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PDF REPORTS

THERE ARE 2 DIFFERENT OPTIONS WHEN PULLING PDF REPORTS: 

 - Fueling Data 

  - Pulls a general report of all transactions throughout a selected time period.  
  Provides a total number of gallons fueled overall for a selected period of  
  time. Can be pulled by Fuel Terminal and Product Only.

 - Reporting

  - Pulls a report for a selected time period sorted and totaled by each Vehicle  
  or Driver depending on which is selected. Also provides an overall total   
  number of gallons fueled for a selected time period. Able to run individual  
  Drivers or Vehicles totals if needed. Has the option to see "Miles Per Gallon"   
  a vehicle is getting for a certain time period if the Fuel Terminal is set to   
  inquire "Mileage" when fueling.
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FUELING DATA OPTION

Complete the Following Steps:

 - Open your HD Manager Software.

 - Click on the Lists tab.

 - Click on Fueling Data in the green bar.

 - On the left-hand side check all Fuel Terminals and Products you would like to see  
 on the report. Check the box next to "Fuel Terminal" and "Products" to select all.

 - In the center of the screen select the "From" and "Up To" dates.

 - On the right hand side if you click "Show" a preview of the report will show at  
 the bottom of the same screen as seen here: 

PDF REPORTS        CONTINUED...
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FUELING DATA OPTION (CONTINUED)

 - If you click "Report" your report will come up as seen here: 

PDF REPORTS        CONTINUED...
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REPORTING OPTION BY DRIVER

COMPLETE THE FOLLOWING STEPS: 

 - Open your HD Manager Software.

 - Click on the Lists tab.

 - Click on Reporting in the green bar.

 - If you would like to run a report of all Drivers check the very top box next to the  
 word "Driver" to select them all at once. 

 - If you would like to run a report for only certain drivers check each driver indi- 
 vidually.

 - On the right-hand side check which Fuel Terminal and Product you would like to  
 see transactions for on your report. If you would like all Fuel Terminals and Prod- 
 ucts check the boxes next to "Fuel Terminal" and "Product" to select them all at  
 once.

 - In the center of the screen choose the dates "From" and "Up To" you would like  
 to see on the report.

 - Then under the list of drivers click either "Totals" or "Totals with fuelings"

  - Totals - Gives you totals only for the time period selected for each driver  
  selected. Here is a sample of what the report will look like:
 

PDF REPORTS        CONTINUED...
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PDF REPORTS        CONTINUED...

REPORTING OPTION BY DRIVER (CONTINUED)

  - Totals with fuelings - Also gives you totals for the time period selected for  
  each driver selected, but lists each individual transaction. Here is a sample  
  of what the report will look like:
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PDF REPORTS        CONTINUED...

REPORTING OPTION BY VEHICLE

COMPLETE THE FOLLOWING STEPS: 

 - Open your HD Manager Software.

 - Click on the Lists tab.

 - Click on Reporting in the green bar.

 - If you would like to run a report of all Vehicles check the very top box next to  
 the word "Vehicle" to select them all at once. 

 - If you would like to run a report for only certain vehicles check each vehicle   
 individually.

 - On the right-hand side check which Fuel Terminal and Product you would like to  
 see transactions for on your report. If you would like all Fuel Terminals and Prod- 
 ucts check the boxes next to "Fuel Terminal" and "Product" to select them all at  
 once.

 - In the center of the screen choose the dates "From" and "Up To" you would like  
 to see on the report.

 - Then under the list of vehicles click either "Totals" or "Totals with fuelings"
  - Totals - Gives you totals only for the time period selected for each vehicle  
  selected. Here is a sample of what the report will look like: 

 

PDF REPORTS        CONTINUED...
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PDF REPORTS        CONTINUED...

REPORTING OPTION BY VEHICLE (CONTINUED)

  - Totals with fuelings - Also gives you totals for the time period selected for  
  each vehicle selected, but lists each individual transaction. Here is a sample  
  of what the report will look like:
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EXCEL REPORTS

EXCEL REPORT

COMPLETE THE FOLLOWING STEPS: 

 - Open your HD Manager Software.

 - Click on the Lists tab.

 - Click on Data Export in the green bar.

 - On the left-hand side check off any "Fuel Terminals" "Products " "Vehicles" and  
 "Drivers" that you want to see on the report. You can check the boxes at the top of  
 each section to select all within that section. 
 
 - In the center of the screen select your dates in the "From" and "Up To" �elds.

 - To the right of the dates there is a list of boxes. Each box represents a column  
 that will be listed on your report. If you want to see the column check the box,   
 and if you do not then uncheck the box.

 - To the far right check the box that reads "With Column Heading".

 - Under "With Column Heading" is the "Delimiter" drop down the selection box and  
 choose "," (Comma).

 - Click the "Export" button.

 - Name and save the �le anywhere you would like.

•  Here is a sample of what the report will look like:
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EXCEL REPORTS       CONTINUED...

EXCEL REPORT (CONTINUED)
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