.  

Available Reports Description

Deposit Totals Overview View totals of settled and pending batches of credit card deposits.

Settled Deposit Overview View settled batches of credit card deposits by location.

Daily Credit Card Activity View credit card fees, settlements and bank account transfer 
activity by day.

Credit Card Statements Shows monthly credit card processing statements.

Chargebacks Pulls up disputed credit card transactions and response deadlines.

Daily Billing Activity Shows Toast monthly fees, adjustments, and bank account transfer 
activity by day.

Invoices Provides monthly invoices for Toast software and hardware, 
including any debits or credits.
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Deposit Totals Overview

The Deposit Totals Overview displays settled credit card totals for the date range, a view into the processing 
rates and fees for Visa/MasterCard/Discover and American Express, as well as any pending batches (this 
section generally shows the most recent batch captured that has not yet settled).

If you use OptBlue to process all of your credit card payments (that is, Toast handles American Express 
transactions in addition to Visa, MasterCard, and Discover), the report gives a consolidated overview of these 
payments.

If the restaurant is an American Express direct merchant, Visa/MasterCard/Discover are processed and 
reported separately from American Express.

To learn more about processing American Express with OptBlue or an individual Merchant ID, see this article. 

Settled Deposit Overview

The Settled Deposit Overview provides an itemized list of any credit card batches that were settled within 
the viewed range of the report. If you use OptBlue, the report totals payments, refunds, fees, and net deposit 
amounts for all of the credit cards.
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If you are an American Express direct merchant, the report includes separate columns for Visa/MasterCard/
Discover payments, refunds, fees, and net deposit amounts, in addition to American Express payments and 
refunds.

There are several columns that show by default when viewing the Settled Deposit Overview as a direct 
merchant: 

Settled Date The date on which the credit card batch finalized and in some cases, deposited into the 
user’s bank account. 

Sales Date The date on which the sales occurred for the deposit. (The user can use this date to refer 
to the same day’s Sales Report to compare figures). 

V/MC/D Payment Total Sales for Visa, Mastercard and Discover in the report range. 
V/MC/D Refunds Total amount of Visa, Mastercard and Discover refunds included in the batch.
V/MC/D Fees Total processing fees for Visa, Mastercard and Discover that were deducted from this 

batch before being deposited into the user’s bank account.

At present, Toast operates on a schedule which deducts the processing fees on a daily basis before depositing 
as opposed to a more commonly used schedule where all fees are deducted once a month. 

•	 V/MC/D Net (Dep) - Net Deposit into the user’s bank account for Visa, MasterCard, Discover. This 
number should be used to reconcile against bank records for deposits. 

•	 Amex Sales - American Express amount processed on this Sales Date. 
•	 Amex Refunds - Amount of any Amex refunds included in this batch.

Note that the Show/Hide Columns drop-down menu can be used to further customize the information that is 
shown.

Daily Credit Card Activity Report

Use this report to view all financial activity in a user’s internal Toast account. This includes credit card deposits 
and fees as well as ACH payments into and out of the user’s bank account. These ACH transactions could be 
one time charges for hardware, regular monthly software fees, or other types of adjustments.
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Credit Card Statements

Customers are invoiced monthly for their software fees and any other debits or credits that were incurred over 
the billing cycle. The statements page provides the user with a history of all of their monthly invoices which the 
user can download as a .PDF file for their records. 

Chargebacks Report

This report provides status of all chargeback disputes and draft retrieval notifications within the report range. 

Daily Billing Activity

View all Toast monthly fees, adjustments and bank account transfer activity by day.

Invoices

Use this report to see monthly invoices for Toast software and hardware, including any debits or credits.
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