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Understanding Customer Master Files 

Customer Master File is the place where we begin the setup process in Produce Pro (PPro for 
short) for all new and existing accounts.  It serves as the primary information page that controls 
many day to day functions.  The accounting department will set up all new accounts but it is the 
responsibility of the Managing Partners and Customer Advocates to maintain these master files 
and make sure information is current.   

In order to access these files follow these steps: 

1 – Produce Pro → 10 – Master Files →  2 – Customer Files →  1 – Customers 

You can also access this by hitting .32 while on any menu. 

 

This will take you to the Customer Master Maintenance screen. 
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Hit “S” for Search, which takes you to this screen: 

 

Then input the account you are looking for.  For this example we will use the TEST account.  You 

must enter at least 3 consecutive characters when searching for anything (customer, product, 

etc.) in PPro.  Next arrow to the customer you are looking for and hit enter.  

 

Which will take you to the Customer Master Maintenance screen.  Like this.   
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This screen is the primary source for contact information for an account.   

Line 12 Contact – please enter the best contact person (VERY IMPORTANT - Please also enter 

this person as a contact.  Tutorial follows) 

Line 13 Remarks – this could be anything.  For example “Call after 10:00 AM” or “Always call 

Jeff first”, etc.  

Line 14 – Fax – self explanatory 

Line 15 – email address – self explanatory 

Line 25 – Produce categories – we will get into those in another training lesson 
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Understanding Customer Contact Files 

On the Customer Master Maintenance home screen, choose Contacts from the bottom menu 

by either using your arrows or hitting “C”.  

 

Now you will see a list of all contacts that have been added to the account.  If this is a brand 

new account, you may only see ONLINE LOGIN as one of the contacts.  In order to add a new 

contact, follow these steps.  Select any contact.   

 

Each contact is assigned one or more two letter codes, called the Contact Type, line 1.  Every 

customer will have specific people within their business who may need unique information.  For 

example, the Executive Chef may receive Order Confirmations, Invoices and Marketing 

Materials but the Accountant only needs Statements.  This is where you can input and 

differentiate these contacts.  

First, we’ll add a new contact.  Once you have selected one of the current contacts, type “A” for 

ADD then Enter.  



5 
 

 

Here’s an explanation of what the different contact types are. 

CC – Chief Contact Zendesk – When a contact also has the type, CF, Zendesk will consider this 

contact first if a duplicate number or email is detected in Zendesk.   

CF – Ordering & Business Contact – When a contact has this type included, the information 

(name, phone number(s) and email address) will be imported into Zendesk. 

ED – EDI Contact – A contact who would be the best person to speak to about any EDI issues. 

IV – Invoice Contact – a contact tagged IV will receive an emailed copy of their invoice once it 

has been signed on the driver phone app 

MK – Marketing – a contact tagged MK will receive email marketing (for instance: market 

reports, vendor and product spotlights, holiday delivery schedules, etc.)  

OC – Web Order Confirmation – This contact will receive an email once a web order has been 

placed.  This contact will also receive an email notification if an item has been shorted from 

their order.  

OL – Online Login – This contact is enabled with a login and password to order via the web or 

app.  If a customer wants to be able to order online, then they must have this contact type.  If 

you have an email address on the OL, then PPro will send a notification for things like missing 

cut off or didn’t complete the check out process. 

PR – Pricing and Order Guide - Adding PL on line 23 of the Customer Master Maintenance 

home screen makes sure price lists are emailed automatically.  You have to also have the 

contact type PR on the contact you want the price list to go to.  

ST – A/R (Accounts Receivable) Statements – This contact will receive statements.  Please get 

with the accounting department to get these set up correctly.  
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Contact type VS is not used with customers.  

Now back to creating a new contact.  For this exercise, let’s input an Executive Chef.   Joe Chef 

will be receiving invoices and marketing materials and is the contact for Zendesk.  When you 

are in “Types”, you can hit “S” enter to search for your options.  Once you have finished 

entering the types, hit enter and you will be taken to the next field.  

 

Enter in the appropriate fields.  Title, email and phone numbers are very important for WOW 

Center contact.   

A word about entering phone numbers: 

Up to 5 phone numbers can be inputted for each contact.  These are housed in lines 12 – 15.  

Enter the type of phone (H) Home, (W) Work, (C) Cell, (F)Fax in the first box.   

 

Add the phone number, area code included, without a 1 in front of the area code.  You can add 

dashes, but they are not necessary.  For example, (502)555-5555 can be entered 5025555555.  
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Just be sure not to put a 1 in front of the number.  The next box has a spot for an extension, if 

needed.  The last box has a box for whether the phone is a text enabled cell phone.  Please 

place a Y or N in that box.   

  

On line 19, please indicate the customer’s preferred phone number for contact.  For this 

example, the customer prefers to be texted first and then the work number called.  I have 

entered T1 (1 referring to the first phone number in the contact) and C2 (to indicate to call the 

second number.   

 

Enter through until you get to the screen with the web login id and web password.  If this 

contact will be using the web/app to place orders, please create a login for them using their 

email address and create a password.  The password can be changed by the customer once 

they log in.   
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Understanding Produce Categories 

Produce Categories help us organize our data in Produce Pro, are used when running reports, 

are used pricing and other functions in Ppro.   

To see and edit the Produce Categories of a customer, pull up the customer’s Customer Master.  

Line 25 shows the Produce Categories assigned to a customer.   

 

As you learn more about our company, some of these categories will look familiar.  If you’d like 

to find out what these 2 digit codes mean, you can enter 25 to go to line 25, then use the arrow 

keys to go to an open spot.  

 

While in the open space, hit S enter to search for Produce Categories.   
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You can use the arrows to scroll through the list or use the Page Up or Page Down keys.  You 

can also start typing the produce category to jump right to it.  In this instance, let’s find what 

the category LO refers to. 

 

I inputted LO and see that category is Louisville.   

There are categories assigned to each Customer Advocate, some chain restaurants, regions, etc. 
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How to find online login and password 

Every customer has a unique online login and password.  Login and password are the same for 

both the app and the website.  Here’s where a customer’s login and password is stored in PPro. 

On the Customer Master Maintenance screen, hit “C” for Contacts then enter.   

 

Then select the contact that has the type OL.  For some customers, there may be more than 

one.   

 

Hit the “+” key 1 time and you will see this screen: 

 

Login ID is on line 1.  In order to reveal the Password, type “2” then enter and the password is 

revealed.  
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How to Build a Profile in Entry mode 

There are 2 ways to build a customer’s profile, ENTRY or BUILD.  Let’s work with ENTRY first.  

From the Customer Master Maintenance home page, hit “P” until PROFILE is highlighted.   

 

Hit enter which takes you to this pop-up: 

 

Select ENTRY by pressing enter. 

 

Here you can start adding items to a profile.  To enter an item either input the Creation 

Gardens – What Chefs Want 5 digit code or search for an item.  For example, let’s add fresh 

carrots to this profile.  Hit “S” for Search and enter which brings us to this screen: 



13 
 

 

Enter the item you want to search for (in this case, “carrot”).  You must enter at least 3 

characters for PPro to search.  Do not enter anything on the “Packaging” line, just enter 

through. 
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Choose which item you would like to add.  For this customer, let’s add the top item, CARROT – 

BULK 50LB CASE by pressing enter.  Hit enter 2 more times to take you to the next line on the 

profile.  

 

Keep adding items to the profile using the method above.   

If you are adding items to an existing profile, hit the END key, then INSERT to add another item.   
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How to sequence a Profile 
 
Go to the Customer Master Page of the customer. 
Hit P for Profile 

 

Then arrow down to SEQUENCE. 

 

Go to Sort Profile. 
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Determine the Sort Order. 
Hit S enter to search for the available options. 
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The most commonly used sequences are DESC and DEPT: 
DESC – Product Description – sequences the items alphabetically 
 
COMM – Commodity – groups the items by Commodity (drills it down more from the 
Department.  This will break the profile into each commodity, Apples, Baking, Asian, Beets, Beef 
– Boxed, Seafood – Frozen, etc. and is usually not what the customer wants) 
 
DEPT – Department – groups the items by Department (Produce, Meat, Seafood, Disposables, 
Dairy, Staples) this is usually what a customer wants if they would like to see each of these 
products grouped together. 
 
CLAS – Class – groups the items by Class (drills it down more than Department, but not as much 
as Commodity.  Keeps like items like Asian Products or Beef together, but would not group 
things like Beef and Poultry together) 
 



18 
 

 
 

Hit G for Go then enter to sequence the profile 
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How to build a profile in BUILD mode 

This will let you build a profile based on customers’ past orders.  On the Customer Master 

Maintenance home page, hit “P” until PROFILE is highlighted and press enter.   Select BUILD. 

 

You will see this screen reminding you that doing this will delete items not sold since a 

particular date which you can change on the next screen.  Hit enter twice.   

 

Next you will see this screen.  Here you can change the cut-off date on line 10.  For instance, if 

you’d like to build a profile based on the customer’s last 6 months orders, simply input the date 

from 6 months ago. Next hit “G” for GO and your customer’s profile will be populated.  Note: 

whatever was in their profile prior to the cut-off date will be deleted.   
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How to add Routing and Delivery notes to a customer 

If a customer has specific delivery instructions that need to be permanently added to a customer’s 

master file, follow these instructions. 

Go to the customer master page.  Follow this path:  10 – Master Files → 2 – Customer Files → 1 → 

Customers.  (or use the hot key .32) 

 

Search for the customer by entering “S” for Search or using the arrow keys to navigate to Search 

 

Enter at least 3 characters to search for the customer.   
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Hit the + key 9 times to come to this screen: 

 

Enter the number 3 to enter (or change) Routing Instructions.   
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Hitting the Tab key will clear the field (this is universal in Ppro.  Tab always clears out a field) or update 

the text in the Routing Instructions as necessary.  Dispatch will see these instructions.   

****It is important to also talk with dispatch to make sure the routing request can happen.****    
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How to place an order using a Profile 

Follow this path to get to the order placement screen: 

1 Produce Pro → 3 Sales Orders → 1 Sales Order Entry 

 

Hit “A” for ADD  

 

 

 

 

 

Next hit “S” enter to search for the customer.  Enter at least 3 characters to find the customer.   
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And select your customer by hitting enter. 
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Today’s date is automatically populated.  Select the delivery date.  You can do this one of four 

ways.   

1. Use the + and – keys to change the date. 

2. Enter in the 6 digit date.  For example, October 10, 2017 would be 101017.  No spaces, 

dashes or slashes. 

 

3. Or hit “C” enter and be taken to a calendar to select the date.  If you need to advance to 

the next month, use the “Page Up” key.   

        

4. You can also hit “S” to search for available delivery days.  This is helpful for customers 

who are restricted to certain delivery days.  

Once you have selected the date, press enter.  Hit enter again to get through the Pick Date (line 

5).  Never change the pick date. 

Along the bottom of the page is the list of commands.  PPro defaults to Order as the next 

selection.  This is the preferred method of entering an order and uses the customer’s Profile.  

Using a customer’s profile minimizes errors and is the default method to enter an order.  Hit 

enter to select Order. 
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This will take you to the customer’s order guide (profile).  Here is our TEST customer’s profile.  

From here, you can use the arrow keys to select the items the customer needs.  In this example, 

the customer ordered 1 case of carrots, 1 case of roma tomatoes, 1 case of yellow onions, 2 

bags of chopped romaine, 2 each heads of iceberg lettuce, 1 case of 4 oz. beef patties, 1 case of 

5 oz. chicken breasts and 1 box of 12” film wrap.   

 

Some order guides are quite long.  You can filter the order guide by hitting the space bar.  In 

this instance I wanted to find all the patties on the profile, so I typed in “pattie”. 
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Which brings you to this screen. 

 

Here is a useful tool while on the customer profile.   

The 2 columns on the right tell you how much of a product is available (AVAIL) and how much is 

on hand (ON HD).  In this instance, we have 211 cases of carrots available and 215 on hand 

meaning 4 cases are committed to customers already.  On occasion, you will see some negative 

numbers in the Available and/or On Hand columns.  In this example we see negatives in the 

eaches of chopped romaine, iceberg each and red bell pepper each.  In most instances, PPro 

repacks these items from cases to eaches, however, it’s a good practice to check the master 

case.  If a case is showing 0 on hand or negative inventory, it’s likely that item is out of stock. 
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How to enter items using Entry mode 

You can also enter items via “Entry” mode.  By default, always look for items on a profile first.  

On the Sales Header Entry page, select “Entry” by hitting “E” or using your arrows to highlight 

and then press enter. 

 

This brings you to a blank order screen 

 

 

 

Next, search for the item(s) you would like to add to the order by pressing “S” enter and 

entering in at least 3 characters to find the item(s).  Let’s look for film wrap. 
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Here are the 3 types of film wrap we carry 

 

We’ll select the 18” by pressing enter and then enter the quantity needed; in this instance 1 

box. Be sure to press enter until you get to a new line or the item you entered will not be saved. 
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Now hit escape until you get out of the Sales Header Entry page.  The order is now in the 

system and will be processed.   

What if the customer has now decided to order 2 boxes of film wrap?  To get back to a previous 

line, hit Escape.  Now you can modify the quantity and use the arrow keys to move to another 

item, if needed.   
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F10 is a very useful tool. 

F10 will take you to the inventory screen when you are anywhere in Ppro and is very helpful for 

finding out if we have stock on an item and when the item is expected to be back in stock if we 

are out.   

In this example, a customer is inquiring when we will get fine ground black pepper back in 

stock.  Hit F10 and then “S” enter and search for “pepper”. 

 

After hitting page down a couple of times, I found the fine/shaker ground black pepper and see 

that we have 0 on hand and 0 available, but 30 expected.  

 

Arrow down to that item and hit enter to select it.   

You will see the available inventory in all warehouses. 
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Arrow down to the warehouse that shows a value in the Expect column, then press Enter. 

 

Here you will see that we expect to receive 30 of this item on 12/07/18 meaning it would be 

available to the customer on 12/08/17.   
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How to find information about a product 
 
We strive to make sure all our items have a description and a picture.  It’s easy to find this 
information in Ppro. 
While on any screen, hit F10. 
 

 

If you know the 5-digit item code, you can enter it here or hit “S” enter to search for an item. 
Let’s find out information about squid.  Upon pressing “s” enter, type “squid”. 
 

 

Hit enter twice to be brought to all of the items in Ppro that have the word “squid” in the 

description.  Arrow down to the item you’d like to know more about.  In this case, Squid Tubes 

& Tentacles 4/2.5# CS. 
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Hit enter to be brought to this screen. 

 

Here, you can see the warehouse this product is stored. 
Quick warehouse code glossary: 
BR – Brokerage 
BT – Bardstown 
CG – Louisville 
CI – Cincinnati 
CS – Columbus 
IN – Indianapolis 
LE – Lexington 
NA – Nashville 
To see a picture of this product, hit “a” for Attachments. 
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This is the picture of the product. 

 

To find information on this product, hit “.” Then “I” for Info. 
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A pdf will open with the picture and description of the product.  This is the same info a 

customer will see when they are online or on the app. 

 

Descriptions and pictures are maintained by our Digital Content Creator, Joey Mudd, with the 
help of the purchasing team.  If you see incorrect information, please send a Zendesk ticket to 
Joey Mudd as part of the Marketing team and he will update. 
If you need to find out if the product is stored frozen or fresh, follow these steps. 
While a warehouse with inventory is highlighted, hit “L” for Location. 
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Look at the default pick location on line 1. 

 

If the pick location starts with an “F”, that item is housed in the freezer.  If the pick location 
starts with a “W”, the item is housed in the dry warehouse (meaning it is shelf stable).  All other 
pick locations are refrigerated areas. 
What if you need more information about this product?  The purchasers are your first choice 
for finding out more information.  Let’s find who the purchaser of a product is. 
Follow this path.  10 – Master Files à 1 – Product files à 1 – Products 
Or hit the speed key, .34 
 



40 
 

 

If you know the item code, hit “f” for Find and type in the 5-digit item code. 
Or hit “s” for Search and then search for the item.  Let’s look at that squid we were looking at 
earlier.  It is item 48508. 
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This screen has lots of information, most of which is used by the purchasers.  Line 8 has the 

Buyer.  For this product, the Buyer is KB.  You will get to know the employee codes of the 

purchasers well.  KB is Ken Berry.  If you’d like to find out that information, ask your neighbor; it 

is likely they know.  In the event no one is available, go to line 8 and then hit “s” enter to 

search. 

 

You will see a list of all employee codes.  Be careful, though, you don’t want to accidentally 

change the purchaser; hit escape after viewing these employee codes. 
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How to add Pick instructions or comments 

There may be instances where you need to add a special instruction for the pickers to hear when they 

pick an item.  For instance, a customer wants green tip bananas.  When you are entering the order on 

the profile, first enter the quantity, then hit enter twice.  Next hit “c” for Comments 

 

This menu will be brought up. 

 

Use the arrow key to go to “Pick Ticket Instruction” and hit enter. 
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Enter the comment.  Please refrain from using any special characters (! & #, etc) as they are not 

recognized by our picking system, Dematic.   
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How to Search for an order 

Go to the Sales Order Entry screen. 

3 – Sales Orders → 1 – Sales order entry 

 

Upon entering that screen, then hit “S” to highlight Search on the bottom menu.   

 

Hit Enter to bring you to this screen.  Then hit “s” enter to search for the customer. 
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Type in at least 3 characters to search.  For this example, I am searching for the Test customer. 

 

Arrow down to the customer. 
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Then hit Enter.   

 

Hit Enter 3 more times.  Now you will see this screen with all the orders placed for this account.   
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You can choose a sales order, click enter and then open that sales order.   
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You can hit “E” for Entry to bring you to this screen to see what is on this sales order.   

 

If you need to add an item to this order, hit INSERT and then “s” enter to search for the item.   

If you need to delete an item, hit DELETE.  You will get a pop up that looks like this: 

 

The default is no.  You will need to arrow up to Yes to delete the item.  
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How to Void an Order 
 
After you have found the order you wish to void, use the arrow keys or hit “v” twice to highlight 
Void.  You can void any orders in Open status. 
 

 

Then arrow up to Void this sales order. 

 
Next input a reason code.  Hit “s” enter to search for available codes. 
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Pick the reason code that applies. 

 
Hit enter. 

 
Enter comments if needed then hit escape. 
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How to print an invoice 
 

After you have located the order you’d like to print, Hit I for Invoice. 

 

Hit enter.  

 

Hit S enter to search for a printer.  Hit enter to print to the selected printer. 

If you’d like to email a copy of an invoice, find Email 
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Hit enter.  A list of contacts will appear.  The contacts with > will be sent the invoice.  Use the 

space bar to select/deselect contacts.   

 

If this invoice needs to be emailed to a recipient not listed, deselect all then hit enter and enter 

the email address.  
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Hit enter 3 times and the invoice will be sent to the email listed.  
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How to find the location of a customer’s truck 

One of the common questions you will get is, “Where’s my truck?”  Here’s how to find this 
information. 
  
Search for the customer’s order using the directions outlined previously. 
Once you have the order up, hit “T” for Trip 
 

 

This brings up the Trip Entry screen.  Line 1 shows the route number.  Line 7 shows the 

driver.  Enter “U” for Update. 

 

This screen shows the stops this driver has made and how the stops are ordered. 
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We can see that the driver has been to Magnolia Springs, J. Alexanders, California Pizza Kitchen, 

Yang Kee Noodle and Bristol East.  He has arrived at Brasserie Provence and is still there.  If you 

were speaking to someone from Southeast Christian, you could tell them that the driver is 

coming to them next.  If you are speaking to someone from Havana Rumba Middletown, you 

can say, “the driver has 3 stops before coming to you”.  It is not a good practice to give out 

actual times as we have no way of knowing for sure when the driver will arrive.  Several factors 

come into play here: traffic, how big the delivery is, if there are any problems, distance 

between stops, etc.  You can make an estimate if the customer insists but be sure to tell the 

customer it is just an estimate. 
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How to Enter a Standing Order 

Standing orders of stock product can be entered by anyone.  A standing order of a special order product 

must be entered by the purchaser of that product.  

Standing orders are populated on Sundays for the coming week.  If you enter a standing order on a 

Monday, the orders won’t be created until the following Sunday for the week ahead.  

No special cut meat or Prep Kitchen items should be put on a standing order to be delivered on 

Mondays.  We do not process meat or Prep Kitchen over the weekend, so there would be no way to 

produce these items in time for a Monday standing order.   

If a customer wants to make a change to a standing order for one week, be mindful that the changes 

have to be made after the orders populate on Sundays.   

Standing orders can only be made weekly, not bi-weekly or monthly. 

Go to the customer master page of the customer who needs the special order. 

Hit the “.” Key and then “s” 5 times to get to Standing. 

 

Enter the product code or “s” enter to search for the product. 
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Enter the quantity for each day needed.  In this example, I have entered 1 case of red delicious apples to 

be delivered every Monday, Wednesday and Friday. 

 

If a customer already has a standing order for any product, hit Insert to add another line for a different 

product.   
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How to Exclude a Product for a Customer 

There may be instances where a customer never wants to get a certain product.  Produce Pro can 

exclude a product making it unable to be ordered.  For example, Test Customer never wants 5x6 

tomatoes.   

Go to the Customer Master Maintenance page.  1 → 10 → 2 → 1.  Or by hitting .32 

 

Search for the customer 
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And select the customer 

 

Hit the “.” Key to bring up the secondary menu and then hit “E” until you highlight “Exceptions”.  You 

can also use the arrow keys to navigate to “Exceptions”.   
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Hit enter when you have reached this screen 

 

Hit the Insert key on your keyboard to insert a new exception.   
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Hit “S” enter to search for the item then type in the item.   

 

Arrow down until you have found the item.  
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Hit Enter.  You can add an expiration date if that applies.  You can also leave that field blank and the 

item will not have an expiration date.  

 

Hit enter 3 times to bring you to the next line.  You can continue adding exclusions if needed, or you can 

hit escape three times to go back to the customer master.  You must enter through to the next line.  

Otherwise, your exclusion will not be saved.   
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How to set up an auto-substitution or prevent substitutions of a 

product 

Go to the Customer Master Maintenance page and bring up the customer.   

Hit “.” And then go to Exceptions.   

 

Go to More Information, Product 
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If there are currently auto-subs in place for this customer, this screen will appear.  

 

Hit enter to select any product.   
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Hit “A” for Add 

 

For this example, we will say that anytime this customer is shorted Thai Basil, they would like to have 

regular basil.  In this screen, hit “s” to search for Basil. 
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Then select Thai Basil 

 

Enter through the fields on the first page.   
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If this customer never wanted a substitute on this product, you can put a “Y” in line 1 Prohibit 

Substitutions. 

 

For this instance, however, the customer would like the Thai Basil to be auto-subbed.  Continue hitting 

enter to get back to the first page.  

Then hit “S” for Substitute.    
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Hit enter 

 

Hit “S” enter to search for the product.   

Select the product you want to be auto-subbed. 
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You can modify the ratio if needed.  This product is 1 pound of basil, which would be equivalent to 1 

pound of Thai Basil.  However, you may want to set up an auto-sub of two items that are not of like pack 

size.  In that instance you may need to adjust the ratio.  (ex. Subbing 2 – 10# cases of something for 1 – 

20# case).  Once you have entered through to the next line. 

 

You can then hit escape 4 times to get back to the Customer Master Maintenance page.  Now the Test 

customer will always receive Basil in the event the Thai Basil is shorted.   
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How to print a Price List 

After entering Produce Pro, go to 8 – Pricing → 1 Prices Print 

There are many options to choose from.  

In many instances, customers will want their profile price list. There are several options.   

PROFILE PRINT IN 2 COL W/ PRIC will print a price list of items on the customer’s profile. 

 

On Line 5, enter the customer.   

 

Hit G for Go. 
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Enter the email address to send the profile to.   

 

This is what the report looks like.  

 

Another useful list to print is ORDER GUIDE PRINT. 
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This report is helpful to the customers to use as an order guide.  

 

 

There are many more price lists.  Ask a co-worker if you are trying to find a particular price list.   
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How to look up a price for a customer 

From any screen, hit F9, then arrow down to Customer Pricing. 

 

Enter the customer and the product.   

 

Hit enter. 
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If you need to look up an additional product, arrow to Product to enter another product.  
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How To Run A 5 Month Trend Report 

After entering Produce Pro, go to 11 → Sales Analysis → 5 Sales analysis reports → 10 MORE → 8 Sales 

analysis comparison. 

 

Go to CUST TRE 2 : CUSTOMER MO TREND 2 

 

 

 

Enter the Customer Category(ies).  For this example, I used ID for Indianapolis.   
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That will bring you to this screen: 

 

If you are running this report at the end of a month, leave the month on line 7 the same.  If you are 

running this at the start of a new month and you want to see the months prior, change the month to the 

prior month.  For example, if I am running this report on May 1, 2018, I would not want May’s numbers 

included since there will be very little.  Change the month to the month prior (in this case 04/18).   

On line 1, select the printer you would like to use.  Enter “1” go get to line 1 and then “s” enter to search 

for available printers.  Once on the printer screen, you can start typing a printer name to jump to it or 

use the arrow keys to find the desired printer.  
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B – Browse (report will open up in Ppro) 

EMAIL – report will be emailed to you in pdf form 

Or you can choose the printer in your region and print directly.  Be aware that these reports are quite 

long for some regions and you may want to default to emailing them to yourself.   

 

Hit “G” for Go: 
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Then enter your email address and a subject. 

 

Continue hitting enter and the report will come to your email.   
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How To Run 5 month trend report by department 

This report will show customers’ buying habits across each line of product for the last 5 months 

 

For 5 month trend, choose CUST 5 MONTH DEPT TREND 
 

 

Input the produce category you would like the report to be run. 

 

If you are running this report on the last day of the month, you do not have to change the month.  If you 

are running this report on any other day of the month, you will need to change the month on line 6 to 

reflect the previous month.   
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Pick your printer and hit Go. 
 
Here's a snippet of this report.  
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How To Run a Year over Year report by department: 

This report will show by customer and department, sales monthly, this year vs. last year. 

 

 

Input the produce category.  
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Input the date range on line 5.  For example, if you want this report to show this May vs. May 2018, 

input the date range 05/01/19 and 05/31/19 
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Select your printer and hit Go. 

Here is a snippet of this report. 
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How To Run A Monthly Class Comparison By Customer: 

After entering Produce Pro, go to 11 → Sales Analysis → 7 Sales analysis reports → 11 MORE → 8 Sales 

analysis comparison. 

 

Go to CUST/CLS/M : CUSTOMER / CLASS MONTHLY 

 

 

Enter the customer.  For this example, I’m entering Branch.  I hit “s” for search and then entered 

“branch” and selected Branch.   
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Then change the printer in line 1 to Email. You can also change the date in line 7.  In this instance, the 

report will show sales from April and March of 2018.  If it is the beginning of a month, you will need to 

choose the previous month.   Next hit Go.  

 

Enter your email address and a subject.  Continue hitting enter until you are out of the report and the 

report will be emailed to you.  
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How to run a Profile Analyzer 

Follow this path: 

3 – Sales Orders → 14 → Sales reports → 11 - MORE … → 4 – Customer buying patterns 

 

Select the configuration, Weekly Cal : Weekly Calls 

 

On line 1, select the printer you would like to use.  Enter “1” go get to line 1 and then “s” enter to search 

for available printers.  Once on the printer screen, you can start typing a printer name to jump to it or 

use the arrow keys to find the desired printer.  
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B – Browse (report will open up in Ppro) 

EMAIL – report will be emailed to you in pdf form 

X – Export (report will be exported to Excel and emailed to you) 

If you pick X for Export, another screen will pop up; hit escape to go out of that screen.  

 

Or you can choose the printer in your region and print directly.  

On line 4, enter the dates you would like this report run.  Default dates are for the last week.  You can 

enter the date in 6 digit form (100818 for October 8, 2018, for example) or hit “C” to bring up the 

calendar.  To navigate the calendar, use the arrow keys to move on the current calendar or the Page up 

or Down keys to change months.   
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Next, enter the customer on line 5.  Hit “5”, then enter in the customer code or hit “s” enter to search 

for a customer.  

 

For this example, I will be emailing the report to myself, for the customer, Jack Fry’s for the last 6 

months.   
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Enter “g” for Go to run the report.   

When you get to this screen, enter the email address you would like this report to go to and a subject, if 

needed.   

 

This report shows the items sold with the product number, quantity, how many orders, average price 

and last sales date.  It’s a good report to run to determine items that a customer used to buy but have 

stopped buying.   

For example, this customer purchased 30, 5# bags of Ruby Trout, but has not had an order since 11/04.  

Could there be a menu change or is this customer buying this product from a different vendor?   
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