How To Run Custom Reports Through TravCom CS

1. In TravCom CS, go to the Reports Menu, Then Custom Reports.
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2. Put a check next to as many reports as you want to run. 
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3. Most reports will require a date range, which is, most times, the transaction date. The arrival and departure type reports are the exception, as they will look for either the arrival or departure dates. Either way, they are based on what you enter here. Some reports will also require either client(s), vendor(s), or agent(s). By running the reports through the Custom Reports window in TravCom CS, you do not need to worry about the length of client, vendor, or agent numbers, as you would if running them through Crystal Reports directly. These values will be applied to each report you’ve checked, as necessary.
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4. If your agency has multiple branches, on some reports you have the option of running the report for the branches you choose, and whether to run them individually or consolidate them. You can decide this by clicking on the Branches button at the bottom of the window. Click OK when you are finished here.
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5. Now, you’ll want to click the Print button. From here, you can choose whether to preview the report(s) to the screen, print them directly to the printer, or export them (ex. Word, Excel, etc). If you choose to print the report(s), you can choose portrait or landscape, as well as the number of copies or which pages you would like to print. If you choose to export, each report will prompt for the file type and location.
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6. Some reports will require additional information not able to be entered directly from the Custom Reports window. For example, an airline number, or a city code. After you’ve gone through the steps above, you will see this type of window appear. This may also happen if you forget to enter values the report possibly needs to run, such as date(s), or client number(s). Just enter the information required and click on the next item to fill in (City in this example). Once you’ve entered all information, click OK and the report will run.
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7. Now, if you don’t enter anything at all for report selection criteria in the Custom Reports window, this is what the screen may look like. Just enter each value as required. Instructions for the particular prompt are on the screen, as well as how many digits your entry needs to be, if necessary. There is generally already an example of what your entry should look like as well. If you see a scroll bar on the right as this window has, there are more prompts than can fit on the screen, so just fill in the prompts there, then scroll down and continue to enter the necessary information. When finished, click OK and the report will run.
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If you have problems running the custom reports, please contact Chris at the TravCom Crystal Reports Support Desk at either 1-800-872-8266 option 3, or via e-mail at crystal@travcom.com
Instructions for what to do…
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