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01 Introduction To PDF Export

Hello, today I'm going to show you how to extract a report into a PDF in Salon Manager.
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Self Employed Team Members - Manchester
Lhn Shes. Start date. End date.
e —
&= “-»_iﬁ,,‘ 27 July, 2026 3 August, 2026
-
Reports List
© Team Member + Employment Status v  TotalServiceTakings v Total Retail Takings T Cash v Cards 1 Voucher Payments  + Account Payments - Loyalty Points Payments - Other Payments 1 Tips.
Daniel Self employed £94.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £94.00 £0.00
Natalie Employed £1500 £0.00 £0.00 £1500 £000 £0.00 £0.00 £0.00 £0.00
Rikki Self employed £93.00 £0.00 £3.00 £90.00 £0.00 £0.00 £0.00 £000 £0.00
£3400 £0.00 €000 £9400 £000 £000 £000 £0.00 £0.00

Samantha Seif employed
£296.00 €0.00 .00 £199.00 0.0 00 0.0 5400 ©0.00
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02 Apply Filters And Select PDF Export

Once you've found the report you wish to run, and you've applied the filters you need, and checked
the date range to make sure it's correct, you can go to the bottom left and select print as PDF. This
will start a download from the top right-hand side of the screen in your browser.

i e Self Employed Team Members - Manchester

Gkt Start date €nd date

27 iy, 2026 3 August, 2026
Reports List

Team Member Employment Status Total Service Takings
Daniel Self employed £94.00
Natalie Employed £15.00
Rikki Seif employed £93.00
Samantha sef empioyed £3400

£296.00

Total Retai Takings

£0.00
£0.00
£0.00
£0.00
£0.00

Cash

£0.00
£0.00
£3.00
£0.00
£3.00

Cards

£0.00
£1500
£90.00
£94.00
£199.00

Voucher Payments

£0.00
£000
£0.00
£0.00
£0.00

Account Payments

£0.00
£000
£0.00
£0.00
£0.00

Loalty Points Payments
£0.00
£0.00
£0.00
£0.00
0.0

Other Payments
£94.00

£0.00

£0.00

£0.00

9400

oo R
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Tips.
£000
£000
£000
£000
£0.00




03 Open Downloaded PDF File

And that means you'll be able to open it from within your downloads folder.
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Self Employed Team Members -
i Start date. End date:
Reports List
+ Team Member + Employment Status. v Total ServiceTakings v  Total Retail Takings v Cash v Cards v Voucher Payments v Account Payments + Loyalty Points Payments 1 Other Payments 1 Tips.
Daniel Self employed £94.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £94.00 £0.00
Natalie Employed £1500 £0.00 £0.00 £1500 £0.00 £0.00 £0.00 £0.00 £0.00
Rikki. Seif employed £93.00 £0.00 £3.00 £90.00 £0.00 £0.00 £0.00 £0.00 £0.00
Samantha ‘Self employed £94.00 £0.00 £0.00 £94.00 £0.00 £0.00 £0.00 £0.00 £0.00
) 00 9400 000

£296.00 £0.00 £3.00 £199.00 £0.00
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