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.0.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.0.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.0.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:
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Figure 13-1. Previewing a report
There are two tabs in the report preview:

e Preview Tab
e 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.

e

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.

a Backward

e- Eorward

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:

G, & [0S vl

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.

13-4
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Viewing one or multiple pages:

O @

e  The first icon displays one report page at a time. This is the default view.

e 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:

e & E

2 x 2 Pages

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. Figure 13-3 shows how this looks:

Figure 13-3. Viewing multiple report pages

NOTES:

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

o Ifyou double-click on a page, the view option changes back to the single page view.

o 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 4 icon. The Find dialog appears.

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

Find
Find what |G|E”d-3‘E j Find Next |
Cancel
Direction

™ Match case " Up & Down

™ Match whole word anly

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:

Emp Nams Address Phonz Activa Th f d

497 Paul Bekis 7556 W Via Del Sol Dr| Glandsl= 4 = (608)699-9657 [ %] ¢ Toun

barba2(2 Lauris Bashs 9799 W. Anderson Dr Phoanix AZ 83023 (608)866-7963 text 1s
highlighted

Figure 13-5. Searching reports
Printing the Report

To print the report:

1. Click the &2 Brint.. jcon.
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.

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

e RTF. This is a format that is compatible with Microsoft Word, meaning that you can open an
exported RTF file in Word.

e HTML. This is a format this can be opened with any web browser.
e PDF. This is a format that is compatible with Adobe Acrobat Reader.

e 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):

L=

Preview Export To File I

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.

g

Preview Export To File

Click Export to p ¥ Eort ToFile
File.

After you select Export File Name: | Browse Clear

this option, you

will be able to type = R
the file name and & Excel C HTML  Text
select the file € Rich Text Format (Werd)  POF ~ TiEF
format you want to
export the report
to.

Export

Figure 13-7. Export to File tab

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).

6. Type the name you want to file as in the File name box (Figure 13-8).
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Save As E]
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. saveythe o o Reim B My Dosismerts selected in the
: el W My Computer Export to file tab
< Local Disk (C:) d
B 2 isplays here.
Type thetrtname o 3' -Srl?alrle :%::ﬂ:ﬂan?s :(otu dotlﬁot need
you want to save !:__J My Network Places 0 ype ¢
file as here. extension. The
Employee
Management
system adds it for
My Computer
you.
.

My Network  File rame: ‘Oc‘toner Dnver Absences Save |
Places
Save astype [ Microsoft Office Excel Workbook ["xis) - Cancel

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.

5./ Preview g@
Preview Expott To Fie .
redew ! Notice that the file
¥ ExartToFile — extension has been
added for you.
Export File Name: |C\2004 Reporis’October_Driver_Absencesxis  — Browse Clear
—Export File Type
i+ Excel  HTML " Text
" Rich Text Format (Word) " PDF £ STEC

Click the Export S

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:

User
Change
Report Name Report Description Class Sort
Order?
1 Line Report A one line report of that lists basic employee information - name, BASIC Yes
address, phone and status flag
1 Line Report - No Phone A report that lists basic employee information - name, address BASIC Yes
and active flag
2 Line - No Phone A two line report of that lists basic employee information - name, BASIC Yes
address, status flag, seniority, SSN, birthday, hire date, vehicle,
emp. Type, cert. date, and lic. Exp. Date.
2 Line Report A two line report of that lists basic employee information - name, BASIC Yes
address, phone, status flag, seniority, SSN, birthday, hire date,
vehicle, emp. Type, cert. date, and lic. Exp. Date.
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 DETAIL No
in orientation.
With Certification # & Date A simple report listing the employee's name, certification number DETAIL Yes
and certification date
With Address & Mailing Address A report listing employees with their residential address and their DETAIL Yes
Report mailing address
With Employee Type Report A report listing employees with their employee types DETAIL Yes
T.0.M. Employee Management Manual 13-9



Chapter 13: Working with Reports

User
Change
Report Name Report Description Class Sort
Order?
With License Exp. Date & Vehicle A report listing employees with their license expiration date and DETAIL Yes
Report vehicle.
With License, Exp. Date & DOB A report listing employees with their license #, license expiration DETAIL Yes
date & date of birth
With Phone, Vehicle # & Emp. A report listing employees with their phone #, assigned vehicles DETAIL Yes
Type Report and employee type
With SSN and Employee Type A report listing employees with their SSN and employee types DETAIL Yes
Report
With Supervisor Report A report listing employees with their supervisor DETAIL Yes
With Supervisor Report Sorted by A report listing employees with their supervisor sorted by DETAIL No
Supervisor supervisor last name.
With Type, Hire Date & Seniority A report listing employees with their employee type, hire date DETAIL Yes
Report and seniority
With Vehicle & Signature Report A report listing employees with their vehicles and a signature DETAIL Yes
line
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 PROFILE Yes
and all the training, notes, reminder, accidents, absence and
training information for each selected employee
Detail Profile A detailed profile sheet listing all the base employee information PROFILE Yes
for each selected employee
Summary Report - By City A report summarizing the number of employees that are assigned SUMMARY No
to each city
Summary Report - By Department A report summarizing the number of employees by their SUMMARY No
department
Summary Report - By Division A report summarizing the number of employees by division SUMMARY No
Summary Report - By Employee A report summarizing the number of employees that are assigned SUMMARY No
Type to each employee type
Summary Report - By Ethnicity A report summarizing the number of employees by their assigned SUMMARY No
ethnicity
Summary Report - By Gender A report summarizing the number of employees by their gender SUMMARY No
Summary Report - By Mailing A report summarizing the number of employees by their SUMMARY No
City mailing city
Summary Report - By Mailing A report summarizing the number of employees by their SUMMARY No

13-10
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User
Change
Report Name Report Description Class Sort
Order?

State mailing state

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

Zip code mailing zip code

Summary Report - By State A report summarizing the number of employees by their state ~ SUMMARY No
of residence

Summary Report - By Status A report summarizing the number of employees by their SUMMARY No
status

Summary Report - By Supervisor A report summarizing the number of employees by their SUMMARY No
supervisor

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#1 entered in user defined field #1

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#10 entered in user defined field #10

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#2 entered in user defined field #2

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#3 entered in user defined field #3

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#4 entered in user defined field #4

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#5 entered in user defined field #5

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#6 entered in user defined field #6

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#1 entered in user defined field #7

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#8 entered in user defined field #8

Summary Report - By User Field A report summarizing the number of employees by the value SUMMARY No

#9 entered in user defined field #9

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

Type vehicle type of the vehicle they are assigned to

Summary Report - By Zip code A report summarizing the number of employees by their zip SUMMARY No
code
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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.

8.l Search Employees E]@
File Security Maintain  Window Help
- Friday, November 12, 2004
T T.0.M. Employee Management
& Employees l Reminders] 5 Trainimg] i3 Absencesl ® Accwdents} 144 Record(s) Found
Employee ID: SSN Gender
£ £
Last Name:l First: J Mae Famals |
A,ddress'l I” Search Entire Ethnicity: - 1. Select
Employee Type: |D - Driver as the
. A BUS AIDE
2.. Click General [User Defined | Employment | Dates | Sorting | :[Rj Reﬁr; = E;rg;loyee
Find Now to Emplovee#| LastName | First Name | Employee Type | Phone | Addre-’:‘rs] ?US ADESUR
search for 497 Bekis Paul BUSDRIVER 6026000657  7esgyn D AssistentDirector
1 th barba202  Besbe Laurie BUSDRVER 6083667965 9799V C CAR BRYVER
all the bella549 Billu Dareen BUSDRIVER 6806997336 65980 SRS
drivers. 592 Bincun Mike: BUSDRIVER  GB75067778 DIC)  CASUALBUS DRIVER
brun16 Bsun Kim BUSDRIVER 6083968789 6902 W.Union Hills #3975
bon386 Bunniy Julene (Julie)  BUS DRIVER 6879797770 90807 N 67th Ave
The results bur3s7 Busghulzis William (Billy BUS DRIVER 6085768899 8598 E. Marco Polo
. . boo236 Buuth Joan BUSDRIVER 6085660877 5396 W Libby St
dlsplay m 587 Buwdytgh Dan Buckeye BUSDRIVER 6875599773 60808 n Cocumdia Taril
this box155 Bux Michael (Mike) BUSDRIVER 6877760366 6678 W MercerLa .
. d amaram4R? Ruwrrinhia Searam (Fra RlIS DRVER RNRGTARAGR RRRR W St .Inhn B 8 3 Clle the
window. |l Pri
rint button.
Show on Map I Mew J Edit I Delete J
Find Now Reset I Group Training ‘ Group Reminder Print Exit

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).
4. Select the report type you want to generate (Figure 13-11).
5. Type a report title (Figure 13-11).

6. Click the Print button (Figure 13-11).
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4. Select
the report

type.

5. Typea
report
title.

6. Click
the Print
button to
preview
the report.

uEmplayﬂe Search Reports

Totsl Reports: 44

What Report To Print?

* Report Name | Description |
1 Line Report Acne line report of that lists basic employee informaticn - name, address, phone and sl
1 Line Report - Mo Phone A report that lists basic employee information - name, address and active flag =
2 Line - No Phone Atwo line report of that lists basic employee information - name, address, status flag, sel__|
2 Line Report Atwo line report of that lists basic employee information - name, address, phone, status
Notes Report Areport that lists all notes for each employee
Route Report Areport listing employees and their routes. The report is portrait in orientation
With Address & Mailing Address Report Areport listing employees with their residential address and their mailing address
{Vith Certification & & Date Asimple report listing the employee's name, cerification number and certification date
Weh Employes Type Report A report listing employzss with their employes types
WitNLicense Exp. Date & Vehicle Report A reportlisting employess with their license expiration date and vehicle
With Neense, Exp. Date & DOB A reportlisting employess with their license &, license expiration date & date of birth
With Phdae, Vehicle # & Emp. Type Report A reportlisting employees with their phone #, assigned vehicles and employee type v\
o S — . ey — i 2 ¥ Bl

p¥
Report Title 1Eus Drivers

tecied R & o line report of that lists basic employes infomation - nams, address, phone and status flag
cription;

Print [ Exit

Figure 13-11. Employee Search Reports screen

Figure 13- 12 shows a partial preview of this report:

DEER VALLEY UNIFIED SCHOOL DIST

Bus Drivers

Employee Directory

Emp= Nama Addrass Phona Activa

497 Paul Belkis 7556 WViaDel SolDr. Glendsle A7 85210 (608)699-9657 [v]

barbal(2 Laurie Bashe 9799 W. Anderson Dr Phoanix A7 83023 (608)866-7963

bello349 Dorzen Biln 6398 E. Crzosote Dr. Cave Crask A7 85231 {(6B0)699-7886

392 Miks Binom az (687)596-7778

brunlé Kim Bam g?ggs\’- UnionHills #3975 Glandd= A7 (608)896-8789
53

bon3g6 Tulene (Tuliz) Burmi 90807 N 67th Ave Glenda= A7 85302 {687)979-7770

burds? William (Bill) Bus ghulsis g::g%f.l\ls.rcol’olo TE.# 31 Phoanix AZ (608)576-8899
505

Figure 13- 12. Sample of partial employee report

® T.O.M Tip

Where can I learn more about the report preview?

The report preview is discussed in detail in the Previewing Reports section of this
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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).

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

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

4. Click the Edit button (Figure 13-13).

55/ Search Employees E]@
File Security Maintain Window Help
- - Thursday, November 11, 2004
®T T.0.M. Employee Management
& Employees IIE Remmders] & Training | 5 Absences] & Acmdenis] 2 Recaord(s) Found
Employee ID: SSN: Gender
Last Name:Jbek\s First: J BLEE SR
/ Address:J ™ Search Entire Ethnicity: e
1. Select the criteria SN o
you want to use ln General | User Defined | Employment | Dates | Soting The reSultS Of your
your search. In this Employee # | LastName | FirstName | Employee Type | Phone | Address |41 search dlsplay in
case. the last name 9 Bekis Pamala BUS AIDE 9979069 8688 W. Waganer Rd ..
. 497 Bekis Paul BUSDRIVER 6036999657 7556 W Via Del Sol Dr. this window.
is used. \
. . N 3. Select the
2. Click the Find employee record.
Now button.
4. Click the Edit
< button.
ShowonMap | New | e TeEE]
b |

Print ‘ Exit ‘

Find Now Reset ‘ Group Training ‘ Group Reminder

Figure 13-13. 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 13-14):
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855 Employee Maintenance - E]@

Employee

General ]Employmenw License | Training | Absences | Reminders | Notes | Accidents | user Defined |

Bekis. Paul 1D#457

Employee ID:  |487 SSN: |666-66-6666  Male O Female
Name: ‘F‘au\ 1 IEekis Ethnicity: j
DOB: |6/30/1971 ~| Birth Place: | Email: ‘
‘Addit Phone
Phone: |6086999657 | Desc: ‘

b3

Address
Residence: |7556 \W Via Del Sol Dr
Clendale z [z5310 Show on Map
. 755 N Vi [of
6. Cllck the Mailing: |7556 W Via Del Sol Dr Resled?rlvce
Print button to o Glendale Az [pa310

preview the

Paste Photo
report.
oK Routes Exit

Figure 13-14. Employee Maintenance screen

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 13-15).

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

Employee Detail Reports

7. Select the
report type you N
want to generate.

Total Reports: 7

What rt To Print?

8. You can add a Report Name | Description
report tltle here‘ 1 Line Report Aone line ragort of tI1.at listz baswc.employee information - name. addrg.ss‘ phone and status flag
1 Line Report- No Phone A report that lists basic employee information - name, address and active flag
Line - No Phone A two line report of that lists basic employee information - name, address, status flag, seniority, 33N, birthday,
Af 1 2Nne Report Atwo line report of that lists basic employee information - name, address, phone, status flag, seniority, SN, b
ter you select Roulg Report A report listing employees and their routes. The reportis portrait in orientation
a report type7 Comprahensive Profile A detailed profile sheet listing all the base employee information and all the training. notes, reminder, accider

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

you can view its
description here.

9. Click the Print
button to preview
the report.

]Paul Bkis

A one line report of that lists basic employes information - name, address, phone and status flag
cription

Print [& Exit

Figure 13-15. Selecting the report type, adding the report title, and generating the report preview
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9. Click the Print button to preview the report (Figure 13-16).

Preview | Bxport To Fie |
| [@A00C o8 @ BT | @ke @ o
[ A 1234 5 s

DEER VALLEY UNIFIED SCHOOL DIST
Paul Bekis

Employee Directory

Mame Address Phons
PaulBekis 7556 WViaDel SolDr. Glendale AZ 83310 (608)699-9657 %]

Total Count:

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

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip
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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:

User
Change
Report Name Report Description Class Sort
Order?
Reminder List 1 Line Report A report listing reminder information in 1 line per reminder BASIC Yes
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
Reminders Listed by Employee Listing Reminders by Employee. The report lists the BASIC No

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.

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).

2. Select All to search for all reminder records (Figure 13-17).

3. Click the Find Now button. The Employee Management system displays the employee records for
employees who have an evaluation reminder (Figure 13-17).
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50 Search Employees

2. Select All
to search all
records.

3. Click
Find Now to
search for
evaluation
reminders.

The results
display in
this
window.

File Security Maintain \Window Help

‘ﬁ T.0.M. Employee Management

Tuesday, November 16, 2004

BEX

& Employees Reminders 2 Record(s) Found

s Trammg] T, Absences | & Accidents {

1. Select
Evaluation as
the Reminder
Category.

" Overdue (" AllPending & All Reminder Category: JEVALUATION LJ
" Due within iD 33 (days) Reminder Type: J LJ
Due Now  Other Options | Sorting

Emp # J Name Reminder I Category ] Due Dt ] Rgd Hrs J Achieved I Co
592 Bincun, Mike ANNUAL EVALUATION  9/28/2004 10 20 9/2
497 Bekis, Paul ANNUAL EVALUATION  10/22/2004
< | [E2
Find Now Reset I Group Training ‘ Group Reminder Print Exit

4. Click the
Print button.

Figure 13-17. Results of searching for employees with evaluation reminders

4. Click the Print button. The Employee Management system displays the Reminder Search Reports
screen (Figure 13-17).

5. Select the

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

6. Type a report title (Figure 13-18).

7. Click the Print button Figure 13-18).

rReminder Search Reports

Totzl Reports: 2

5. Select
the report
type. bt@ Report To Print?

Flep!rt Name | Description
6 T [Reminder List 1 Line Report Avreport listing reminder infermation in 1 line per reminder record. The report lists the employee name

. ype a [Reminders Listed by Employee Listing Reminders by Employee. The report lists the employee name and reminder infermation such a:

report
title.
7. Click
the Print
button to
preview = | =
the report‘ Evaluation Reminders|

belected Repo report listing reminder information in 1 line per reminder record.  The report lists the employee name and reminder information such as

iption type of reminder, due 8 complete date of reminder and required & achieved hours and comment
Print & Exit
Figure 13-18. Reminder Search Reports screen
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Figure 13-19 shows a partial preview of this report:

DEER VALLEY UNIFIED SCHOOL DIST

Employee Reminder List
Evaluation Reminders
HOURS
Emp# Name / Comment Category Type Due Completed  Required Achieved
502 Miks Binomn EVALUATION ANNUAL L2804 2004 10.00 20.00
Tast
487 PmlBakiz EVALUATION ANNUAL 1012204

Total Count: 2

Figure 13-19. Sample of partial reminder report

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip

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).

2. Click the Find Now button (Figure 13-20).

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

4. Click the Edit button (Figure 13-20).
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8/ Search Employees

BE]

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.

File Security Maintain Window Help

’ﬁ T.0.M. Employee Management

Thursday, November 11, 2004

& Employees IIE F{emlnders] & Trammg] = ADsencesl /| Acmdents{

2 Record(s) Found

Employse ID: SEN: [ Gender
Last Name: |bekis First | FlEE it
/ Address: J I Search Entire Ethnicity A
Employee Type: -

General | User Defined | Employment | Dates | Soring The I‘eSultS of your
Employee # | LastName | FirstName | Employee T peJ Phons ]Address ~1 search dlsplay in
9 Bekis Pamala BUS AIDE 9979069 8683 W. Wagoner Rd hi ind
487 Bekis Paul BUSDRIVER 6086999657 7556 W Via Dal Sol Dr. \ this window.

N 3- Select the
employee record.
4. Click the Edit
2 button.
Show on Map J New I Edit T Dele«eJ

b |

Find Now Reset ‘ Group Training Group Reminder ‘ Print ‘ Exit ‘

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. Click the
Reminders
tab.

7. Click the

preview the
report.

Print button to

e, Employee Maintenance - E]@
(=) p y Bekis. Paul 1D#497
General l Employment & Licensﬂ Traming] Absence Reminders I Notes ] Accidents 1 User Daﬂned]
Show Sort/ Order
" All Pending Sort by #1 ]Categcry =l ]Ascending =
eriod Al Sort by #2 ]Type = ]Ascendmg =
(days) Sortby #3 ]Due Date E ]Descending ||
Only Type: ‘ j Category: { j
Category ] Type ] Due Date | Rgd Hours | Ach\eved] Complete Date ‘ Comments
EVALUATION ANMNUAL 10/22/2004
<l ! Bl
Add Eit |  Delee |
. .
Print Routes Exit

6. Click the Reminders tab.

Figure 13-21. Employee Maintenance screen

13-20
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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).

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

Employee Reminder Reports

7. Select the

report type you
want to generate.

Totsl Reports: 2

Whakgeport To Print?
8. You can add a Report N%% | Description
Line Report

report tltle here. Reminder Lis A report listing reminder infermation in 1 line per reminder record. The report lists the employee name
Reminders Listed by Employee Listing Reminders by Employee. The report lists the employee name and reminder infermation such a:

After you select
a report type,

you can view its
description here.

9. Click the Print
button to preview

Report Title: ]Paul Eekis's Reminders|
the report. = e : : : =
Selected Report A report listing reminder information in 1line per reminder record. The report lists the employee name and reminder infomation such as
Cription type of reminder, due & complete date of reminder and required & achieved hours and comment

Print [& Exit

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

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

DEER VALLEY UNIFIED SCHOOL DIST

Employee Reminder List
Paul Belas's Remunders
HOURS
Emp# Name /Comment Category Type Due Completed Required Achieved
487 Pzul Bekis EVALUATION ANNUAL 1022/04

Total Count: 1

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

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip
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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:

User
Change
Report Name Report Description Class Sort
Order?
Training List 1 Line Report A report listing training information in 1 line per training BASIC Yes
record. The report lists the employee, date, hours, type,
instructor and location
Training List 3 Line Report A report listing training information in 3 line per training BASIC Yes
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
Training Listed by Employee Training Records by Employee. The report lists the BASIC No

employee, date, hours, type, instructor and location. The
report is in portrait orientation.

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).

2. Select the training instructor from the Instructor pull-down list (Figure 13-24).

3. Click the Find Now button. The Employee Management system displays the employee records for
employees who have training matching the selected criteria (Figure 13-24).
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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.

1 Search Employees E]@

File Security Maintain Window Help

‘ﬁ T1.0.M. Employee Management

7T Absences | & Accidents{ 157 Record(s) Found

Tuesday. November 16, 2004

a Employees] Reminders % Training

Type: ]CLASSROOM :J Number of Training Hours between
Instructor 9 - ] and ]

o IV Search Enlire Training Date falls between:
] =] and | |

General | Serting
Emp# | Name | Date Instructor ‘ Time{Hrs) | Location )
497 Bekis. Paul 10/1/2004 Bekis, Pamala 4 Central Office
barba2.. Besbe, Laurie 10/1/2004 Bekis, Pamala 4 Central Office
243 Biinen, Roy 10/1/2004 Bekis, Pamala 4 Central Office
bello548 Billu, Doreen 10/1/2004 Bekis, Pamala 4 Central Office
592 Eincun, Mike 9/28/2004 Bekis, Pamala 4
592 Bincun, Mike 10/1/2004 Bekis, Pamala 4 Central Office
bleifus... Bliyfuc, Jos 10/1/2004 Bekis, Pamala 4 Central Office
brad477 Bsedfusd, Michael 10/1/2004 Bekis, Pamala 4 Central Office
brun16  Bsun, Kim 10/1/2004 Bekis, Pamala 4 Central Office ™
. i — SR e e ; = o

Find Now | Reset ‘ Group Training I Group Reminder Print Exit

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).

5. Select the report type you want to generate (Figure 13-25).

6. Type a report title (Figure 13-25).

7. Click the Print button (Figure 13-25).

[-Training Search Reports
I

5. Select
the report

type.

6. Type a
report
title.

7. Click
the Print
button to
preview

the report.

\ Total Reports: 3

btka‘l Report To Print?

F{Ep!rl Name ‘ Description

[Training List 1 Line Report A report listing training information in 1 line per training record. The report lists the employee, date, hours, t
[Training List 3 Line Report A report listing training information in 3 line per training record. The report lists the employee, date, hours, t
[Training Listed by Employee Training Records by Employee. The report lists the employes, date, hours, type, instructor and lozation. Th

Classroom Training|

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

Exit

Figure 13-25. Training Search Reports screen

T.0.M. Employee Management Manual
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Figure 13-26 shows a partial preview of this report:

DEER VALLEY UNIFIED SCHOOL DIST

Employee Traming List

Classroom Training

Emps Name/ Comment Training Da Houe  Tope Instrucor Location
562 Mike Bineun (09282004 4 CLASSROOM Pamzlz Bekis Tempe
Tast

lmdaltS Linda Lyndi 10/012004 4 CLASSROCML Pamala Bekis Centrzl Office
Ellens3z Robert (Bob) Fillme 10012004 4 CLASSROGM Pamalz Bekis Central Office
e Tennifer Dygenyllu 10/01.2004 4 CLASSROOM Pamala Bekis Central Office
it Marie Pisheqe 10012004 4 CLASSROCMI Pamalz Bekis Centrzl Office
Ikine303 Cmdy Lykyne 10/01.2004 4 CLASSROCM Pamala Bekis Central Office
{kempaonil0 Connie Thunpeun 10012004 4 CLASSROOM Pamala Bekis Central Office
e Doleres Rygqunyny 10012004 4 CLASSROGM Pamalz Bekis Central Office

Figure 13-26. Sample of partial reminder report

® T.O.M Tip

Where can I learn more about the report preview?

The report preview is discussed in detail in the Previewing Reports section of this

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).

2. Click the Find Now button (Figure 13-27).

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

4. Click the Edit button (Figure 13-27).

13-24

T.0.M. Employee Management



Chapter 13: Working with Reports

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.

1

8/ Search Employees E]@
File Security Maintain Window Help
- Thursday, November 11, 2004
BT T.0.M. Employee Management
& Employees IIE F{emlnders] L Trammg] = ADsencesl 8 Acmdents{ 2 Record(s) Found
Employse ID: SEN: [ Gender
Last Name: |bekis First | FlEE it
/ Address: J I Search Entire Ethnicity A
Employee Type -
General [ User Defined | Employment | Dates | Sorting The results of your
Employee # | LastName | FirstName | Employee T peJ Phons ]Address ~ search dlsplay in
9 Bekis Pamala BUS AIDE 9979069 8683 W. Wagoner Rd h . d
487 Bekis Paul BUSDRIVER 6086999657 7556 W Via Dal Sol Dr. \ this window.
N 3. Select the
employee record.
4. Click the Edit
e button.
Show on Map J New I Edit T Dele«eJ
b |
Find Now Reset ‘ Group Training Group Reminder ‘ Print ‘ Exit ‘

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):

e, Employee Maintenance -

MET]

Employee

Bekis. Paul ID#457

General l Employment & License Training ]Absencas 1 Reminders 1 Notes ] Accidents | User Daﬂned]

Training
. Date J Instructor | Time(Hrs]I Location ] Type Comment
6. Click the 1512004 Bekis, Pamala 4 Central Ofice  CLASSROOM
Training tab. [ ]
7. Click the
Print button to
preview the
report. \
< | (]
Add I Edit I Delete
A :
Print Routes Exit
Figure 13-28. Employee Maintenance screen
6. Click the Training tab.

T.0.M. Employee Management Manual
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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.Youcan add a
report title here.

After you select
a report type,

you can view its
description here.

10. Click the
Print button to
preview the
report.

Employee Training Reports

Figure 13-29. Selecting the report type, adding the report title, and generating the report preview

,ﬂ Totsl Reports: 3

Whakgeport To Print?

Report Nﬁ% ‘ Description

Training List TTine Report A report listing training information in 1 line per training record. The report lists the employee, date, hours. t

Training List 3 Line Report A report listing training information in 3 line per training record. The report lists the employee, date, hours, t
raining Listed by Employee Training Records by Employee. The report lists the employee, date, hours, type, instructor and location. Th

%

Report Title: ]Paul Eekis's Training]|

\35@_ Report
cription

Print [& Exit

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

DEER VALLEY UNIFIED SCHOOL DIST

Employee Training List

Paul Bekis's Training

Emps Name /Comment Training Duie Hour Tipe Instruckr Location

407 Paul Bekis 09012004 § CLASSROOM Pamala Bekis Central Office

47 Paul Bekis 10/00.2004 4 CLASSROCM Pamalz Bekis Central Office
Total Count: 2

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

Where can I learn more about the report preview?

The report preview is discussed in detail in the Previewing Reports section of this

® T.0.M Tip

13-26
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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:

User
Change
Report Name Report Description Class Sort
Order?

Absence 1 Line Report - By A one line report listing employee absence information. The BASIC No
Code, Employee and Date 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.
Absence 1 Line Report - By Date, A one line report listing employee absence information. The BASIC No
Code and Employee 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.
Absence 1 Line Report - By A one line report listing employee absence information. The BASIC No
Employee, Date and Code 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.
Absences Listed By Employee Listing absences by employee. The report contains the BASIC No

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.
Absence Summary Report - By A report summarizing absences by Absence Code SUMMARY No

Absence Code

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. Figure 13-31 shows selecting Driver as the
search criteria, and Figure 13-32 shows selecting a date range on the Absences tab.

85 Search Employees E]@

Select your
search criteria
from these tabs.

File Security Maintain  Window Help

’ﬁ T.0.M. Employee Management

Thursday, Movember 11, 2004

& Employees IIE F{eminders] & Trammg] it Absences] &5 Accidents{ |

Employee ID: SSN. [~ Gender

© Male ¢ Female

Last Name: | First |
Address: | I~ Search Entire Ethnicity: -
Employee Type: |D -
A BUS AIDE
General | User Defined | Employment | Dates | Sorting AR) Retired fide
Emplovee#] LastName J First Name I Employee T peJ Phane | Addre; 45! BUSAIDE U8
AD Assistant Director
c CAR DRIVER
D BUS DRIVER
D(C) CASUAL BUS DRIVER
ShowonMap | New | Edt | Delete |

Group Reminder ‘ Print ‘ Exit

Find Now Reset ‘ Group Training

Figure 13-31. Selecting Driver as the search criteria

B3 Search Employees E]@

2. Click the
Find Now
button to search
the database.

Fle Security Maintain Vindow Help

’ﬁ T.0.M. Employee Management

@ Employees | (B2} Remmders] & Training 7% Absences lﬁﬁ Acmdents] 6 Record(s) Found
(Nathing Selected Will Show All Days)

Absence Code: i Show Absence On:

Thursday, November 11, 2004

Monday
Tuesday

Absences between. [10/1/2004  +| and 107312004 +| Wednesday
Thursday
I~ Hours Used is > Maximum Hours Friday
Emp # J Name | Code ] Date I Day of Week I Hrs J Hrs Used ‘ Max Hrs | Pa
497 Bekis, Paul PERSOMAL 10/15/2004 Friday 4 4 0
202 Besbe, Laurie SICK 10/5/2004 Tuesday 8 16 0 Ll
202 Besbe, Laurie SICK 10/6/2004  Wednesday & 16 0 /
236 Buuth, Joan SICK 10/20/2004 Wednesday 4 4 0
155 Bux, Michael {Mike) UNEXCUSED  10/29/2004 Friday 3 8 0
574 Clininte, Jerome SICK 10/21/2004  Thursday 8 8 0

Find Now Reset ‘ Group Training Group Reminder ‘ Print { Exit ‘

The results of
your search
display in this
window.

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

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).

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

Absences Search Reports

5. Select the
report type you
want to generate.

Totsl Reports: &

Wmenoﬂ To Print?

Report Name Description

6. You can add a
report title here Absence 1 Line Report - By Date, Code and Employee A one line report listing employee absence information. The report contains the «

Absence 1 Line Report - By Code, Employee and Date A one line report listing employee absence infermation. The repert contains the «

Absence 1 Line Report - By Employee, Date and Code A one line report listing employee absence information. The report contains the «
Absences Listed By Employee Listing absences by employee. The report contains the employee name and the
Absence Summary Report - By Absence Code A report summarizing absences by Absence Code

After you select
a report type,

you can view its
description here.

£\ I 5
7. Cllck the Print Report N{e ]Drivars Absent in October 2004
button to preview Selected R A one line report isting employs absence infomation. The report contains the employss, the date and typs of abssnce, hours of
Description: absence and a comment. The report is sorted by date, code, and employee name
the report. AN
Print [ Exit

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

7. Click the Print button to generate and preview the report (Figure 13-33).
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50 Preview B@
Preview | Expor: To Fis |

B sen. OB as R e |@ ©

N R R R N R R T R R R R R R A R Y

DEER VALLEY UNIFIED SCHOOL DIST

Employee Absences

Drivers Absent in October 2004

3 Emp# Name / Comment Code Date A];;::f_: E:J“Pl:l?:‘: )
i barba202 Laurie Besbe SICK 10/5/04 .00 16.00
5 barba202 Laurie Beshe SICK 10/6/04 2.00 16.00 =
2 497 Paul Bekis PERSONAL 10/15/04 4.00 4.00
iy Artended family member's fimeral
boo236 Joan Buuth SICK 10/20/04 4.00 4.00
2 clem3T4 Jerome Clininte SICK 10/21:04 2.00 8.00
: box133 Michael (Mike) Bux UNEXCUSED 10/29/04 2.00 8.00
3
: Total Count: 6

Figure 13-34. Report preview

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip

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).

2. Click the Find Now button (Figure 13-35).

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

4. Click the Edit button (Figure 13-35).
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8/ Search Employees E]@
File Security Maintain Window Help
- Thursday, November 11, 2004
BT T.0.M. Employee Management
& Employees IIE F{emlnders] L Trammg] = ADsencesl 8 Acmdents{ 2 Record(s) Found
Employse ID: SEN: [ Gender
Last Name: |bekis First | FlEE it
/ Address: J I Search Entire Ethnicity A
1. Select the criteria |/ Employes Type: =
you want to use in General | User Defined | Employment | Dates | Sorting The results of your
your search. In this Emplcvee#] LastMNams J First Name ] Employse T peJ Phons ]Address ~ search dlsplay in
case. the last name 9 Bekis Pamala BUS AIDE 9979069 8688 W. Wagoner Rd S
J 497 Bekis Paul BUSDRIVER 6086999657 7556 W Via Dal Sol Dr. this window.
is used. \
) ) N 3. Select the
2. Click the Find employee record.
Now button.
4. Click the Edit
e button.
Show on Map J New I Edit T Dele«eJ
b |
Find Now Reset ‘ Group Training Group Reminder ‘ Print ‘ Exit ‘

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):

852 Employee Maintenance -

[0 [=1 5%

Employee

Bekis. Paul ID#497

Employes ID:  [497

General | Employment & License | Training | Absences | Reminders | liotes | Accidents | User Defined |

SSN: |666-66-6666

" Male " Female

Name: ‘F‘au\ 1 IEekis Ethnicity: -
DOB: |6/30/1971 ~| BitthPlace: | Email: |
Addit Phone
Phone:  |6086999657 Desc: |
Address
Residence: |7556 W Via Del Sol Dr
Glendale [¥3 [se310 Show on Map
Mailing: [7556 W Via Del Sol Dr Copy
Residence
Glendale [z [sz310

Paste Photo

oK

e

Exit

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.

85 Employee Maintenance - E]@
= p y Bekis. Paul 1D#497
General | Employment & License | Training Absences ]Rsmmdarsl Hotes | Accidents | User Defined |
Absence Code: [ALL = Used: 0 Maximum: 0 Remaining: 0
Modify Employee's Allowance
Absences
Date J Code J Hours | Comments
10/15/2004 PERSONAL 4 Attended family member's funeral
Click the Print
button to
begin
generatinga [ sd | e | pee
report.

Figure 13-37. Viewing an individual employee's absences

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

6. Click the Print button to begin generating the report.
select a report type in the Absence report category.
7.
view its description (Figure 13-38).
8.

Select the report type you want to generate. If you are unsure, you can also click on a report type and

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

Absences Search Reports

7. Select the
report type you
want to generate.

N

Total Reports: &

WhMeport To Print?

8. You can add a
report title here.

After you select
a report type,

you can view its
description here.

9. Click the Print
button to preview
the report.

Report Name Description
Absence 1 Line Report - By Code, Emplayee and Date A one line reportlisting employee absence information. The report contains the ¢
Absence 1 Line Report - By Date, Code and Employss A one line report listing employes absance information. The report contains the 1

Absence 1 Line Report - By Employee, Date and Code A one line report listing employee absence information. The report contains the «

Absences Listed By Employee
Absence Summary Report - By Absence Code

Listing absences by employee. The report contains the employee name and the
A report summarizing sbsences by Absence Code

<\ -
Report Ne: ]Drivars Apsent in October 2004

Selected Redlht [A one e repor lsting employse absence information, The report contains the emplayes, the dats and type of absence, hours of
Description: absence and a comment. The report is sorted by date, code, and employee name

\Prinl =

Exit

Figure 13-38. Selecting the report type, adding the report title, and generating the report preview
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9. Click the Print button to preview the report (Figure 13-39).

5 Preview M=%
Preview | Export To Fie |

B | &ein. |44 0@ a@E =@ @ | @eckias ©

[ BENEEEN - 103 d 345 5 E=

DEER VALLEY UNIFIED SCHOOL DIST

Employee Absences

. Absence

E N 1 Ci Cods D
3 mp# ame / Comment ode ate Hours

497 Paul Bekis PERSONAL 10/15/04 4.00
% Attended family member's funeral.
2

Total Count: 1
3
: =
I 5
—_—

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:

User
Change

Report Name Report Description Class Sort
Order?

Accident 1 Line Report by A report listing accident reports in 1 line. The report lists BASIC No
Employee information like the employee, the vehicle and date, time

type and location of the accident. The report is sorted by

Employee Name

Accident 1 Line Rpt With A report listing accident reports in 1 line with contributing BASIC No
Contrib. Factors by Emp 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.

Accident 3 Line Rpt With A report listing accident reports in 3 line with contributing BASIC No
Contrib. Factors by Emp 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.

Accident 3 Line Accident Report A report listing accident reports in 3 lines. The report lists BASIC No
By Employee 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

Accidents by Employee Accidents by Employee. The report lists information like the BASIC No
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.

Accident Report A detailed document concerning an accident / incident PROFILE No
report.
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Accident Summary Report - By A report summarizing the number of accidents by accident SUMMARY No
Accident Type type

Accident Summary Report - By A report summarizing accidents by Damage Type SUMMARY No
Damage Type

Accident Summary Report by A report summarizing accidents by Injury Type Code SUMMARY No

Injury Type

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).

85l Search Employees

BEX

File Security Maintain Window Help

ﬁ T.0.M. Employee Management

Tuesday, November 16, 2004

@ Employees] F!eminders] & Training] ™% Absences & Accidents ]

3 Record(s) Found

Accident # Vehicle # i
Addr/Location: I I Search Entire Accident Type: i
2. Click Accident Dt between: [10/1/2004  ~|and [10/31/2004 =] Time between: | @ and | Ls]
Find Now to
search for General ] Dietails & Contributing Fac:torsj Userf'CuaomJ
a901Qents Date | Time I Type ‘ Location Vehicle ‘ Emp # I Na
within the 107872004 2:00 PM NC_OTHER 1231 Main Street Phoenix AZ 25 497 Be
: : 10/12/2004 11:00 AM 2 119 531 Bliv
time penod' 10/26/2004 12:00 AM  VEHICLE_ONE 1225W. Anthony Street, Phoenix AZ 103 532 Bin
The results
display in
this
window. %l ]
Show on Map
Find Now | Reset ‘ Group Training I Group Reminder Print ‘ Exit ‘

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

3. Click the
Print button.

Figure 13-40. Results of searching for accidents that occurred in October

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

screen (Figure 13-40).
4. Select the report type you want to generate (Figure 13-40).

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

(Accident Search Reports

Totsl Reports:  §
4. Select
the report
type. »t@ Report To Print?
Flep’rt Name ] Description

5 T Jiccident 1 Line Report by Employee Avreport listing accident reports in 1 line. The report lists infermation like the employe:

. ype a IAccident 1 Line Rpt With Contrib. Factors by Emp A report listing accident reports in 1 line with contributing factors. The report lists infor
report cident 3 Line Rpt With Contrib. Factors by Emp A report listing accident reports in 3 line with contributing factors. The report lists the e

. coident 3 Line Accident Report By Employes A report listing accident repors in 3 lines. The report lists the employes, the vehicle al
title. Accidents by Employee. The report lists infarmation like the employee, the vehicle an

A detailed document concerning an accident | incident report.
A report summarizing the number of accidents by accident type
6. Chck A report summarizing accidents by Damage Type
. A report summarizing accidents by Injury Type Code
the Print
button to
preview m | 3
the report' Report Nle: ]-’H:cldants in October 2004]
belecied Rhart A report listing accident reports in 1line. The report lists information like the employee. the vehicle and date. time type and location of
iption the accident. The report is sorted by Employee Name

Print &

Exit

Figure 13-41. Employee Search Reports screen

Figure 13-42 shows a partial preview of this report:

DEER VALLEY UNIFIED SCHOOL DIST

Employee Accidents

Accidents in October 2004

Figure 13-42. Sample of partial accident report

Emp# Name Vehicle Date Time Type Location
487 Paul Bekis 28 10/3/04 2:00PM  NC_OTHER 1231 Main Strect
592 Mike Bneun 103 1026704 VEHICLE_ONE 1223 W. Anthony Street
bleifusi31 Joz Blivfue 119 101204 11:00 AM
Total Count: 3

Where can I learn more about the report preview?

® T.0.M Tip

The report preview is discussed in detail in the Previewing Reports section of this

13-36

T.0.M. Employee Management



Chapter 13: Working with Reports

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).

2. Click the Find Now button (Figure 13-43).

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

4. Click the Edit button (Figure 13-43).

55/ Search Employees

BE]

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.

File Security Maintain  Window Help

’ﬁ T.0.M. Employee Management

Thursday, November 11, 2004

'

@ Employees IIE Remmders] & Training

7% Absences | & Accidents |

2 Record(s) Found

Employee ID: SSN: Gender
r o
Last Name:Jbek\s First. J Mt b
Address:J [" Search Entire Ethnicity: -
Employes Type: =
General IMJ Employment | Dates | Sarting
Emplcvee#| LastName ‘ FirstName | Employee Type | Phone |Address ] 1
9 Bekis Pamala BUS AIDE 9979069 8683 W. Wagoner Rd
497 Bekis Paul BEUSDRIVER 6086999657 7556 W Via Del Sol Dr. \
N
&
ShowonMap | New | e TeEE]

h |

Find Now

Reset ‘

Group Training ‘ Group Reminder

The results of your
search display in
this window.

3. Select the
employee record.

4. Click the Edit
button.

Print ‘ Exit ‘

Figure 13-43. 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 13-44).

5. Click the Accidents tab.

T.0.M. Employee Management Manual
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5. Employee Maintenance -

SEX

Employee

Bekis. Paul |D#497

General 1 Employment & License} Training ] Absences 1 Reminders | Notes Accidents | User Defined

Accidents:

Date | Time % Location Vehicle I

10/8/2004 2 NC_OTHER 1231 Main Strest 28
5. Click the L —T
Accidents tab.
6. Click the
Print button to
preview the
report. \

Add I Edit I Delete

\A Print Routes

Exit

Figure 13-44. Employee Maintenance screen

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 13-45).

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

Employee Accident Reports

7. Select the
report type you N
want to generate.

Total Reports: 5

8. You can add a
report title here.

After you select
a report type,

you can view its
description here.

9. Click the Print
button to preview
the report.

What ort To Print?

Report Name A

Description

Accident 1 Line Report by Employee

Accident 1 Line Rpt With Contrib. Factors by Emp A report listing accident reports in 1 line with contributing factors. The report lists infor
ccident 3 Line Rpt With Contrib. Factors by Emp A report listing accident reports in 3 line with contributing factors. The report lists the &

Avreportlisting accident repers in 1 line. The report lists information like the employe:

Areport listing accident reports in 3 lings. The report lists the employee, the vehicle al
A detailed document concerning an accident/ incident report

]Paul Bekis's Accidents|

cription

Print &

A report listing accident reports in 1line. 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

Exit

Figure 13-45. Selecting the report type, adding the report title, and generating the report preview
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9. Click the Print button to preview the report (Figure 13-46).

DEER. VALLEY UNIFIED SCHOOL DIST

Employee Accidents

Paul Bekis's Accidents

Emps Name Vehick Date Time Type Location
497 Paul Bekis 18 10/8/04 LO0PM  NC OTHER 1231 Main Street
Total Count: 1

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

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip
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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:

User
Change
Report Name Report Description Class 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).
2. Click the Find Now button (Figure 13-47).
3. Select the employee record (Figure 13-47).
4. Click the Edit button (Figure 13-47).
85/ Search Employees E]@
File Security Maintain  Window Help
= Thursday, November 11, 2004
®T T.0.M. Employee Management
@ Employees I Reminders] & Training | 5 Absenoes] & Accidents] 2 Record(s) Found
Employee ID: SSN: Gender
Last Name:Jbek\s First: J BIEE SEEC
/ Address: | I Search Entire Ethnicity -
1. Select the criteria B z
you want to use in General | User Defined | Employment | Dates | Sorting The reSultS Of your
your search. In this Emplcvee#| LastMame ‘ First Name | Employee Type | Phone |Address I ~ search dlsplay in
ke B ) ) S 2 this windov.
is used. \
) . N 3. Select the
2. Click the Find employee record.
Now button.
4. Click the Edit
o button.
showonmap | New | i TEEE]
b |
Find Now Reset ‘ Group Training ‘ Group Reminder Print ‘ Exit ‘

Figure 13-47. Searching for a specific employee's record
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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).

5. Click the Notes tab.

85 Employee Maintenance -

BEX

Employee

Bekis. Paul [D#497

General I Employment & Licensﬂ Traming] Absences } Reminders

0ies | Accidents UsErDEﬂned]

Enter Date
117172004 2:25 AM

| Date
| X (1171672004

Entered By
|USER

Time

12:03 PM = & week off in the spring for surgery.

5. Click the
Notes tab.

6. Click the
Print button to
preview the
report.

Delete

Insert Note I

OK \ Print Routes Exit

Figure 13-48. 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 13-49).

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 its
description here.

9. Click the Print
button to preview
the report.

Employee Motes Reports

s

Totzl Reports: 1

wwpon To Print?

Custom

Report Na.\‘\ﬁcripmn Class
MNotes Report port that lists all notes for each employee DETAIL

False

]Paul Bekis's Nates|

A report that lists all notes for each employes
cription

Print [Z

Exit

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).

DEER VALLEY UNIFIED SCHOOL DIST
Employee Notes

Paul Bekis

11/16/04 12:03 PM

Needs to take a week off in the spring for surgery

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

Where can I learn more about the report preview?

The report preview is discussed in detail in the Previewing Reports section of this

® T.O.M Tip
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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:

User
Change
Report Name Report Description Class Sort
Order?
1 Line Report A report listing check-in history information in 1 line per BASIC Yes
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.
2 Line Report A report listing check-in history information in 2 lines per BASIC No

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.

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).

¥ Em ployee
File

Report % |
Purge

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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F Check-In History Report g@
Check-In History Report o) Found
Search | Sort |
e = All Check-Ins where {?
SRRV i e [
2. Select the date W]w;u‘zw - Ta: [10/312004 ~ Shift =
range you want to Time Aange: From: | A@ Ta: | A@] BatchID- [2 =
include in the Report to Print: ] 1 Line Check-In History Report :_j
report.
# LastName J First Name J Trans. Date / Time I Time Scheduled | Time In I Minutes Late J Vet
. . 519 Thuncun Barbara 10/27/2004 3:48:12 7:.00 AM 0 124
3. Click the Find 526 Fuulke Wanda 10/27/2004 34812 700 AM 0 120
276 Dsiw Jean 10/27/2004 3:48:12.. 7:35AM 0 138
Now button to 541 Lindey Paticia 10/27/2004 34812 700 AM 0 19
search for records 551 Csewfusd Lisa 10/27/2004 3:48:12..  7.00 AM 0 152
. 393 Fesncwusth Charlene 10/27/2004 3:48.12.. 7.00AM 0 99
matching the 533 Tuingil Cannie 10/27/2004 348:12.. 700 AM 0 102
.. Wy 7/2004 3:48.12.. 7 7
selected criteria. Vyntisc Joanne 10/27/2004 3:48.12 7.00 AM 0 137
Check-in records
display in this
window.
Reset I Print

4. Click the Print
button to preview
the report.

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

4. Click the Print button to begin generating the report (Figure 13-52).

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).

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

Checkin History Reports

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 its
description here.

7. Click the Print
button to preview

Totsl Reports: 2

What Report To Print?

Report Na. | Description
1 Line Report A report listing check-in history information in 1 ling per check-in record. The report lists the employee name, check-in rec
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 re

< i [

Report Tile: |Qctaber 2004

Selected Report A report listing check-n history information in 1 line per check+n record. The report lists the employes name, checkdn record date,
shift, time scheduled to check-n, actual time of check-n, confimation of reading notels). and administrative notes. The report is in

the report‘ B landscape orentation
Print & Exit
Figure 13-53. Selecting the check-in history report you want to create
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7. Click the Print button to preview the report.

DEER VALLEY UNIFIED SCHOOQL DIST
October 2004
Tine
Emp= Name Dae  Shift Schedulad Timeln  Confim  MinutesLae Administrative Note
=276 Tean Dsiw 102704 Momizz .33 AM T35 A [m] Tama
Boswonh3i®3  ChadensFemnowust 102709 Momin .00 AM 7:00 AM O hmm1
wizteaslé Toanne Wyntic 102704 Moming 7.00 AN 7:00 AM O hmm
thomsonsio Barbers Thimam 102709 Moming .00 AM 7:00 AM O hmm1
foulks 26 Wands Fuullc 102704 Momine 7.00 AN .00 AM D hmmi
reng85E Connia Tuingl 102704 Momine .00 AM 7:00 AM O mmma
lunday$4l Patsicia Lundey 102704 Momins .00 AM 7:00 AM O hmma
crawfondss 1 LisaCazwfisd 102709 Momin .00 AM 7:00 AM 0O hmm1
Total Count: 8

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

Where can I learn more about the report preview?

. The report preview is discussed in detail in the Previewing Reports section of this
® T.0.M Tip

Lookup List Reports

The T.0.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).

u5 Search Employee
File Security Maintain
Check-IN
Absence Codes %

-

Accident
Reminders 4
Training Codes ‘
Vehides
Other (]
Shifts

TESTNETe.

Figure 13-55. Selecting File>Absence Codes
The Absence Codes screen appears.

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

Absence Codes

Absence Codes 155

Code | Description ] Pay Code Max Hours

PERSONAL PERSONAL LEAVE 0

SICK SICKLEAVE 0

UNEXCUSED UNEXCUSED LEAVE 0

Click the Print
| button.
New Edit Delete
Print Exit I

Figure 13-56. Selecting the Print button on the Absence Codes screen
The Absence Codes Reports screen appears (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 (Figure 13-57).

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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"Absence Code Reports

3. Select the
report type you
want to generate.

Totzl Reports: 1

What Report To Print?
4. You can add a Report Name I Description | Class I Custom I
Absence Code List A listof Absence Codes  BASIC False

report title here.

After you select
a report type,

you can view its
description here.

5. Click the Print
button to preview
the report.

Report Title: !Absence Codes

Selected Report
Description:

Print [5 Exit

Figure 13-57. Generating an absence code report

5. Click the Print button to preview the report.

Figure 13-58 shows what the report looks like:

DEER VALLEY UNIFIED SCHOOL DIST

Absence Code List

Absence Codes
Absence Code Deseription Max Hours Active
PERSONAL PERSONAL LEAVE 000 L]
SICK SICK LEAVE 0.00
UNEXCUSED UNEXCUSED LEAVE 0.00

Total Count: 3

Figure 13-58. Absence Codes report
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Training Codes

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

-

5 Search Employee

File Security Maintain
Check-IN
Absence Codes
Accident »
Reminders vl
Training Codes [%
vehicles
Other 3
Shifts

L TOIEWITIN

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

The Search Training Codes screen appears.

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

Search Training Codes

Training Codes Tota 12
Category: 1 LJ
Category Code | Description Active
EVALUATION ANNUAL ANNUAL REVIEW True
TRAINING BTW BEHIND THE WHEEL TRAINING True
LICENSECERT CERTIFICA.. DRIVER CERTIFICATION True
TRAINING CLASSRO.. CLASSROOM TRAINING True
TRAINING CPR RED CROSS CPR CERTIFICATION True
LICENSECERT DRUG DRUG SCREENING True
TRAINING FIRSTAID RED CROSS FIRST AID CERTIFICATION True
TRAINING INSERVICE  IN-SERVICE TRAINING True 4]
3 PR T e HNE
New Edit | Delete |
Prnt ‘ Exit ‘

Click the Print
button.

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

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

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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Trﬂining Code Reports

3. Select the Totel Reports: 1
report type you
want to generate. -

What Report To Print?

Report Name 1 Description 1 Class I Custom ]
4' YOu can add a Training Code List A list of Training Codes  BASIC False
report title here.
After you select
a report type,
you can view its
description here.
5. Click the Print
button to preview ReportTitle: | Traning Codes]
the report Selected Report Alist of Training Codes

) Description:
Print [5 Exit

Figure 13-61. Generating a training code report
5. Click the Print button to preview the report.

Figure 13-62 shows what the report looks like:

DEER VALLEY UNIFIED SCHOOL DIST

Training Code List

Training Codes

Training Category Training Code Description Active
BRAKE AS ANTI SKID =]
BRAKE DAS DUAL AIR
BRAKE " HYDRAULIC
BTW 1 BASIC VEHICLE FAMILIARIZATION
BTW 2 PRECISION TRAINING IN VEHICLE MOVE
BTW 3 TRANSMISSION CONTROL/SHIFTING
BTW 4 DEFENSIVE DRIVING
BTW 5 PASSENGER LOAD/UNLOAD

Figure 13-62. Training Codes report

T.0.M. Employee Management Manual 13-49



	Many Easy-to-Read Reports, Placed Where You Need Them
	Giving You Control of What Information is on the Reports and How Its Sorted
	The T.O.M. Report Preview Screen and Exporting Reports to Other File Formats
	Previewing Reports
	Preview Tab
	Export to File Tab

	Employee Reports
	Generating an Employee Report from the Search Employees Screen
	Generating an Employee Report from the Employee Maintenance Screen

	Reminder Reports
	Generating a Reminder Report from the Search Employees Screen
	Generating a Reminder Report from the Employee Maintenance Screen

	Training Reports
	Generating a Training Report from the Search Employees Screen
	Generating a Reminder Report from the Employee Maintenance Screen

	Absence Reports
	Generating an Absence Report from the Search Employees Screen
	Generating an Absence Report from the Employee Maintenance Screen

	Accident Reports
	Generating an Accident Report from the Search Employees Screen
	Generating an Employee Report from the Employee Maintenance Screen

	Notes Reports
	Check-In History Reports
	Lookup List Reports
	Absence Codes
	Training Codes


