
Retail Orbit Overview

Navigating the site
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Getting started with Retail ORBIT

• www.retailorbit.com

• Retail Orbit is your 
one-stop-shop for 
reporting and client 
needs. 

• It’s a cloud based
system that can be 
accessed anywhere 
with internet service.

• Explore and test out 
reports- you won’t 
break it!
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Finding support 

24/7 Help- click here to
• Access knowledge base
• Open a support ticket in Zendesk
• Check support ticket status

Submit a Ticket – click here to
• Open a support ticket in Zendesk
• Check support ticket status
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Finding reports & data
Dashboard / Client 
Progress Overview

Analytics Reports

Report Library

Data exports & files

Client Profile

KPI Analysis
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The Dashboard
Client Progress Overview
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Select one, some 
or all Locations

Select one, some 
or all Categories Select one, some 

or all Classes

Adjust the number 
of selling days in 

the month

Filtering the Dashboard



KPI Dashboard

Select the KPI 
icon to open the 
window to the 

right
Select a time frame and
compare Actual sales to
Plan and the previous

7

year
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KPI Dashboard

Select the KPI icon 
to open the window 

below

Here you have more 
options to filter for 
time periods and 

hierarchy.
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Sections are organized by functionality, 
and most reports can be filtered

Analytics
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Report Library The plans and reports shown 
here automatically update 
each month as well as any 
new custom reports you save



Report Library

Select the
month of
the report

Select
Cost or
Retail

For MTD 
reports, 

shows data 
thru this date

Date of
last data
update

Select to 
view on-
screen or 

generate a 
PDF

Create, modify 
& save custom 

reports

Select the 
report 

hierarchy by 
class, by 

location, etc.

Select the 
start and end 
date of the 

report
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Generating Reports

Select here to 
view live Web 

View

Select here to 
generate a 

PDF
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Generating Reports

2. Then select the OK 
button

3. Then select the download 
arrow to generate the report

1. After selecting the
Generate PDF icon, you
will get the OK message
above when successfully

generated

4. And here is the 
PDF Report
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Here are the filter 
and sort options for 
a custom Merch Plan

PDF & Custom View Configuration

Input a unique 
name for the 

report

Select the 
Report Period

Select the type 
of sort Select one,

some or all
Locations

Save the 
custom report

Select the 
default sorts or 
custom sorts

Select one,
some or all
Categories

Select one, 
some or all 

Classes
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The filter and sort options will change per the report selected.

PDF & Custom View Configuration

These are the filter options for to 
customize a Merchandise Plan
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The filter options 
expand to customize 
an OTB Recap report.
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This section can be 
used to upload data 
manually for non 
shuttle clients.

You can also check 
when data was last 
imported and 
specifically what 
numbers were 
imported.

The data menu

Click on the Data 
icon to open the 
data window to 

the right
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This section can be used to see the customer 
profile with class structure and locations.

Client Profile

Click on the 
Profile icon 
to open the 
window to 
the right
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