COURSE:

UNIT:

SUGGESTED TIME:

TRAINING AIDS:

OBJECTIVES:

DETAILED LESSON OUTLINE

[-Suite

4.9 —ITS: Working with reports.

15 minutes

Computer projector, screen, PowerPoint presentation, computer
(one for instructor and one per trainee).

Upon completion of this unit, the trainee will be able to:

1. Prepare, view, and print reports.
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INTRODUCE THE UNIT.

PRESENT UNIT OBJECTIVES.

L INTRODUCTION:

A. Prepare, view, and print reports.

INSTRUCTOR AND STUDENTS LOG ON TO ITS.

EXPLAIN THAT THE REPORTS MENU LISTS
MANAGEMENT, EQUIPMENT, COMMISSARY
AUTHORIZATION, CREW ROSTER, AND PAY
DOCUMENT REPORTS.

II. EXERCISES

A. To review and print a Commissary Authorization
form.

REMEMBER THAT YOU REVIEWED AND PRINTED A
COMMISSARY AUTHORIZATION IN THE PREVIOUS

UNIT.
1. On the Reports menu, click Commissary
Authorization.
2. On the Commissary Authorization dialog

box, perform one of the following

a. Click the Request Number drop-
down arrow, and then click to select
the Request Number of your
choice.

b. Click the Crew Name drop-down
arrow, and then click to select the
Crew Name of your choice.

C. Click the Person drop-down arrow,
and then click to select the Person of
your choice.
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3. Click the Run Report button.

4. To print the report, click the Print Report
icon.

B. To view and print a crew roster.

THE CREW ROSTER LISTS THE NAMES OF
INDIVIDUAL CREW MEMBERS FOR A CREW.

1. On the Reports menu, click Crew Roster.

2. On the Crew Roster dialog box, perform
one of the following

a. Click the Request Number drop-
down arrow, and then click to select
the Request Number of your
choice.

b. Click the Crew Name drop-down
arrow, and then click to select the
Crew Name of your choice.

SHOW HOW THE REQUEST NUMBER AND CREW
NAME CHANGES WHEN YOU SELECT A DIFFERENT
REQUEST NUMBER OR SELECT A DIFFERENT CREW
NAME.

3. Click the Run Report button.

4. To print the report, click the Print Report
icon.

C. To prepare a Shifts in Excess of Standard Hours
report.

THIS REPORT LISTS SHIFTS THAT EXCEED
STANDARDS.

IT ALLOWS YOU TO IDENTIFY INITIAL ATTACK
SHIFTS AND OTHER SHIFT ISSUES THAT NEED
DOCUMENTATION.
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On the Reports menu, click Shifts in
Excess of Standard Hrs.

On the Shifts in Excess of Standard Hours
Report dialog box, perform one or more of
the following, as appropriate

a. Click the Request Number drop-
down arrow, and then click to select
the Request Number of your
choice.

b. Click the Person drop-down arrow,
and then click to select the Person of
your choice.

Click the Start Date drop-down arrow, and
then click to select the Start Date of your
choice.

Click the End Date drop-down arrow, and
then click to select the End Date of your
choice.

In the Excess Hours box, type the minimum
total number of Excess Hours to be reported

Under Sort by, click to select one of the
following

a. Request #.
b. Person.
C. Total.

Click the Run Report button.

To print the report, click the Print Report
icon.
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D. To view the Equipment Management Report.

THIS REPORT LISTS THE KIND, DESCRIPTION,
VEHICAL ID, REQUEST NUMBER, CHECK-IN DATE
AND TIME, AND TOTALS FOR ALL EQUIPMENT.

1. On the Reports menu, click Equipment
Management.
2. To print the report, click the Print Report
icon.
E. To view the Contractor Debits Report.

THIS REPORT LISTS THE ACTIVITY DATE,
DESCRIPTION, AND TOTAL DEBITS BY EQUIPMENT
AND/OR CONTRACTOR.

1. On the Reports menu, click Contractor
Debits.
2. On the Contractor Debits dialog box, click

the Contractor drop-down arrow, and then
click to select the Contractor of your
choice.

3. Click the Run Report button.

4. To print the report, click the Print Report
icon.

F. To view the Payment Summary of Equipment
report.

THIS REPORT LISTS THE NAME, REQUEST NUMBER,
TIME POSTED, DEBITS, NET AMOUNTS, AND GRAND
TOTAL BY CONTRACTOR.

1. On the Reports menu, click Payment
Summary of Equipment.
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On the Payment Summary of Equipment
Usage Report dialog box, click the drop-
down arrow, and then click to select the
Contractor of your choice.

Click the Run Report button.

To print the report, click the Print Report
icon.

G. To view the Summary of Hours Worked report.

THIS REPORT LISTS THE NAME, SSN, POSITION,
HOURS ON INCIDENT, AND COMMISSARY
DEDUCTIONS FOR ALL PERSONNEL OR FOR AN

INDIVIDUAL

1.

On the Reports menu, click Summary of
Hours Worked.

In the Summarization of Hours Report
dialog box, perform one of the following

a. To obtain information for an
individual, click the Select Person
drop-down arrow, and then click to
select the Person of your choice.

b. To obtain information for all
personnel, click Select All
Personnel.

Click the Run Report button.

To print the report, click the Print Report
icon.
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