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Chapter 7
Master File Reports
The Customer, Destination, Employee and Vehicle files are considered to be key files or Master Files.
These files are considered Master Files because they hold many pieces of key information.  This
information is valuable and T.O.M. was designed to give you many different ways of using the information
when printing these master file reports.  This advanced flexibility makes these reports powerful tools that
allow you to create a vast number of unique reports for any number of special purposes.

Accessing the Master File Reports
To access the master file reports you click the Reports menu option at the top of your screen and then click
the Master File submenu option (Figure 7-1) for the Master File Report you wish to produce.

Figure 7-1. Accessing the Master Files Reports

Previewing and Printing Master File Reports
Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print button and Preview button is always available at the bottom of the screen, such as in the
Customer Directory screen shown in Figure 7-3.

• Click the Print button to print the report on your printer or to a file. Remember to choose the
Print to file option on your Print window if you wish to print the report to a file.
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• Click the Preview button to preview the report on the screen, which is useful for previewing the
report before printing it. When you click the Preview button, the report is processed and the
Preview window is displayed with your report (Figure 7-2). In Print Preview, the mouse cursor
changes to a magnifying glass. Click the page to zoom in and out as necessary. If your estimate is
more than one page, you can view additional pages using the VCR-type controls in the lower left
corner of the screen.

When you are finished, you can click the “X” in the top right corner of the screen or choose Close
from the File menu to close the Preview Screen. If you wish to print the report, click the Restore
button on the reports screen title bar in the lower left corner of the screen (such as the Field Trip
Reports screen shown in Figure 7-2), then click the Print button.

Figure 7-2. The Report Preview Screen

Working with the Customer Directory Reports
The Customer Directory was designed to give the Transportation Department a complete source of
information for each of its customers on file. The Customer Directory is actually two different reports.

Click the Restore icon
to return to the reports
screen.

In Print Preview, the mouse cursor
changes to a magnifying glass. Click
on the page to zoom in (+) and out (-)
as necessary.

If your estimate is more than one page,
you can view additional pages using
the VCR-type controls in the lower left
corner of the screen.
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To print the Customer Directory Report open the Reports menu, select the Master File Reports menu and
then click the Customer Directory option.  (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Customer Directory screen is displayed (Figure 7-3).

The Customer Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-3), the
Sort tab (Figure 7-4). Click on a tab to see its options. The following describes the fields in each tab.

Entering Selection Criteria on the General Tab

Click on the General tab in the Customer Directory screen (Figure 7-3), if it’s not already selected. This tab
allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.

Figure 7-3. The General Tab on the Customer Directory Screen
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Selected Division:  Customers can be assigned to divisions that you created.  You can list all customers
that belong to a division. If you know the division that you wish to report on then enter here.  If you don’t
know the division you desire T.O.M. provides you with an easy drop down list of all of the divisions that
you have created.

What Report: This is a report that you want to print.  As was previously mentioned you can choose from a
list of two reports.  The following is a brief description of each of these reports:
 

Report Name Description
1 Line (Figure 7-5) This is a very simple report listing one line of basic information for each

customer.  This includes the customer’s number, name, address, phone, division
and status.

Detailed (Figure 7-6) This report is a comprehensive report listing all information that T.O.M. stores
for each customer.

 
Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, West Division’s Customers.
 
Customer Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
customers that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the customers that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected customers whether they are marked as Active or Inactive.
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Entering Sort Criteria on the Sort Tab

Click on the Sort tab in the Customer Directory screen (Figure 7-4), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.

Figure 7-4. The Sort Tab on the Customer Directory Screen

Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.

Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
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see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.

Previewing and Printing Customer Directory Reports

Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-3). See
Previewing and Printing Management Reports previously described in this chapter for details.

Figure 7-6 and Figure 7-6 shows a list of samples of the Customer Directory Reports that you can print
from the Customer Directory Reports screen. Refer to the table in the description of the What Report field
found previously in this section for a complete reference of the Customer Directory Reports.
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Figure 7-5. The 1 Line Customer Directory
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Figure 7-6. The Detailed Customer Directory
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Working with the Destination Directory Reports
The Destination Directory was designed to give the Transportation Department a complete source of
information for each of its destinations on file. The Destination Directory is actually two different reports.
The Destination Directory is very useful as a hard copy list of all of the destinations to which the
Transportation Department has taken at least one field trip.  The Destination Directory allows you to select
a specific destination category to print or to print all destinations regardless of their destination category.
The Destination Directory also allows you to specify whether you wish to print active destinations, inactive
destinations or all destinations on file.

To print the Destination Directory Report open the Reports menu, select the Master File Reports menu and
then click the Destination Directory option.  (See Accessing the Management Reports at the beginning of
this chapter for details.)  The Destination Directory screen is displayed (Figure 7-7).

The Destination Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-7) and
the Sort tab (Figure 7-8). Click on a tab to see its options. The following describes the fields in each tab.
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Entering Selection Criteria on the General Tab

Click on the General tab in the Destination Directory screen (Figure 7-7), if it’s not already selected. This
tab allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.

Figure 7-7. The General Tab on the Destination Directory Screen

Select Category:  Destinations can be assigned to categories that you created.  You can list all destinations
that belong to a category. If you know the category that you wish to report on then enter here.  If you don’t
know the category you desire T.O.M. provides you with an easy drop down list of all of the categories that
you have created.
 
What Report: This is the report that you want to print.  As was previously mentioned you can choose
from a list of two reports.  The following is a brief description of each of these reports:
 

Report Name Description
1 Line (Figure 7-9) This is a very simple report listing one line of basic information for each

Destination.  This includes the destination’s number, description, address,
category, average miles and status.

Detailed (
Figure 7-10)

This report is a comprehensive report listing all information that T.O.M. stores
for each Destination.
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Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, ‘City Parks’.
 
Destination Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
destinations that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the destinations that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected destinations whether they are marked as Active or Inactive.

Entering Sort Criteria on the Sort Tab

Click on the Sort tab in the Destination Directory screen (Figure 7-8), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.

Figure 7-8. The Sort Tab on the Destination Directory Screen

Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
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Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.

Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.

Previewing and Printing Destination Directory Reports

Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-7). See
Previewing and Printing Management Reports previously described in this chapter for details.
Figure 7-9 and Figure 7-10 shows a list of samples of the Destination Directory Reports that you can print
from the Destination Directory Reports screen. Refer to the table in the description of the What Report
field found previously in this section for a complete reference of the Destination Directory Reports.
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Figure 7-9. The 1 Line Destination Directory
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Figure 7-10. The Detailed Destination Directory
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Working with the Employee Directory Reports
The Employee Directory was designed to give the Transportation Department a complete source of
information for employees.  The Employee Directory is actually four different reports.

There are many ways that this directory can be used by the Transportation Department.  The Employee
Directory, for example, could be used as a listing of all drivers whose licenses will expire in the next two
months.  Or, this report could be used as a list of employees that have a birthday next month.  There really
is a wide range of options offered by the Employee Directory.

The Employee Directory not only prints the values in any of the ACTIVE custom fields it also allows the
user to use any of these custom fields as selection criteria.  So, for example, if one of the Employee’s
Custom fields in your district was Speaks Spanish (Yes / No) you could use this field and the Employee
Directory to list just those employees that speak Spanish.

You don’t have to remember what you have entered into your active custom fields because T.O.M. will
automatically scan your database of employees and compile a unique list of all of the values that you have
entered into each active custom field.  Each of these custom fields is displayed with a drop down list box
that allows you to open and display all of the values that you have entered into each custom field.

To print the Employee Directory Report open the Reports menu, select the Master File Reports menu and
then click the Employee Directory option.  (See Accessing the Management Reports at the beginning of
this chapter for details.)  The Employee Directory screen is displayed (Figure 7-11).

The Employee Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-11), the
Vehicle tab (Figure 7-12), the Dates tab (Figure 7-13), the User tab (Figure 7-14) and the Sorting tab
(Figure 7-15). Click on a tab to see its options. The following describes the fields in each tab.
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Entering Selection Criteria on the General Tab

Click on the General tab in the Employee Directory screen (Figure 7-11), if it’s not already selected. This
tab allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.

Figure 7-11. The General Tab on the Employee Directory Screen

Selected Employee Type:  This is the employee type that was assigned to the employee.  For example,
please list all my Bus Driving Aids.



User Guide 7-17

Chapter7: Master File Reports

 
What Report: This is a report that you want to print.  As was previously mentioned you can choose from a
list of four reports.  The following is a brief description of each of these reports:
 

Report Name Description
1 Line (Figure 7-16) This is a very simple report listing one line of basic information for each

Employee.  This includes the employee’s number, name, address, phone, and
status.

1 Line No Phone #
(Figure 7-17)

This is the same as the 1 Line report except no phone numbers are printed for
privacy concerns.

2 Line (Figure 7-18) This contains all information in 1line report and then includes a second line of
information.  This second line includes the employee’s seniority, SSN,
Birthday, Hire Date, Vehicle # assigned, Employee Type, Certification Date
and License expiration date.

2 Line No Phone #
(Figure 7-19)

This is the same as the 2 Line report except no phone numbers are printed for
privacy concerns.

3 Line (Figure 7-20) This contains all information in 2 line report and then includes a third line of
information.  This third line includes the five custom fields, the type of the
vehicle assigned, the billing hourly rate, and the overtime hourly billing rate.

4 Line (Figure 7-21) This contains all information in the 3 line report and then includes a fourth line
of information.  This fourth line includes the two custom date fields.

Detailed Figure 7-22) This report is a comprehensive report listing all information that T.O.M. stores
for each Employee.

 
Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, ‘Employees With March Birthdays’.

Employee Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
employees that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the employees that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected employees whether they are marked as Active or Inactive.
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Entering Selection Criteria on the Vehicle Tab

Click on the Vehicle tab in the Employee Directory screen (Figure 7-12), if it’s not already selected. This
tab allows you to enter selection parameters of the report.

Figure 7-12. The Vehicle Tab on the Employee Directory Screen

Selected Vehicle:  This is the vehicle number of the vehicle that is assigned to the employee.  For example,
please list all employee(s) that are assigned to bus 100.

Selected Vehicle Type:  This is the vehicle type of the vehicle that is assigned to the employee.  For
example, please list all employees who are assigned to handicap buses.
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Entering Selection Criteria on the Dates Tab

Click on the Dates tab in the Employee Directory screen (Figure 7-13), if it’s not already selected. This tab
allows you to enter date ranges of date-related selection criteria of the report.

Figure 7-13. The Dates Tab on the Employee Directory Screen

Hire Date Range:  This is a range of the employee hire dates.  For example, please list all employees hired
from 01/01/1985 to 12/31/1989.
 
License Expiration Date Range:  This is a range of the employee’s license expiration date.  For example,
please list all employee’s who’s license expire between 1/1/1998 to 2/28/1998.
 
Birthday Range: This is a range of the employee’s birthdays.  For example please list all employees
whose birthday are from 01/01/1920 to 12/31/1929.
 
Certification Date Range:  This is a range of the employee’s certification date.  For example, please list
all employees who were certified between 01/01/1980 to 12/31/1997.
 
Inactive Date Range:  This is a range of dates that the employee was marked as inactive.  For example,
please list all employees that were marked inactive from 01/01/1995 to 12/31/1997.

Birthday Month: This is the month that the employee was born. For example, please list all employees
whose birthday is in March.
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Entering Selection Criteria on the User Tab

Click on the User tab in the Employee Directory screen (Figure 7-13), if it’s not already selected. This tab
allows you to enter date ranges of date-related selection criteria of the report.

Figure 7-14. The User Tab on the Employee Directory Screen

custom fields 1-7:  These are the five custom text fields and two custom date range fields that are available
for your use in the Employee screen.  If you have entered a caption for the custom field in the District
Options that field will appear with the caption you entered in the Employee screen and in the Employee
Directory screen.  Figure 7-14 shows how these fields might be used.

T.O.M. also builds a unique list of every value that you entered in to that custom fields and makes it
available in a drop down list box next to that custom field.  So for example in Custom Field #1 that we
gave a caption of ‘FIRST AID’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M. would build a
drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the route times
for employees with an ‘A’ in ‘FIRST AID’.
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Entering Sort Criteria on the Sorting Tab

Click on the Sorting tab in the Employee Directory screen (Figure 7-15), if it’s not already selected. This
tab allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You
may also define how you want the fields to be sorted.

Figure 7-15. The Sorting Tab on the Employee Directory Screen

Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).

Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.

Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Previewing and Printing Employee Directory Reports

Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-15). See
Previewing and Printing Management Reports previously described in this chapter for details.

Figure 7-16 through Figure 7-22 shows a list of samples of the Employee Directory Reports that you can
print from the Employee Directory Reports screen. Refer to the table in the description of the What Report
field found previously in this section for a complete reference of the Employee Directory Reports.
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Figure 7-16. 1 Line Employee Directory
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Figure 7-17. 1 Line No Phone # Employee Directory
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Figure 7-18. The 2 Line Employee Directory
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Figure 7-19. The 2 Line No Phone # Employee Directory
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Figure 7-20. The 3 Line Employee Directory
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Figure 7-21. The 4 Line Employee Directory
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Figure 7-22. The Detail Employee Directory
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Working with the Employee Route Report
As you know T.O.M. allows you to enter in an employee’s daily routes.  These routes can be used to
influence the automatic assignment of drivers to field trips.  However, having this route information in the
computer is valuable in and of itself.  It is very useful to be able to produce an easy to read report of an
employee’s route times.  T.O.M. gives you that report.

The report itself is a simple one, listing each selected employee and his/her routes and their times.  The
Employee Route Report screen (Figure 7-23) gives you many selection options to customize how you want
your route information to print.  This makes what seems like a simple report into a powerful tool for you to
use when managing an employee’s routes.

To print the Employee Route Report open the Reports menu, select the Master File Reports menu and then
click the Employee Route option.  (See Accessing the Management Reports at the beginning of this chapter
for details.)  The Employee Route Report screen is displayed (Figure 7-23).

Figure 7-23. The Employee Route Report Screen

Selected Vehicle Type:  This the vehicle type of the vehicle assigned to the employee.  For example list
the route times of all employees that drive a small handicap bus.
 
Selected Vehicle:  This is the vehicle number of the vehicle assigned to the employee.  For example list all
of the route times of all the employees that drive bus 100.
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Selected Route Day:  This is the day that the route is performed.  You may choose from Sun. - Sat.  For
example, list all employee routes on Monday.
 
Selected custom fields 1-5:  These are the five custom fields that are available for your use in the
employee screen.  If you have entered a caption for the custom field in the District Options that field will
appear with the caption you entered in the Employee Screen and in the Employee Directory Screen.  In this
example we are using three of the custom fields and gave them the captions: ‘FIRST AID’, ‘REFRESHER’
and ‘DOT PHYSIC’.  T.O.M. also builds a unique list of every value that you entered in to that custom
fields and makes it available in a drop down list box next to that custom field.  So for example in Custom
Field #1 that we gave a caption of ‘FIRST AID’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M.
would build a drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the
route times for employees with an ‘A’ in ‘FIRST AID’.
 
Selected Employee Types:  These are the employee types that you want to list the route times for.  T.O.M.
allows you to enter all of your transportation employees into the Employee Database.   Since many
employee types do NOT have route times T.O.M. allows you to specify which employee types to select for
this report.
 
T.O.M. makes this an easy process by displaying one list of ALL the employee types that you have created
and then another list of those employee types that you want to report on.  You then use the Select All,
Deselect All, Add and Remove buttons to move employee types to and from the selected list.
 
NOTE:  If for some reason the employee types in the list of all your employee types do NOT match your
employee types then click the Refresh List button which will rebuild the list of all employee types in the
list to just include the employee types that you have created.

Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.

Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.

Previewing and Printing the Employee Route Report

Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-23). See
Previewing and Printing Management Reports previously described in this chapter for details.

Figure 7-16 shows a sample of the Employee Route Report that you can print from the Employee Route
Reports screen.
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Figure 7-24. The Employee Route Report
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Working with the Vehicle Directory Report
The Vehicle Directory was designed to give the Transportation Department a complete source of
information for its vehicles.

There are many ways that this directory can be used by the Transportation Department.  The Vehicle
Directory, for example, can be used as a listing of all vehicles that run on diesel fuel.  Or, this report can be
used as a list of vehicles that have more than 100,000 miles logged.  Or, this report can be used as a list of
vehicles manufactured by Bluebird.  There really is a wide range of options offered by the Vehicle
Directory.

The Vehicle Directory not only prints the values in any of the ACTIVE custom fields it also allows the user
to use any of these custom fields as selection criteria.  So, for example, if one of the Vehicle’s Custom
fields in your district was Has Child Restraints (Yes / No) you could use this field and the Vehicle
Directory to list just those vehicles that have child restraints in them.

You don’t have to remember what you have entered into your active custom fields because T.O.M. will
automatically scan your database of vehicles and compile a unique list of all of the values that you have
entered into each active custom field.  Each of these custom fields is equipped with a drop down list box
that you can open and display all of the values that have been entered into each custom field.

The Vehicle Directory will allow the user to select specific Vehicle Records in the following manner:

• A specific manufacturer or all.
• A range of manufactured years.
• A range of total miles.
• A specific fuel type or all.
• A specific vehicle type or all.
• Whether the vehicle is active, inactive or all.
• If the vehicle is inactive a range of dates that the vehicle became inactive.

The Vehicle Directory includes the following information:

• Vehicle number.
• Vehicle description.
• Vehicle make.
• Vehicle fuel type.
• Vehicle year of manufacture.
• Vehicle type.
• Vehicle total miles.
• Vehicle license.
• Whether the vehicle is active.
• If the vehicle is inactive the date that the vehicle became inactive.
• Each of the three ACTIVE Custom fields.
• A total count of reported vehicles.

To print the Vehicle Directory open the Reports menu, select the Master File Reports menu and then click
the Vehicle Directory option.  (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Vehicle Directory screen is displayed (Figure 7-25).
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The Vehicle Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-25), the
Active Status tab (Figure 7-26), the User tab (Figure 7-27) and the Sort tab (Figure 7-28). Click on a tab to
see its options. The following describes the fields in each tab.

Entering Selection Criteria on the General Tab

Click on the General tab in the Vehicle Directory screen (Figure 7-25), if it’s not already selected. This tab
allows you to enter the selection parameters of the report.

Figure 7-25. The General Tab on the Vehicle Directory Screen

Selected Manufacturer: This is the manufacturer of the vehicle.  T.O.M. builds a drop down list of all of
the values that you have entered in this field for all of your vehicles.

Manufactured Year Range: This is the year the vehicle was manufactured.  You may enter a range of
these years to report on.

Selected Vehicle Type: This is the type of the vehicle.  Don’t worry if you don’t remember the code for a
specific vehicle type.  T.O.M. offers you a drop down list of all of the vehicle types available to you.

Total Miles Range: This is the miles on the vehicle.  T.O.M. allows you to select a range of mileage to
report on.

Selected Fuel Type: This is the fuel type of the vehicle.  T.O.M. builds a drop down list of all of the
values that you have entered into this field of all of your fuel types.
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Print Report Selection Page: This is a check box field.  It is either checked or unchecked..  If this field is
checked then T.O.M. will print a one page list of all of the selection parameters that you have specified
when running this report.

Entering Selection Criteria on the Active Status Tab

Click on the Active Status tab in the Vehicle Directory screen (Figure 7-26), if it’s not already selected.
This tab allows you to enter date range parameters of the report.

Figure 7-26. The Active Status Tab on the Vehicle Directory Screen

Vehicle Status:  This field uses a toggle button or push down button display.  That is you click on or press
the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
vehicles that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print the
vehicles that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all selected
vehicles whether they are marked as Active or Inactive.

Inactive Date Range: If you select the Inactive or Both button in the Vehicle Status field described above,
you can also enter an inactive date range, if you wish. This selects only the inactive vehicles within this
range. If you leave this field blank, all inactive vehicles are selected.
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Entering Selection Criteria on the User Tab

Click on the User tab in the Vehicle Directory screen (Figure 7-14), if it’s not already selected. This tab
allows you to enter selection criteria for user-defined fields of the report.

Figure 7-27. The User Tab on the Vehicle Directory Screen

Selected (custom fields 1-3):  These are the three custom text fields that are available for your use in the
Vehicle screen.  If you have entered a caption for the custom field in the District Options that field will
appear with the caption you entered in the Vehicle screen and in the Vehicle Directory screen.  Figure 7-27
shows how these fields might be used.

T.O.M. also builds a unique list of every value that you entered in to that custom fields and makes it
available in a drop down list box next to that custom field.  So for example in Custom Field #1 that we
gave a caption of ‘LIFT CHAIR’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M. would build a
drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the route times
for employees with an ‘A’ in ‘LIFT CHAIR’.
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Entering Sort Criteria on the Sort Tab

Click on the Sort tab in the Vehicle Directory screen (Figure 7-28), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.

Figure 7-28. The Sort Tab on the Vehicle Directory Screen

Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.

Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Previewing and Printing the Vehicle Directory Report

Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-28). See
Previewing and Printing Management Reports previously described in this chapter for details.

Figure 7-29 shows a sample of the Vehicle Directory (also called Roster) that you can print from the
Vehicle Directory Reports screen.
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Figure 7-29. The Vehicle Directory (Roster) Report
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