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The Extended Employee Performance Summary provides a detailed overview of your employees’ performances. The report includes 

a range of statistics for services, retail sales, appointment tags and individual service categories. The last page of the report displays 

the total statistics for all employees included in the report. This report will allow you to easily compare key areas of your employees’ 

performance.

EMPLOYEE PERFORMANCE 
SUMMARY: EXTENDED

Tools > Reports > Employees >  
Performance Summary: Extended

SERVICE

• Hours worked: Hours worked by 
the employee. This is calculated from 
the Schedule or via the Attendance 
screen if the time logging feature is 
used in Shortcuts. Break times are 
excluded from this calculation.

• Productivity: This is a percentage 
calculated by dividing the amount 
of time booked on the appointment 
screen (including tasks) against the 
hours worked for the period. 

• Service Clients: The number of 
clients who visited the employee for 
a service. 

• Service Clients per Hour: The 
number of clients that have had a 
service divided by the number of 
hours worked.

• Service $ per Hour: The total 
service $ amount for an employee 
divided by the number of hours 
worked. This total will include 
any discounted amounts credited 
towards employee taking.

SERVICE (CONTD.)

• Service Average Ticket: Total 
service amount ($) divided by 
number of service clients. This total 
will include any discounted amounts 
credited towards employee service 
($).

• Service Rebooking (%/No.): 

Percentage - The percentage of 
appointments rebooked.

Number - The total number of 
appointments due to a rebooking.

• Service Costs: The costs associated 
with services performed by the 
employee.
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RETAIL

• Retail Clients: The total number of 
clients that had a service and also 
bought retail.

• Retail Total ($/pts): 

Takings - The total retail amount 
($) purchased by clients who had a 
service.

Units - The total number of individual 
retail units purchased by clients who 
had a service.

• Retail Average Ticket: The total 
retail amount ($) divided by the 
number of clients who had a service.

• Retail Units per Ticket: The total 
number of units divided by the 
number of clients who had a service 
and purchased retail.

CONV

• Retail Conversion %: The 
percentage of service clients that 
also purchased retail.

• Retail Conversion Avg Ticket: The 
total amount of retail ($) divided by 
the number of service clients who 
bought retail. This total will include 
any discounted amounts credited 
towards employee product totals 
($).

SERV + RET

• Service + Retail Avg Ticket: The 
total amount of services ($) plus the 
total amount of retail ($) divided by 
the amount of service clients.

• Service + Retail ($/pts): 

Takings - The total amount of 
services ($) plus the total amount of 
retail purchased by service clients 
($).

Points - The total number of points 
taken from retail over the date range 
chosen.

• Retail To Service %: The total retail 
amount ($) divided by the total 
service amount ($).
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RETAIL ONLY

• Retail Only Clients: The number 
of clients who purchased only retail 
items.

• Retail Only Total ($/pts): 

Takings - The total amount ($) of 
retail only purchases. This total will 
include any discounted amounts 
credited towards employee product 
totals ($).

Points - The total number of points 
credited to employees from clients 
who purchased retail only that did 
not have a service over the given 
date range.

• Retail Only Average Ticket: The 
total amount ($) of retail only 
purchases divided by the number 
of retail only clients. This total will 
include any discounted amounts 
credited towards employee product 
totals ($).

• Retail Only Units per Ticket: The 
total number of units divided by the 
number of clients who purchased 
retail only.

SERVICE CATEGORY

The total amount ($) and the number 
of services from the 10 service 
reporting categories.

TOTALS

• Total Sundry+GC ($/pts): The total 
amount ($) of sundry items including 
gift certificates. For gift certificates, 
the allocation of money depends on 
whether the employee receives a % 
of sale in the gift certificate setup. 
This total will include any discounted 
amounts credited towards employee 
sundry totals ($).

• Total Retail ($/pts): The total 
amount ($) of all retail purchases.

• Total Takings ($/pts): 

Takings - The total amount ($) of 
services / retail and sundry items.

Points - The total number of points 
credited to employees from client 
purchases over the date range 
chosen. This total will include any 
discounted amounts credited 
towards employee service / retail or 
sundry totals. 

• Total Clients: The total number of 
service clients and retail only clients.

TAGS (TOP 5)

The 5 most used appointment tags 
over the given date range.


