
Chapter 13 

Working with Reports 
Gecko Microsolutions, Inc., takes reports very seriously. We know that many times a software program is 
only as good as the reports that our customers can get from it. Reports are even more challenging in 
Employee Management because of the incredible variety of information contained in the database. Adding 
to this challenge is the fact that different organizations require different types of reports to fit different 
circumstances. All of these challenges add up to a demand that requires more than a handful of “canned” 
reports that a user can choose from. Gecko’s approach to reports for our products is to provide five major 
design goals of our products reporting feature: 

1. To have as many attractive, easy-to-read, and comprehensive “off the shelf” reports as possible. 

2. To place these reports in the same screens that the users use to lookup and retrieve the information 
they want to report on. 

3. To give the user the maximum control of the information selection and sorting for these reports as 
possible. 

4. To allow the reports to be exported to a variety of formats like word process or spreadsheet files to 
allow the user tailor the look and content of a report using a variety of software tools. 

5. To allow the use to create and customize new reports that can be run from the software. (To learn 
more about this optional feature see Chapter 14 – The T.O.M. Report Customization Optional 
Feature) 

Many Easy-to-Read Reports, Placed Where You Need Them 
The T.O.M. Employee Management software ships packed full of easy-to-read and comprehensive reports. 
Unlike other software programs, the T.O.M. Employee Management software doesn’t make you leave your 
search screen and run reports from a special reports menu. Instead, the reports are put right where you need 
them in the screens where you are actually looking at and working with the information.  

For example, suppose you are searching for all employees with an employee type of Driver who have a 
birthday this month and you want to print the search results. All you need to do is click on a Print button in 
the Employee Search Screen rather than leaving that screen and going to a special report screen and then 
re-entering your search criteria for the report. 

The Employee Management Reports are grouped into seven categories: 

1. Employee Reports 

2. Reminder Reports 

3. Absence Reports 

4. Training Reports 
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5. Accident Reports 

6. Notes Reports 

7. Check-In Reports 

8/ Lookup List Reports 

Each of these reporting areas will discussed in more detail later in this chapter.  (NOTE: you view a 
printed example of every ‘of the shelf’ report available in the T.O.M. Employee Management software in 
Appendixes – A.1 – A.8 later in this book.) 

Giving You Control of What Information is on the Reports 
and How Its Sorted 
As you have discovered, the T.O.M. Employee Management software has many powerful search screens 
that allow you to lookup exactly the information you need in the way you need it. Gecko has linked all the 
reporting so that your reports will obey the searching criteria you have entered giving you maximum 
control of what information will appear on your reports. In many cases, you can also dictate the sort order 
of your search results. Many of the reports available to you will use this sort order when printing the 
information. (Some reports by design require a certain type of sort order and will, therefore, not use the 
sort order you have specified).  This chapter includes detailed examples later on how a user can control 
what information is selected to appear on a report and in some cases how the sort order of that information 
can be controlled as well. 

The T.O.M. Report Preview Screen and Exporting Reports to 
Other File Formats 
The T.O.M. Employee Management software allows you to preview all of your reports on your computer 
screen before you decide if you want to actually print the report to paper.  This preview screen gives you 
many handy features to allow you to look over your report thoroughly before printing it.  While in this 
preview mode, you can choose to save your report to a file like a word processing file or a spreadsheet file 
to allow you to modify the look and content of your report using a variety of other software programs. 
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Previewing Reports 
After you select the type of report you want to generate and click the Print button, the Employee 
Management system generates and displays the report preview.  

A partial report preview looks similar to : Figure 13-1
Preview tabs 

Icon bar 

Report 
preview 
Figure 13-1. Previewing a report 

 

There are two tabs in the report preview: 

Preview Tab • 
• Export to File Tab 
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Preview Tab 

The Preview tab contains an icon bar that allows you to navigate through the report, change your report 
view, search the report, and print it. 

Navigating Through the Report 

There are several ways you can navigate around the report: 

 
Click this icon to view the previous or next page in the report. For example, 
if you are on page 2 and click the up arrow icon, page 1 of the report 
displays. 

 
This box displays the current page number and the total number of pages.  

You can display a different page by clicking the arrows or by typing the page 
number into this box. For example, if you want to view page 4 of this report, 
you only need to type 4 into the box. You do not need to type 4/6. 

 

 

As you view pages, the preview “remembers” the order of the pages you 
have viewed. The Backward and Forward buttons allow you to navigate 
through the pages you have viewed in the order you viewed them. These 
buttons work the same way that the Back and Forward buttons work in a web 
browser. 

 

 

Changing Your View of the Report 

You can change your view of the report by zooming in or on it, or you can change the view by viewing one 
or multiple pages at a time. 

Zooming in or out: 

 

To change your zoom on the report, you can: 

Click the zoom in or zoom out icons. • 
• Type a different zoom value into the box and press Enter. 
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Viewing one or multiple pages: 

 

The first icon displays one report page at a time. This is the default view.  • 
• The second icon allows you to view more than one page at a time; this is the multiple page view. 

When you click on this icon, a popup icon bar displays: 

 

Figure 13-2. Selecting a multiple page view option 

As you move your cursor over the popup icon bar, you will see a description display at the bottom of 
it. In the example above, the icon was placed over the second icon in the second row, and the 
description for this icon is 2 x 2 pages, meaning that you will be viewing 2 rows and 2 columns of 
report pages.  shows how this looks: Figure 13-3

Figure 13-3. Viewing multiple report pages 

 

NOTES: 

If you change the zoom setting while viewing multiple pages, the view option changes back to 
the single page view. 

• 

• 
• 

If you double-click on a page, the view option changes back to the single page view. 
You can use the up/down arrow and Backward/Forward icons without reverting back to the 
single page view. 
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Searching the Report 

1. Click the  icon. The Find dialog appears. 

2. Type what you want to find into the Find what box ( ). Figure 13-4

Figure 13-4. Find dialog 

 

3. Click the Find Next button. If the Employee Management system finds what you typed into the Find 
what box, it highlights it:  

 

Figure 13-5. Searching reports 

The found 
text is 
highlighted 

Printing the Report 

To print the report: 

1. Click the  icon. 

2. Select your print options just as you would for any other document you print from your computer. 

3. Click the OK button to print the report. 

Export to File Tab 

If you want to save the report data, you can export it to a file so that the report information can be viewed 
in another application.  

Excel. This options exports the file so that you can open it in Microsoft Excel. • 
• 

• 
• 
• 

RTF. This is a format that is compatible with Microsoft Word, meaning that you can open an 
exported RTF file in Word. 
HTML. This is a format this can be opened with any web browser.  
PDF. This is a format that is compatible with Adobe Acrobat Reader.  
Text. You can open text files in many different software applications, including (but not limited 
to) Word, Excel, NotePad, and WordPad. 
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To export the report to a file: 

1. Select the Export to File tab in the Preview screen ( ): Figure 13-7

Figure 13-7. Export to File tab 

 

Figure 13-6. Selecting the Export to File tab 

2. Click in the Export to File checkbox. After you do that, you will be able to type the name you want to 
save the file as and to select the export file type. 

 

Click Export to 
File.  

After you select 
this option, you 
will be able to type 
the file name and 
select the file 
format you want to 
export the report 
to. 

3. Select the export file format. In this example, Excel has been selected. The reason you select this first 
is that when you select the file location and file name, it adds the correct file extension for you. 

4. Click the Browse button.  

5. Navigate to where you want to save the file ( ). Figure 13-8

Figure 13-86. Type the name you want to file as in the File name box ( ). 
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Navigate to 
where you want 
to save the file. 

Type the name 
you want to save 
file as here. 

The file type you 
selected in the 
Export to file tab 
displays here. 
You do not nee
to type the 
extension. The 
Employee 
Management 
system

d 

 adds it for 
you. 

 

Figure 13-8. Selecting where you want to save the exported file 

7. Click the Save button. The Employee Management system closes the screen and returns to the Export 
to File tab. 

 

Notice that the file 
extension has been 
added for you. 

Click the Export 
button to export 
the file. 

Figure 13-9 Export to File tab after selecting file export and name 

8. Click the Export button. The Employee Management system exports the report into the location you 
selected. You can now open the exported file in the appropriate software; for example, if you selected 
Excel, you can open that file in Excel. 
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Employee Reports 
Employee reports are available from the Print button in the Employee tab from the Search Employees 
screen. Some of these reports are also available from the Print button on the Employee Maintenance in the 
General, Employment & License and User Tabs.  The T.O.M. software has a rich selection of reports to 
print from this screen; to help organize this selection, the reports are organized into four reporting classes.  
Below is a list of each of these classes and a brief explanation of each class: 

1. BASIC – These reports are general reports giving a general information about the selected employees. 

2. DETAIL – These reports list specific information regarding the employee (for example, an employee 
and the address or an employee and the employees certification information). 

3. PROFILE – These reports list comprehensive information regarding the employee. 

4. SUMMARY – These reports give summary counts of employees by a specific category. For example, 
the Summary Report by Department lists all the departments and the number of employees assigned to 
each department. 

Below is a chart listing all the Employee Reports available, what class of report they are, and whether or 
the report uses the sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

1 Line Report A one line report of that lists basic employee information - name, 
address, phone and status flag 

BASIC Yes 

1 Line Report - No Phone A report that lists basic employee information - name, address 
and active flag 

BASIC Yes 

2 Line - No Phone A two line report of that lists basic employee information - name, 
address, status flag, seniority, SSN, birthday, hire date, vehicle, 
emp. Type, cert. date, and lic. Exp. Date. 

BASIC Yes 

2 Line Report A two line report of that lists basic employee information - name, 
address, phone, status flag, seniority, SSN, birthday, hire date, 
vehicle, emp. Type, cert. date, and lic. Exp. Date. 

BASIC Yes 

Notes Report A report that lists all notes for each employee DETAIL Yes 

Route Report A report listing employees and their routes.  The report is portrait 
in orientation. 

DETAIL No 

With Certification #  & Date  A simple report listing the employee's name, certification number 
and certification date 

DETAIL Yes 

With Address & Mailing Address 
Report 

A report listing employees with their residential address and their 
mailing address 

DETAIL Yes 

With Employee Type Report A report listing employees with their employee types DETAIL Yes 
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Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

With License Exp. Date & Vehicle 
Report 

A report listing employees with their license expiration date and 
vehicle. 

DETAIL Yes 

With License, Exp. Date & DOB A report listing employees with their license #, license expiration 
date & date of birth 

DETAIL Yes 

With Phone, Vehicle # & Emp. 
Type Report 

A report listing employees with their phone #, assigned vehicles 
and employee type 

DETAIL Yes 

With SSN and Employee Type 
Report 

A report listing employees with their SSN and employee types DETAIL Yes 

With Supervisor Report A report listing employees with their supervisor DETAIL Yes 

With Supervisor Report Sorted by 
Supervisor 

A report listing employees with their supervisor sorted by 
supervisor last name. 

DETAIL No 

With Type, Hire Date & Seniority 
Report 

A report listing employees with their employee type, hire date 
and seniority 

DETAIL Yes 

With Vehicle & Signature Report A report listing employees with their vehicles and a signature 
line 

DETAIL Yes 

With Vehicle Report A report listing employees with their assigned vehicle DETAIL Yes 

Comprehensive Profile A detailed profile sheet listing all the base employee information 
and all the training, notes, reminder, accidents, absence and 
training information for each selected employee 

PROFILE Yes 

Detail Profile A detailed profile sheet listing all the base employee information 
for each selected employee 

PROFILE Yes 

Summary Report - By City A report summarizing the number of employees that are assigned 
to each city 

SUMMARY No 

Summary Report - By Department A report summarizing the number of employees by their 
department 

SUMMARY No 

Summary Report - By Division A report summarizing the number of employees by division SUMMARY No 

Summary Report - By Employee 
Type 

A report summarizing the number of employees that are assigned 
to each employee type 

SUMMARY No 

Summary Report - By Ethnicity A report summarizing the number of employees by their assigned 
ethnicity 

SUMMARY No 

Summary Report - By Gender A report summarizing the number of employees by their gender SUMMARY No 

Summary Report - By Mailing 
City 

A report summarizing the number of employees by their 
mailing city 

SUMMARY No 

Summary Report - By Mailing A report summarizing the number of employees by their SUMMARY No 
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Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

State mailing state 

Summary Report - By Mailing 
Zip code 

A report summarizing the number of employees by their 
mailing zip code 

SUMMARY No 

Summary Report - By State A report summarizing the number of employees by their state 
of residence 

SUMMARY No 

Summary Report - By Status A report summarizing the number of employees by their 
status 

SUMMARY No 

Summary Report - By Supervisor A report summarizing the number of employees by their 
supervisor 

SUMMARY No 

Summary Report - By User Field 
#1 

A report summarizing the number of employees by the value 
entered in user defined field #1 

SUMMARY No 

Summary Report - By User Field 
#10 

A report summarizing the number of employees by the value 
entered in user defined field #10 

SUMMARY No 

Summary Report - By User Field 
#2 

A report summarizing the number of employees by the value 
entered in user defined field #2 

SUMMARY No 

Summary Report - By User Field 
#3 

A report summarizing the number of employees by the value 
entered in user defined field #3 

SUMMARY No 

Summary Report - By User Field 
#4 

A report summarizing the number of employees by the value 
entered in user defined field #4 

SUMMARY No 

Summary Report - By User Field 
#5 

A report summarizing the number of employees by the value 
entered in user defined field #5 

SUMMARY No 

Summary Report - By User Field 
#6 

A report summarizing the number of employees by the value 
entered in user defined field #6 

SUMMARY No 

Summary Report - By User Field 
#7 

A report summarizing the number of employees by the value 
entered in user defined field #7 

SUMMARY No 

Summary Report - By User Field 
#8 

A report summarizing the number of employees by the value 
entered in user defined field #8 

SUMMARY No 

Summary Report - By User Field 
#9 

A report summarizing the number of employees by the value 
entered in user defined field #9 

SUMMARY No 

Summary Report - By Vehicle 
Type 

A report summarizing the number of employees by the 
vehicle type of the vehicle they are assigned to 

SUMMARY No 

Summary Report - By Zip code A report summarizing the number of employees by their zip 
code 

SUMMARY No 
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NOTE: To view printed examples of these reports see Appendix A.1 found later in this book. 

 

Generating an Employee Report from the Search Employees Screen 

Example: Creating a report containing basic information for all the bus drivers in your organization 

1.  Select Bus Driver as the Employee Type. 

2. Click the Find Now button. The Employee Management system displays the employee records that 
have Bus Driver as the Employee Type. 

1. Select 
Driver as the 
Employee 
Type. 

3. Click the 
Print button. 
2. Click 
Find Now to 
search for 
all the 
drivers. 

The results 
display in 
this 
window. 
 

Figure 13-10. Results of searching for bus drivers 

3. Click the Print button. The Employee Management system displays the Employee Search Reports 
screen ( ). Figure 13-11

Figure 13-11

Figure 13-11

Figure 13-11

4. Select the report type you want to generate ( ). 

5. Type a report title ( ). 

6. Click the Print button ( ). 
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4. Select 
the report 
type. 

5. Type a 
report 
title. 

the report. 

6. Click 
the Print 
button to 
preview 

 

Figure 13-11. Employee Search Reports screen 

Figure 13- 12

Figure 13- 12. Sample of partial employee report 

 shows a partial preview of this report: 

 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Generating an Employee Report from the Employee Maintenance Screen 

Example: Creating an employee report for an individual employee 

1. Search for the employee whose record you want to print ( ). Figure 13-13

Figure 13-13

Figure 13-13

Figure 13-13. Searching for a specific employee's record 

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-13). 

4. Click the Edit button ( ). 

1. Select the criteria 
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 

The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
button. 

 

NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ): Figure 13-14
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6. 

7. 

8. 

7. Select
report ty
want to g

8. You c
report tit

After yo
a report 
you can 
descripti

9. Click 
button to
the repor

T.O
6. Click the 
Print button to 
preview the 
report. 
 

Figure 13-14. Employee Maintenance screen 

Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-15

Figure 13-15. Selecting the report type, adding the report title, and generating the report preview 

Type a report title into the box if you want a report title to appear on the report  (Figure 13-15). 

 the 
pe you 
enerate.  

an add a 
le here. 

u select 
type, 
view
on here. 

 its 

the Print 
 preview 
t. 

 

.M. Employee Management Manual  13-15 



 

 

Chapter 13: Working with Reports 

9. Click the Print button to preview the report ( ). Figure 13-16

Figure 13-16. Previewing an individual employee's report 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Reminder Reports 
Reminder reports are available from the Print button in the Reminders tab from the Search Employees 
screen and also available from the Print button on the Employee Maintenance in Reminders tab. Below is a 
chart listing all the Reminder reports available, what class of report they are, and whether the report uses 
the sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

Reminder List 1 Line Report A report listing reminder information in 1 line per reminder 
record. The report lists the employee name and reminder 
information such as type of reminder, due & complete date of 
reminder and required & achieved hours and comment 

BASIC Yes 

Reminders Listed by Employee Listing Reminders by Employee. The report lists the 
employee name and reminder information such as type of 
reminder, due & complete date of reminder and required & 
achieved hours and comment.  The report is in portrait 
orientation. 

BASIC No 

 

NOTE: To view printed examples of these reports see Appendix A.2 found later in this book. 

Generating a Reminder Report from the Search Employees Screen 

Example: Creating a report containing the employee name and basic reminder information 

1.  Select Evaluation as the Reminder Category ( ). Figure 13-17

Figure 13-17

Figure 13-17

2. Select All to search for all reminder records ( ). 

3. Click the Find Now button. The Employee Management system displays the employee records for 
employees who have an evaluation reminder  ( ). 
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Figure 13-17. Results of searching for employees with evaluation reminders 

Figure 13-17
4. Click the Print button. The Employee Management system displays the Reminder Search R

screen ( ). 

5. Select the report type you want to generate ( ). Figure 13-18

Figure 13-18

Figure 13-18

Figure 13-18. Reminder Search Reports screen 

6. Type a report title ( ). 

7. Click the Print button ). 

5. Select 
the report 
type. 

6. Type a 
report 
title. 

the report. 

7. Click 
the Print 
button to 
preview 
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to search all 
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Find Now to 
search for 
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reminders.  

The results 
display in 
this 
window. 
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Figure 13-19

Figure 13-19. Sample of partial reminder report 

 shows a partial preview of this report: 

 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports

 

Generating a Reminder Report from the Employee Maintenance Screen 

Example: Creating a reminder report for an individual employee 

1. Search for the employee whose record you want to print ( ). Figure 13-20

Figure 13-20

Figure 13-20

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-20). 

4. Click the Edit button ( ). 
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The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
1. Select the criteria
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 
button. 

 

Figure 13-20. Searching for a specific employee's record 

NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ): Figure 13-21

6. 

13-
6. Click the 
Reminders 
tab. 

7. Click the 
Print button to 
preview the 
report. 
Figure 13-21. Employee Maintenance screen 

 

Click the Reminders tab. 
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7/ Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

7. Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-22

Figure 13-22. Selecting the report type, adding the report title, and generating the report preview 

8. Type a report title into the box if you want a report title to appear on the report (Figure 13-22). 

7. Select the 
report type you 
want to generate.  

8. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

9. Click the Print 
button to preview 
the report. 

 

9. Click the Print button to preview the report ( ). Figure 13-23

Figure 13-23. Previewing an individual employee's reminder report 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Training Reports 
Training reports are available from the Print button in the Training tab from the Search Employees screen 
and also available from the Print button on the Employee Maintenance screen in the Training tab. Below is 
a chart listing all the Training reports available, what class of report they are and whether the report uses 
the sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

Training List 1 Line Report A report listing training information in 1 line per training 
record. The report lists the employee, date, hours, type, 
instructor and location 

BASIC Yes 

Training List 3 Line Report A report listing training information in 3 line per training 
record. The report lists the employee, date, hours, type, 
instructor and location, units, vehicle, in service code, T/C 
code, proficient, BTW codes, brake code, equip. code 

BASIC Yes 

Training Listed by Employee Training Records by Employee. The report lists the 
employee, date, hours, type, instructor and location.  The 
report is in portrait orientation. 

BASIC No 

 

NOTE: To view printed examples of these reports see Appendix A.3 found later in this book. 

Generating a Training Report from the Search Employees Screen 

Example: Creating a training report containing the employee, date, hours, type, instructor and location 

1.  Select Classroom as the Training Type ( ). Figure 13-24

Figure 13-24

Figure 13-24

2. Select the training instructor from the Instructor pull-down list  ( ). 

3. Click the Find Now button. The Employee Management system displays the employee records for 
employees who have training matching the selected criteria ( ). 

13-22  T.O.M. Employee Management  



 
Chapter 13: Working with Reports 

1. Select 
Classroom as 
the Type. 

2. Select the 
instructor from 
the pull-down 
list. 

3. Click Find 
Now to search 
for all the 
drivers. 

The results 
display in this 
window. 4. Click the 

Print button. 

 

Figure 13-24. Results of searching for employees with classroom training 

4. Click the Print button. The Employee Management system displays the Training Search Reports 
screen ( ). Figure 13-25

Figure 13-25

Figure 13-25

Figure 13-25

Figure 13-25. Training Search Reports screen 

5. Select the report type you want to generate ( ). 

6. Type a report title ( ). 

7. Click the Print button ( ). 

5. Select 
the report 
type. 

6. Type a 
report 
title. 

the report. 

7. Click 
the Print 
button to 
preview 
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Figure 13-26

Figure 13-26. Sample of partial reminder report 

 shows a partial preview of this report: 

 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports

 

Generating a Reminder Report from the Employee Maintenance Screen 

Example: Creating a training report for an individual employee 

1. Search for the employee whose record you want to print ( ). Figure 13-27

Figure 13-27

Figure 13-27

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-27). 

4. Click the Edit button ( ). 
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The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
1. Select the criteria
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 
button. 

 

Figure 13-27. Searching for a specific employee's record 

NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ): Figure 13-28

Figure 13-28. Employee Maintenance screen 

6. Click the 
Training tab. 

7. Click the 
Print button to 
preview the 
report. 

 

6. Click the Training tab. 
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7. Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

8. Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-29

9. Type a report title into the box if you want a report title to appear on the report (Figure 13-29). 
8. Select the 
report type you 
want to generate.  

9. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

10. Click the 
Print button to 
preview the 
report. 
Figure 13-29. Selecting the report type, adding the report title, and generating the report preview 

 

10. Click the Print button to preview the report ( ). Figure 13-30

Figure 13-30. Previewing an individual employee's training report 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Absence Reports 
Absence reports are available from the Print button in the Absence tab from the Search Employees screen.  
Some of these reports are also available from the Print button on the Employee Maintenance screen on the 
Absence tab. The T.O.M. software has several reports to print from this screen; to help organize this 
selection, the reports are organized into two reporting classes.  Below is a list of each of these classes and a 
brief explanation of each class: 

1. BASIC – These reports are general reports giving a general information about the selected absences. 

2. SUMMARY – These reports give summary counts of absences by a specific category.  

Below is a chart listing all the Absence reports available, what class of report they are, and whether the 
report uses the sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

Absence 1 Line Report - By 
Code, Employee and Date 

A one line report listing employee absence information.  The 
report contains the employee, the date and type of absence, 
hours of absence and a comment.  The report is sorted by 
code, employee name, and date. 

BASIC No 

Absence 1 Line Report - By Date, 
Code and Employee 

A one line report listing employee absence information.  The 
report contains the employee, the date and type of absence, 
hours of absence and a comment.  The report is sorted by 
date, code, and employee name. 

BASIC No 

Absence 1 Line Report - By 
Employee, Date and Code 

A one line report listing employee absence information.  The 
report contains the employee, the date and type of absence, 
hours of absence and a comment.  The report is sorted by 
employee name, date and code. 

BASIC No 

Absences Listed By Employee Listing absences by employee.  The report contains the 
employee name and then all of his / her absences listing the 
date and type of absence, hours of absence and a comment.  
The report is sorted by  employee name and is in portrait 
orientation. 

BASIC No 

Absence Summary Report - By 
Absence Code 

A report summarizing absences by Absence Code SUMMARY No 

 

NOTE: To view printed examples of these reports see Appendix A.4 found later in this book. 
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Generating an Absence Report from the Search Employees Screen 

Example: Creating a Report Showing All Drivers with Absences In October 2004 

1. Select the search criteria on the Employee search screen.  shows selecting Driver as the 
search criteria, and  shows selecting a date range on the Absences tab.  

Figure 13-31

Figure 13-31. Selecting Driver as the search criteria 

Figure 13-32

 

Select your 
search criteria 
from these tabs. 

The results of 
your search 
display in this 
window. 

4. Click the 
Print button to 
start generating 
the report. 
2. Click the 
Find Now 
button to search 
the database. 
Figure 13-32. Viewing the search results for drivers who were absent in October 2004 
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2. Click the Find Now button to search the database for employee records matching your search criteria. 

3. Sort the records, if applicable. Most reports obey the sort order displayed on the screen. In this 
example, Figure 13-32 shows that the results are already sorted by the employee’s last name. Sorting 
absences by the employee’s last name is the default behavior, so you do not need to sort the records. 

4. Click the Print button to start generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. In this example, the Print button was clicked on the Absences screen, so you would be able to 
select a report type in the Absence report category. 

5. Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-33

Figure 13-33. Selecting the report type, adding the report title, and generating the report preview 

Figure 13-33

6. Type a report title into the box if you want a report title to appear on the report (Figure 13-33). 

 

5. Select the 
report type you 
want to generate.  

6. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

7. Click the Print 
button to preview 
the report. 

7. Click the Print button to generate and preview the report ( ). 
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Figure 13-34. Report preview 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports

 

Generating an Absence Report from the Employee Maintenance Screen 

Example: Creating an Absence Report for an Individual Employee 

1. Search for the employee whose record you want to print ( ). Figure 13-35

Figure 13-35

Figure 13-35

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-35). 

4. Click the Edit button ( ). 
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The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
1. Select the criteria
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 
button. 

 

Figure 13-35. Searching for a specific employee's record 

NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ): Figure 13-36

Figure 13-36. Employee Maintenance screen 

 

5. Select the tab containing the employee information you want to print. For example, if you want to 
print that employee’s absences, click the Absences tab.  
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Figure 13-37 shows Paul Bekis’s absences. 

6. 

7. 

8. 

7. Sele
report
want t

8. You
report

After 
a repo
you ca
descri

9. Clic
button
the rep

13-3
Click the Print 
button to 
begin 
generating a 
report. 
Figure 13-37. Viewing an individual employee's absences 

 

Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. In this example, the Print button was clicked on the Absences screen, so you would be able to 
select a report type in the Absence report category. 

Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-38

Figure 13-38. Selecting the report type, adding the report title, and generating the report preview 

Type a report title into the box if you want a report title to appear on the report (Figure 13-38). 

 

ct the 
 type you 
o generate.  

 can add a 
 title here. 

you select 
rt type, 
n view

ption here. 
 its 

k the Print 
 to preview 
ort. 
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9. Click the Print button to preview the report ( ). Figure 13-39

Figure 13-39. Previewing an individual employee's absence report 

 

NOTE: Continue to the next section for more information about the report preview. 
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Accident Reports 
Accident reports are available from the Print button in the Absence tab from the Search Employees screen.  
Some of these reports are also available from the Print button on the Employee Maintenance screen in the 
Accidents Tab. The T.O.M. software has several reports to print from this screen; to help organize this 
selection the reports are organized into three reporting classes.  Below is a list of each of these classes and 
a brief explanation of each class: 

1. BASIC – These reports are general reports giving a general information about the selected accidents. 

2. PROFILE – These reports list comprehensive information regarding the accident. 

3. SUMMARY – These reports give summary counts of accidents by a specific category.  

Below is a chart listing all the Accident Reports available, what class of report they are and whether or the 
report uses the sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

Accident  1 Line Report by 
Employee 

A report listing accident reports in 1 line.  The report lists 
information like the employee, the vehicle and date, time 
type and location of the accident. The report is sorted by 
Employee Name 

BASIC No 

Accident  1 Line Rpt With 
Contrib. Factors by Emp 

A report listing accident reports in 1 line with contributing 
factors.  The report lists information like the employee, the 
vehicle and date, time type and location of the accident. The 
report is sorted by Employee Name with all contributing 
factors of the accident. 

BASIC No 

Accident  3 Line Rpt With 
Contrib. Factors by Emp 

A report listing accident reports in 3 line with contributing 
factors. The report lists the employee, the vehicle and date, 
time, type, location of the accident, Run, InUse For, # of 
Passengers, Injury type, Comment & recommendations. The 
report is sorted by Employee Name and also contains all 
contributing factors of the accident. 

BASIC No 

Accident 3 Line Accident Report 
By Employee 

A report listing accident reports in 3 lines.  The report lists 
the employee, the vehicle and date, time, type, location of the 
accident, Run, InUse For, # of Passengers, Injury type, 
Comment & recommendations. The report is sorted by 
Employee Name 

BASIC No 

Accidents by Employee Accidents by Employee.  The report lists information like the 
employee, the vehicle and date, time type and location of the 
accident. The report is sorted by Employee Name. The report 
is in portrait orientation. 

BASIC No 

Accident Report A detailed document concerning an accident / incident 
report. 

PROFILE No 
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Accident Summary Report - By 
Accident Type 

A report summarizing the number of accidents by accident 
type 

SUMMARY No 

Accident Summary Report - By 
Damage Type 

A report summarizing accidents by Damage Type SUMMARY No 

Accident Summary Report by 
Injury Type 

A report summarizing accidents by Injury Type Code SUMMARY No 

 

NOTE: To view printed examples of these reports see Appendix A.5 found later in this book. 

Generating an Accident Report from the Search Employees Screen 

Example: Creating a report listing all the accidents that occurred in one month 

1.  Select the dates you want to include in the search. In this case, the selected dates are 10/1/2004 and 
10/31/2004. 

2. Click the Find Now button ( ).  Figure 13-40

1. Select the 
dates you want 
to include in 
the report. 

3. Click the 
Print button. 
2. Click 
Find Now to 
search for 
accidents 
within the 
time period. 

The results 
display in 
this 
window. 
Figure 13-40. Results of searching for accidents that occurred in October 

Figure 13-40

Figure 13-40

Figure 13-40

 

3. Click the Print button. The Employee Management system displays the Accident Search Reports 
screen ( ). 

4. Select the report type you want to generate ( ). 

5. Type a report title ( ). 
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6. Click the Print button ( ). Figure 13-40

4. Select 
the report 
type. 

5. Type a 
report 
title. 

the report. 

6. Click 
the Print 
button to 
preview 

 

Figure 13-41. Employee Search Reports screen 

Figure 13-42

Figure 13-42. Sample of partial accident report 

 shows a partial preview of this report: 

 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Generating an Employee Report from the Employee Maintenance Screen 

Example: Creating an accident report for an individual employee 

1. Search for the employee whose record you want to print ( ). Figure 13-43

Figure 13-43

Figure 13-43

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-43). 

4. Click the Edit button ( ). 

 
The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
1. Select the criteria
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 
Figure 13-43. Searching for a specific employee's record 

button. 

 

NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ). Figure 13-44

5. Click the Accidents tab. 
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6. 

7. 

8. 

7. Select
report ty
want to g

8. You c
report tit

After yo
a report 
you can 
descripti

9. Click 
button to
the repor

13-
5. Click the 
Accidents tab. 

6. Click the 
Print button to 
preview the 
report. 
 

Figure 13-44. Employee Maintenance screen 

Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-45

Figure 13-45. Selecting the report type, adding the report title, and generating the report preview 

Type a report title into the box if you want a report title to appear on the report (Figure 13-45). 

 the 
pe you 
enerate.  

an add a 
le here. 

u select 
type, 
view
on here. 

 its 

the Print 
 preview 
t. 
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9. Click the Print button to preview the report ( ). Figure 13-46

Figure 13-46. Previewing an individual employee's accident report 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Notes Reports 
Notes reports are available from both the Print button in the Employees Tab from the Main Search Screen 
and also available from the Print button on the Detailed Employee Screen in Notes Tab.  Below is a chart 
listing all the Notes Reports available, what class of report they are and whether or the report uses the sort 
order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

Notes Report A report that lists all notes for each employee BASIC Yes 

 

NOTE: To view printed examples of these reports see Appendix A.6 found later in this book. 

Example: Creating a notes report for an individual employee 

1. Search for the employee whose record you want to print ( ). Figure 13-47

Figure 13-47

Figure 13-47

2. Click the Find Now button ( ). 

3. Select the employee record (Figure 13-47). 

4. Click the Edit button ( ). 

 
The results of your 
search display in 
this window. 

3. Select the 
employee record. 

4. Click the Edit 
1. Select the criteria
you want to use in 
your search. In this 
case, the last name 
is used. 

2. Click the Find 
Now button. 
Figure 13-47. Searching for a specific employee's record 

button. 
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NOTE: If you click Print on the Search Employees screen, you would be creating a report for all the 
displayed records rather than just a report for the selected employee. 

The Employee Management system displays the Employee Maintenance screen ( ). Figure 13-48

Figure 13-48. Employee Maintenance screen 

5. Click the Notes tab. 

 

5. Click the 
Notes tab. 

6. Click the 
Print button to 
preview the 
report. 

6. Click the Print button to begin generating the report. 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

7. Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-49

8. Type a report title into the box if you want a report title to appear on the report (Figure 13-49). 
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7. Select the 
report type you 
want to generate.  

8. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

9. Click the Print 
button to preview 
the report. 

 

Figure 13-49. Selecting the report type, adding the report title, and generating the report preview 

9. Click the Print button to preview the report ( ). Figure 13-50

Figure 13-50. Previewing an individual employee's notes report 

 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports
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Check-In History Reports 
Check-In History Reports are available in the Print button in the Check-In History Screen. Below is a chart 
listing all the Check-In Reports available, what class of report they are and whether or the report uses the 
sort order you specified in the search screen: 

 

Report Name 

 

Report Description 

 

Class 

User 
Change 

Sort 
Order? 

1 Line Report A report listing check-in history information in 1 line per 
check-in record.  The report lists the employee name, check-
in record date, shift, time scheduled to check-in, actual time 
of check-in, confirmation of reading note(s), and 
administrative notes.  The report is in landscape orientation. 

BASIC Yes 

2 Line Report A report listing check-in history information in 2 lines per 
check-in record.  The report lists the employee name, check-
in record date, shift, time scheduled to check-in, actual time 
of check-in, confirmation of reading note(s), and 
administrative notes, employee message, check-in source and 
district message.  The report is in landscape orientation. 

BASIC No 

 

NOTE: To view printed examples of these reports see Appendix A.7 found later in this book. 

Example: Creating a check-in history report for the month of October 

1. Select File>Report in the Check-In screen ( ). Figure 13-51

Figure 13-51. Selecting File>Report 

 

The Check-In History Report screen displays. 

2. Select the date range by clicking the pull-down arrow and using the arrows on the top of the calendar 
to scroll through the months and years. 

3. Click the Find Now button to search check-in records ( ). Figure 13-52
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2. Select the date 
range you want to 
include in the 
report. 

3. Click the Find 
Now button to 
search for records 
matching the 
selected criteria. 

Check-in records 
display in this 
window. 

4. Click the Print 
button to preview 
the report. 

 

Figure 13-52. Searching for check-in records for October 

Figure 13-524. Click the Print button to begin generating the report ( ). 

The Employee Management system displays a screen that allows you to select the report type you want 
to create. The screen displayed when you click the Print button determines which report type screen 
displays. 

5. Select the report type you want to generate. If you are unsure, you can also click on a report type and 
view its description ( ).  Figure 13-53

Figure 13-53. Selecting the check-in history report you want to create 

6. Type a report title into the box if you want a report title to appear on the report (Figure 13-53). 

5. Select the 
report type you 
want to generate.  

6. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

7. Click the Print 
button to preview 
the report. 
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7. Click the Print button to preview the report.  

 

Figure 13-54. Previewing a check-in history report 

 
 T.O.M Tip 

Where can I learn more about the report preview? 

The report preview is discussed in detail in the  section of this 
chapter. 

Previewing Reports

 

Lookup List Reports 
The T.O.M. Employee Management Software has many user defined lookup lists.  Each of these lists can 
be printed out by clicking the Print button on the lists maintenance screen.  Below are all of the lookup lists 
that you can get a printed report of: 

• Absence Codes 
• Accidents – Accident Types 
• Accidents – Contributing Factors 
• Accidents – Reasons In-Use Codes 
• Accidents – Injury Codes 
• Accidents – Damage Codes 
• Reminders Categories 
• Reminder Types 
• Training Codes 
• Vehicles 
• Employee Types 
• Employee Statuses 
• Ethnicity Codes 
• Vehicle Types 
• Divisions 
• Departments 
• Shifts 

 

NOTE: To view printed examples of these reports see Appendix A.8 found later in this book. 
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Absence Codes 

1. Select File>Absence Codes ( ). Figure 13-55

Figure 13-55. Selecting File>Absence Codes 

 

The Absence Codes screen appears. 

2. Click the Print button ( ). Figure 13-56

Figure 13-56. Selecting the Print button on the Absence Codes screen 

Click the Print 
button. 

 

The Absence Codes Reports screen appears ( ). Figure 13-57

Figure 13-57
3. Select the report type you want to generate. If you are unsure, you can also click on a report type and 

view its description ( ).  

4. Type a report title into the box if you want a report title to appear on the report (Figure 13-57). 
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3. Select the 
report type you 
want to generate.  

4. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

5. Click the Print 
button to preview 
the report. 

 

Figure 13-57. Generating an absence code report 

5. Click the Print button to preview the report.  

Figure 13-58

Figure 13-58. Absence Codes report 

 shows what the report looks like: 
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Training Codes 

1. Select File>Training Codes ( ). Figure 13-59

Figure 13-59. Selecting File>Accident>Accident Types 

 

The Search Training Codes screen appears. 

2. Click the Print button ( ). Figure 13-60

Figure 13-60. Selecting the Print button on the Search Training Codes screen 

Click the Print 
button. 

 

The Training Codes Reports screen appears ( ). Figure 13-61

Figure 13-61
3. Select the report type you want to generate. If you are unsure, you can also click on a report type and 

view its description ( ).  

4. Type a report title into the box if you want a report title to appear on the report (Figure 13-61). 
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3. Select the 
report type you 
want to generate.  

4. You can add a 
report title here. 

After you select 
a report type, 
you can view
description here. 

 its 

5. Click the Print 
button to preview 
the report. 

 

Figure 13-61. Generating a training code report 

5. Click the Print button to preview the report.  

Figure 13-62

Figure 13-62. Training Codes report 

 shows what the report looks like: 
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