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Inventory Vendor List Report Examples 
The Inventory Vendor List Report contains information about inventory items (including average cost, last cost 
[and its date], last quote cost [and its date], preferred purchase unit, storage/purchase ratio, PLU code, storage 
unit, vendor’s item description, and primary vendor) and their associated vendors. For each inventory item, the 

report identifies the primary vendor with the primary flag ( ). The report also identifies any inventory item 

that you have designated as a key item with the key item icon ( ). 

What each column of the Inventory Vendor list report contains or how Digital Dining calculates the column is 
some times not self evident: 

The Average Cost column displays a weighted average of your inventory items. That is, if you purchase, let’s 
say, 10 heads of lettuce one week for $0.20 and use 8 of them, then you purchase 10 more heads of lettuce for 
$.25. Your average cost is the 2 remaining heads of lettuce multiplied by its cost plus the 10 new heads of 
lettuce, all of which you divide by the total count of heads of lettuce, which gives you the following equation: 

((2 x .20) + (10 x .25)) / 12 = 0.241666666666667 

The Last Cost column displays the date and the last cost that your operation paid for the inventory item. 

The Last Quote column shows the date of the last time that you entered a price quote for the inventory item. 
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Inventory Vendor List Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Vendor List Report lists the details for each for each 
inventory item broken down by each vendor. For more information on what the columns of this report contain 
or how to calculate their values, see “Inventory Vendor List Report Examples” on page 1. 
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Inventory Vendor List Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Vendor List Report lists only a summary line for 
each inventory item. For more information on what the columns of this report contain or how to calculate their 
values, see “Inventory Vendor List Report Examples” on page 1. 
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Inventory Usage Report Examples 
The Inventory Usage Report contains usage information about inventory items (including the storage units [its 
usage count, expected count, actual count, and variance between the actual and expected], the dollar value of 
the actual usage and variance, the purchase units [its turn count, preferred purchase units, actual count, and 
variance], the PTD purchases, and period to date usage). For each inventory item, the report identifies the 

primary storage location with the primary flag ( ). The report also identifies any inventory item that you have 

designated as a key item with the key item icon ( ). 

What each column of the Inventory Usage report contains or how Digital Dining calculates the column is some 
times not self evident: 

The STORAGE UNITS-Expected column displays the value of your opening inventory levels plus your 
purchases minus the quantity of inventory items in menu item recipes minus waste (Opening + Purchases – 
Inventory items  in Recipes – Waste). 

The STORAGE UNITS-Actual column displays the value of your inventory after you perform a manual 
inventory and Stock Take Transaction. 

The STORAGE UNITS-Var column displays the value of the Actual column minus the value of the Expected 
column. 

The VALUE-Actual column displays the value of the actual stock on hand (from an Inventory Stock Take 
transaction) multiplied by the average cost of that inventory item. 

The VALUE-Variance column displays the value of the Var column multiplied by the average cost of that 
inventory item. 

The Turn column displays the number of times the inventory item has turned over during the current reorder 
period. Ideally, you want to turn each inventory item only once per its reorder period. 

The PURCHASE UNITS-Actual column displays the conversion of the STORAGE-Actual column to 
purchase units. 

The PURCHASE UNITS-Var column displays the conversion of the STORAGE-Var column to purchase 
units. 
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Inventory Usage Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Usage Report lists the details for each inventory item 
broken down by storage location. For more information on what the columns of this report contain or how to 
calculate their values, see “Inventory Usage Report Examples” on page 4. 
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Inventory Usage Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Usage Report lists only a summary line for each 
inventory item. For more information on what the columns of this report contain or how to calculate their 
values, see “Inventory Usage Report Examples” on page 4. 
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Inventory Usage Report: By Type Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The By Type format (available only to Usage, Reorder, or Variance reports) of the 
Inventory Usage Report lists a summary line for each inventory type. For more information on what the 
columns of this report contain or how to calculate their values, see “Inventory Usage Report Examples” on page 
4. 

 
   

N
ot

e If you click By Type from the Report Type area, the report will 
ignore any sort by or group by options you might have selected. Instead, 
the Inventory program will organize the report based on the Inventory 
Type sort order. 
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Inventory Stock On Hand Report Examples 
The Inventory Stock On Hand Report contains information about inventory items currently in stock, including 
each item’s storage unit, quantity on hand, its price (average and current), and its value (average and current).  
For each inventory item, the report identifies the primary storage location with the primary flag ( ). The report 

also identifies any inventory item that you have designated as a key item with the key item icon ( ). 

What each column of the Inventory Stock On Hand report contains or how Digital Dining calculates the column 
is some times not self evident: 

The PRICE-Average column displays the weighted average of the inventory items. That is, if you purchase, 
let’s say, 10 heads of lettuce one week for $0.20 and use 8 of them, then you purchase 10 more heads of lettuce 
for $.25. Your average cost is the 2 remaining heads of lettuce multiplied by its cost plus the 10 new heads of 
lettuce, all of which you divide by the total count of heads of lettuce, which gives you the following equation: 

((2 x .20) + (10 x .25)) / 12 = 0.241666666666667 

The PRICE-Current column displays the most recent price that you paid for the inventory item. 

The VALUE-Average column displays the value of the PRICE-Average column multiplied by the STORAGE 
UNITS-On Hand column. 

The VALUE-Current column displays the value of the PRICE-Current column multiplied by the STORAGE 
UNITS-On Hand column. 
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Inventory Stock On Hand Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Stock On Hand Report lists the details for each 
inventory item broken down by storage location. For more information on what the columns of this report 
contain or how to calculate their values, see “Inventory Stock On Hand Report Examples” on page 8. 
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Inventory Stock On Hand Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Stock On Hand Report lists only a summary line 
for each inventory item. For more information on what the columns of this report contain or how to calculate 
their values, see “Inventory Stock On Hand Report Examples” on page 8. 
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Inventory Stock On Hand Report: By Type Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The By Type format (available only to Usage, Reorder, or Variance reports) of the 
Inventory Stock On Hand Report lists a summary line for each inventory type. For more information on what 
the columns of this report contain or how to calculate their values, see “Inventory Stock On Hand Report 
Examples” on page 8. 

 
   

N
ot

e If you click By Type from the Report Type area, the report will 
ignore any sort by or group by options you might have selected. Instead, 
the Inventory program will organize the report based on the Inventory 
Type sort order. 
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Reorder Report Examples 
The Reorder Report contains information about inventory items (including the storage units [its actual count, 
reorder count, par, and minimum], the PTD usage, the dollar value, the storage to purchase ratio, and the 
preferred purchase units [its actual count, reorder count, the par, and PTD usage]). For each inventory item, the 

report identifies the primary storage location with the primary flag ( ).  

What each column of the Reorder report contains or how Digital Dining calculates the column is some times not 
self evident: 

The Value column displays the value of the Reorder column multiplied the inventory item’s average cost. That 
is, if you purchase, let’s say, 10 heads of lettuce one week for $0.20 and use 8 of them, then you purchase 10 
more heads of lettuce for $.25. Your average cost is the 2 remaining heads of lettuce multiplied by its cost plus 
the 10 new heads of lettuce, all of which you divide by the total count of heads of lettuce, which gives you the 
following equation: 

((2 x .20) + (10 x .25)) / 12 = 0.241666666666667 

The Ratio column displays the storage to purchase ratio for the inventory item. 
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Reorder Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Reorder Report lists the details for each inventory item broken 
down by storage location. For more information on what the columns of this report contain or how to calculate 
their values, see “Reorder Report Examples” on page 12. 

 
The reorder report will suggest a reorder amount based on three values: the value in the Actual column, the 
value in the Par column, and the value in the Min column. That is, if the value in the Actual column is less than 
the value in the Min column, then Digital Dining will suggest a reorder amount that makes the sum of the 
Actual column and the Reorder column equal to the value of the Par column (for more information, see “Par 
and Minimum” on page 22).  
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Reorder Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Reorder Report lists only a summary line for each inventory 
item. For more information on what the columns of this report contain or how to calculate their values, see 
“Reorder Report Examples” on page 12. 

 
The reorder report will suggest a reorder amount based on three values: the value in the Actual column, the 
value in the Par column, and the value in the Min column. That is, if the value in the Actual column is less than 
the value in the Min column, then Digital Dining will suggest a reorder amount that makes the sum of the 
Actual column and the Reorder column equal to the value of the Par column (for more information, see “Par 
and Minimum” on page 22).  
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Reorder Report: By Type Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The By Type format (available only to Usage, Reorder, or Variance reports) of the 
Reorder Report lists a summary line for each inventory type. For more information on what the columns of this 
report contain or how to calculate their values, see “Reorder Report Examples” on page 12. 

 
   

N
ot

e If you click By Type from the Report Type area, the report will 
ignore any sort by or group by options you might have selected. Instead, 
the Inventory program will organize the report based on the Inventory 
Type sort order. 

 

   

 

 

 
The reorder report will suggest a reorder amount based on three values: the value in the Actual column, the 
value in the Par column, and the value in the Min column. That is, if the value in the Actual column is less than 
the value in the Min column, then Digital Dining will suggest a reorder amount that makes the sum of the 
Actual column and the Reorder column equal to the value of the Par column (for more information, see “Par 
and Minimum” on page 22).  
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Inventory Master List Report Examples 
The Inventory Master List Report contains information about inventory items (including the usage units and 
count, usage/storage ratio, storage unit, storage/purchase ratio, purchase unit, reorder period, inventory type, 
yield percentage, par, minimum, primary vendor, and quote cost per purchase unit). For each inventory item, the 

report identifies the primary storage location with the primary flag ( ).  

16  �  Sample Reports Inventory Master List Report Examples 



Inventory Master List Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Master List Report lists the details for each inventory 
item broken down by storage location. You can find all of the information for this report on the Main tab of the 
Inventory Item Maintenance window. You can use the report to ensure (at a glance) that you have properly set 
up your inventory items. 
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Inventory Master List Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Master List Report lists only a summary line for 
each inventory item.  
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Inventory Variance Report Examples 
The Inventory Variance Report contains variance information about inventory items (including the opening unit 
count, purchase count, usage count, waste count, expected count, actual count, variance count, variance unit, 
expected value [dollar amount], actual value, variance value, variance percentage, and waste percentage). For 

each inventory item, the report identifies the primary storage location with the primary flag ( ).  

What each column of the Inventory Variance report contains or how Digital Dining calculates the column is 
some times not self evident: 

The $Expected column displays the value of the Expected column multiplied by the average cost for the 
inventory item. If you purchase, let’s say, 10 heads of lettuce one week for $0.20 and use 8 of them, then you 
purchase 10 more heads of lettuce for $.25. Your average cost is the 2 remaining heads of lettuce multiplied by 
its cost plus the 10 new heads of lettuce, all of which you divide by the total count of heads of lettuce, which 
gives you the following equation: 

((2 x .20) + (10 x .25)) / 12 = 0.241666666666667 

The $Actual column displays the value of the Actual column multiplied by the average cost for the inventory 
item. 

The $Variance column displays the value of the Var column multiplied by the average cost for the inventory 
item. 

The $Waste column displays the value of the Waste column multiplied by the average cost for the inventory 
item. 

The %Variance column displays the value of the Var column as a percentage of the usage column. 

The %Waste column displays the value of the Waste column as a percentage of the usage column. 
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Inventory Variance Report: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Variance Report lists the details for each inventory item 
broken down by storage location. For more information on what the columns of this report contain or how to 
calculate their values, see “Inventory Variance Report Examples” on page 19. 
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Inventory Variance Report: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Variance Report lists only a summary line for each 
inventory item. For more information on what the columns of this report contain or how to calculate their 
values, see “Inventory Variance Report Examples” on page 19. 
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Inventory Variance Report: By Type Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The By Type format (available only to Usage, Reorder, or Variance reports) of the 
Inventory Variance Report lists a summary line for each inventory type. For more information on what the 
columns of this report contain or how to calculate their values, see “Inventory Variance Report Examples” on 
page 19. 
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Inventory Stock Take Worksheet Examples 
Typically, you create an inventory worksheet when you want to take physical inventory. For example, you can 
create an inventory worksheet that includes only key items so that you can record the on-hand quantity of the 
inventory items that you have designated as key items. Just like reports, you can define your worksheets to 
include or exclude inventory types, vendor types, or reorder periods. The report also identifies any inventory 

item that you have designated as a key item with the key item icon ( ). 
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Inventory Stock Take Worksheet: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Inventory Stock Take Worksheet lists the details for each 
inventory item broken down by storage location. For more information on what the columns of this report 
contain or how to calculate their values, see “Inventory Stock Take Worksheet Examples” on page 23. 

 
 

 
By reorganizing a list, you change the organization of the Inventory Stock Take worksheet. 
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Also, if you reorganize the list, then  you change the organization of the Inventory Stock Take transaction. 
Therefore, your printed worksheets (on which you can manually record the inventory levels) have the same 
organization as the transaction you use to record the inventory levels electronically. 
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Inventory Stock Take Worksheet: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Inventory Stock Take Worksheet lists only a summary line 
for each inventory item. For more information on what the columns of this report contain or how to calculate 
their values, see “Inventory Stock Take Worksheet Examples” on page 23. 

 
The Inventory Stock Take worksheet prints the inventory items in the order that you set in the Reorganize List 
window, which you can access by clicking Set Sequence on the Inventory Location Maintenance window. 

 
By reorganizing a list, you change the organization of the Inventory Stock Take worksheet. 

 
Also, if you reorganize the list, then  you change the organization of the Inventory Stock Take transaction. 
Therefore, your printed worksheets (on which you can manually record the inventory levels) have the same 
organization as the transaction you use to record the inventory levels electronically. 
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Purchase Order Worksheet Examples 
You can create a purchase order worksheet when you want to work out purchase quantities for inventory items. 
For example, you can create a purchase order worksheet that includes only key items so that you can calculate a 
purchase quantity for those inventory items that you have designated as key items. Just like reports, you can 
define your worksheets to include or exclude inventory types, vendor types, or reorder periods. For each 

inventory item, the report identifies the primary storage location with the primary flag ( ). The report also 

identifies any inventory item that you have designated as a key item with the key item icon ( ). 

What each column of the Purchase Order Worksheet report contains or how Digital Dining calculates the 
column is some times not self evident: 

The Actual column displays the value of your inventory after you perform a manual inventory and Stock Take 
Transaction. 

The Cost column displays the last cost you paid for the inventory item, which Digital Dining retrieves from the 
most recent incoming invoice transaction. 

The Reorder Value column displays the value of the Cost column multiplied by the Reorder column. 
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Purchase Order Worksheet: Audit Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Audit format of the Purchase Order Worksheet lists the details for each inventory item 
broken down by storage location. For more information on what the columns of this report contain or how to 
calculate their values, see “Purchase Order Worksheet Examples” on page 28. 

 
 

Sample Reports Purchase Order Worksheet Examples  �  29 



Purchase Order Worksheet: Summary Format 
You can change the report format by using the Report Type area on the Main tab of the Standard Report 
Definition Window. The Summary format of the Purchase Order Worksheet lists only a summary line for each 
inventory item. For more information on what the columns of this report contain or how to calculate their 
values, see “Purchase Order Worksheet Examples” on page 28. 
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Inventory Recipes Report Examples 
The Recipes report generates a list of all inventory items whose inventory mode you have set to Batch Recipe or 
Sub Recipe. The report shows the name of the recipe, the short description, plate cost, and inventory mode 
(Batch Recipe or Sub Recipe). The report also lists the ingredients, the usage quantity of the ingredient for the 
recipe, and the inventory mode of the ingredient (Sub Recipe or Inventory Item). 
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Inventory Recipes Report 
The Inventory Recipes report displays a list of the menu items and the ingredients to create that menu item.  
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Inventory Transaction Report Examples 
The Inventory Transaction report allows you to generate a report of the transactions you have performed. The 
report shows the transaction type, date, transaction number, item description, vendor, location, unit, transaction 
quantity, new cost, old cost, and cost change percentage. The report then calculates subtotals and grand totals. 

What each column of the Inventory Transaction report contains or how Digital Dining calculates the column is 
some times not self evident: 

The New Cost column displays the value that you entered from the most recent invoice. 

The Old Cost column displays the value that you paid for the inventory item for the last purchase order. 

The Cost Chg % is the value of the New Cost column divided by the Old Cost column. You can create a very 
useful report by filtering your inventory items by their cost change percentage. For example, you could define a 
report that returned only those inventory items that increased greater than, let’s say, 5% from the last reorder 
period. With that report, you could review your list of menu items that use that inventory item and adjust the 
price of the menu item (if needed), or you could better explain the results of a Menu Item Sales Analysis report 
or a Menu Item Monthly Sales report. 
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Inventory Transaction Report: Audit Extension Format 
You can change the report format by using the Report Format list on the Main tab of the Inventory 
Transaction Report Maintenance Window. The Audit Extension format of the Inventory Transaction Report 
allows you to generate a report that allows you to analyze the total value of each inventory item for each 
transaction for the date range or period you provide. For more information on what the columns of this report 
contain or how to calculate their values, see “Inventory Transaction Report Examples” on page 33. 

 
Of the various transaction types some reduce inventory like waste and usage, others increase inventory like 
incoming invoice, and some do not impact inventory levels at all like purchase orders. 

If you do not have any reports already defined for Inventory Transaction reports, then the Inventory program 
will ask if you want to add reports. After you click OK, the Inventory program will display the Inventory 
Transaction Report Maintenance window (shown above). 

 
If you have already created report definitions for the Inventory Transaction report, then the Inventory program 
will not show the Inventory Transaction Report Maintenance window. Instead, it will display the Inventory 
Transaction Report window. 

 
If you click Define, the Inventory program will display the Inventory Transaction Report Maintenance 
window.  
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Inventory Transaction Report: Audit Format 
You can change the report format by using the Report Format list on the Main tab of the Inventory 
Transaction Report Maintenance Window. The Audit format of the Inventory Transaction Report lists the 
details for each transaction you perform. For more information on what the columns of this report contain or 
how to calculate their values, see “Inventory Transaction Report Examples” on page 33. 

 
Of the various transaction types some reduce inventory like waste and usage, others increase inventory like 
incoming invoice, and some do not impact inventory levels at all like purchase orders. 

If you do not have any reports already defined for Inventory Transaction reports, then the Inventory program 
will ask if you want to add reports. After you click OK, the Inventory program will display the Inventory 
Transaction Report Maintenance window (shown above). 

 
If you have already created report definitions for the Inventory Transaction report, then the Inventory program 
will not show the Inventory Transaction Report Maintenance window. Instead, it will display the Inventory 
Transaction Report window. 

 
If you click Define, the Inventory program will display the Inventory Transaction Report Maintenance 
window.  
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Inventory Transaction Report: Summary Format 
You can change the report format by using the Report Format list on the Main tab of the Inventory 
Transaction Report Maintenance Window. The Summary format of the Inventory Transaction Report lists 
only a summary line for each transaction type that you perform. For more information on what the columns of 
this report contain or how to calculate their values, see “Inventory Transaction Report Examples” on page 33. 

 
Of the various transaction types some reduce inventory like waste and usage, others increase inventory like 
incoming invoice, and some do not impact inventory levels at all like purchase orders. 

If you do not have any reports already defined for Inventory Transaction reports, then the Inventory program 
will ask if you want to add reports. After you click OK, the Inventory program will display the Inventory 
Transaction Report Maintenance window (shown above). 

 
If you have already created report definitions for the Inventory Transaction report, then the Inventory program 
will not show the Inventory Transaction Report Maintenance window. Instead, it will display the Inventory 
Transaction Report window. 

 
If you click Define, the Inventory program will display the Inventory Transaction Report Maintenance 
window.  
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