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MOC PRODUCTS

Revenue Reports with Copilot

Internal training — step-by-step procedure

Use this workflow every month to pull pre-revenue data from Phocas, generate per-store
revenue reports through Copilot, and send them out to your customers.

Step-by-Step

1 Login to Outlook.

2 Hover over the 9 dots in the top left, then choose Microsoft 365 Copilot.



= L 25 outlock.cloud. microsoft/mailfinbox/id/AdkALgAAAAAAHYODEapmE:

oo

1 Qs Bl re [ Linkedn B cFF " rwordd g discord E ESPN

% Search or ask Copilot

1 Find Microsaft 365 apps

du g
o = Tl
Microsoft 365 More apps
Capilot

‘Eﬁ _:& G E!.ﬂ @ on T08 P

1 58t thi.,

[iocument Waorkbook fresentation Sureey Creats miore

? =y
on 121 PhA
ENChMma...

The 9-dot app launcher in Outlook — click “Microsoft 365 Copilot.”

Go to Phocas and select Pre Revenue Report.
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From the Phocas Home screen, click “Pre Revenue Report.”
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Export the report to Excel or CSV.
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Name

CAVENDER TOYOTA

TOYOTA OF CEDAR PARK (NEW)
Red McCombs Toyata

Universal Toyota

Toyeta of North Austin (C5C)
ALLEN HONDA (DKP)

P
Previous

JIM NORTON TOYOTA OF OKLAHOMA CITY

Stevinson Toyota East
PARKWAY CHEVROLET

Stevinson Toyota West (CSC)

Group 1 Toyota Fort Bend
THOUSAND OAKS AUTOMOTIVE
PARK PLACE LEXUS PLANG

David McDavid Honda Frisco
COVERT CADILLAC

Bob Howard Toyota

COWBOY KA

Red McCombs Ford

POST QAK TOYOTA.

TOMMIE VAUGHN FORD

TOYOTA OF PHARR (NEW)
LEGACY FORD OF ROSENBERG
CHRIS NIKEL CHRYSLER JEEP DODGE
SHOTTENKIRK SAN ANTONIO, LLE
Lexus Southwest Houston (CSC)
Gunn Acura

Grapevine Honda

PARK PLACE LEXUS GRAPEVINE
COVERT FORD

Big Star Hyundai

Gunn Honda

ROUND ROCK TOYOTA

BATTISON HONDA

DOGGETT FORD SOUTH LOOP
ORR HONDA OF HOT SPRINGS

FDERR ABD TAVATA
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pre-revenue report. Use the prompt below.
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In the Pre Revenue Report, click the “Export” button (top right) and choose Excel.
—

Open Copilot and import your revenue report spreadsheet along with your exported
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Can you take the export of sales in May and populate my spreadsheet of Abilene stores

o'/ Export-20260...

has its own tab.
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Upload BOTH files into Copilot. Then type a prompt like: “Can you take the export of sales in May
and populate my spreadsheet of [region] stores. Each store in [region] has its own tab.”

When asked, answer: yes, yes, yes — and “full-service level population.”



What you'll likely want next (recommended)
To fully automate this the way you probably expect (like your Houston file work):
| can:

1. Map every service category (Brake, Coolant, Fuel, etc)
2. Populate each store tab completely for May

3. Ensure totals reconcile correctly (services + revenue alignment)

Quick next step (fastest path)
Tell me one thing:

Do you want:

. Full service-level population (every line filled for May)
. or

. Just totals + a summary sheet per store

I'll rebuild this cleanly and get you a fully aligned version in one pass.

c 469

-+ full service-level population

©

Al-generated content may be incorrect

When Copilot asks what you want next, type: full service-level population — then send.

Download your file.

Check the file and save it to wherever you keep your reports.
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What a finished revenue report should look like — every store on its own tab at the bottom, with
monthly data filled in.

Email the per-store revenue reports out to your customers.

Email Template for Customers

Use this as a starting point when sending the per-store report. Replace [Name] with the recipient and (Your
Name) with your own sign-off.

N
Subject: Your YTD Revenue Report — quick preview
Hi [Name],
Attached is your store's revenue report through May 2026. Here's what you're looking
at:

Service categories down the left (26 in total) with current pricing in column C.

Monthly service counts across columns G-R (Jan-Dec) — May is in column K.

Row 28 totals services, labor hours, and revenue by month.

Row 30 shows average per advisor.

V28 is your YTD revenue — the top-line number.
Let me know if anything looks off or if you'd like to walk through the numbers.
Mahalo,
(Your Name)
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