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When running reports that take longer than 30 minutes to execute, End Users
will need to execute in the background and complete a Job Release Form for
the work to be scheduled.

Execute in the background: To execute in the background, instead of left-
clicking on the execute icon use the menu path Program > Execute in
background. Note: If you have a wide report, you will need to change
“Output Device” to ZSWIN (all caps) and also change the format.
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Output Device: The printer you have selected to print your document.
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The “Output Device” will need to be blank to view all network printers that
are set up in SAP. Left-click on green check or press Enter on keyboard.
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Make selection by double-clicking on printer or highlight and left-click on
enter icon (green check).

OutputbDevice ShrtiName|Location/Status Message

G¢ goz_gaxter BoX3 302 Baxter Hall - 130.74.128.221

[y 313 _Powers SLP3 313 Powers Hall {(Suzanne LeBlanc)
315_Powers 315P 315 FPowers Hall (Carol Cockawyne)

323 _Powers 323 323 Powers Hall (Anil Winjamur)

Col |pgcademic Support Center BCS1 Lcademic Support Center - 1308.74.150.21

Se |Accounting_Printer BCCT New Name Procurement_Printer
Ldmin&Finance BDFM Lodmin&Fin - Lyceu 15 12 T4 OB o4

Se ALthletics_Printer ATPR Athletics Departmd .

L |Baxter_znd_Floor BAXZ Mew name: Baxter_H Select pr[nter by double-

Infc Baxter_Room_211 BAXP Baxter Hall, Room I_ k_ h hl h dl f
Biology_222_ Shoemaker BIOL Biology Department -
Bursari_Check_Printer EUR1 New Name Frocurgafd clic Ing or Ig Ig tan € t
Business_Schaol BUSS Business Schg 1 1
Carrier_Hall_128 CRHO Carrier Ha CIICk on enter |C0n.
Continuing_Studies CHT Continui
Croft_315 CROZ Croft stitute P
Croft_316 CRO1 Cro Institute P
Data_Center_Fax_ Printer FAXP Lfa Center Fax Server (sapmtil)
Data_Center_HFLJ_4000_TH DCP1 ata Center
Data_Center_Xerox_Printer3 DCxF Data Center
EEO_1860_Weir_Hall EE EEO/Weir Hall Room 100 - 120.74.39_ 40
Faser_Printer EASR Faser 120B - 130.74_165. 40

Col (Financial_S&id_PF1 PF1 253 Martindale - 130.74.150. 40

| e |Financial_#id_PF2 PF2 259 Martindale - 130.74.150.41
FTDC_Printer FTDC Faculty Technology Development Center - 130.74.171.144
Grad_School_Reception G5R 1132 01d Chemistry - 130 .74 .94 70
Helpdesk_Printer_1 HLFP1 105 Weir Hall - 130.74.171.24
HONORE_104 HHMRS McDonnell Barksdale Honors College, Room 104 - 130.74.178.40

—_ |HREDoOo HRZ Johnson Commons - Room 9

Cul [HR-Minolta Hj -Speed printer [HRMP Johnson Commons - Room 9

& |HR_Faymen dvice_Printer HRF& Johnson Commons - Room 9
HE_Frin HRA Johnson Commons
1CS, ounting_Printer ICs1 ¥erby Room 19 - 130.74 31 32

Printer Parameters

Set your Print Parameters: The first time you use this function, your
dialog box will not contain any settings. Click on the “Properties” button to

set your print options.
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When you click “Properties” a new menu and dialog box appears. You may
set your print parameters here and save them so that they are included in the
“Background Print Parameters” box whenever you set up a job to run in

background.




Print Parameters — Time of Printing

Time of printing: Select whether to print immediately to your printer or to
the spool. Double-click on Time of printing
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Select your option and click “Show Selected Print Parameters on Initial
Screen” box. This saves your options so that they will appear the next time

you run a report.
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Note: Print immediately can only be used if you select a network printer for
output device and if the report is not too wide. If you are using a local
windows printer or wish to display before deciding to print, do not select
Print immediately. If you have a wide report, you will need to change
“Output Device” to ZSWIN (all caps) and also change the format.




Print Parameters — Format

Format: Select your printing format:

Double-click on Format to provide

options. Select your option and click “Show Selected Print Parameters on

Initial Screen” box. This saves your 0
time you run a report.
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Print Parameters — Delete after output

Delete after output: Make sure this i

s unchecked, if you need to view data

from your screen or print later. Check “Show Selected Print Parameters on
Initial Screen”
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Print Parameters — Title

Title: If you are running more than one report, it is very helpful to put a title
in on your report. Double click on “Title” to see the Title box. Enter your
title, check “Show Selected Parameters on Initial Screen”. You will be able
to change titles directly from the “Background Print Parameters” box the
next time you run in background.
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When you have selected all of your “Parameter settings”, click the green
check.

Your Print Parameters should now display in the “Background Print
Parameters” box.




| Printer Parameters Set

Once your Print Parameters have been set, they should now display in the
“Background Print Parameters” box.
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Chiek’the green arrow. The “Start Time” dialog box should appear.
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Start Time: Immediate. Left-click on Immediate (this does not mean it will
run immediately, you must submit a Job Release Form)
SAVE: Left-click on SAVE icon.
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To view status of jobs, go to system > own jobs. You may view own jobs at
any time to see what is going on.
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When selected report has completed you can view your ‘Own Spool
requests’.

Own Spool Request: To view spool request
System > Own spool requests
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Display Report: Select report by checking the box to the left of the spool
number, then left-click on the display contents icon (glasses).
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Display area: Settings > Change display area to show all pages.

Graphical display of spool request 13378 igrsystem PRD
= | L »> | sSettingX || 2 Graphical || S Raw || sk Hex | (IS

= 0lls

@ (& ] (=] | [

Settings

| [ Graphical d... [« =21 zmspm

Display mode

Graphical

Vo Rawy
' Hexadecimal

Enter ‘to page’

AN

4

Display area

From page

! The last

1 To page 11
10 pages

Sawve settings

Temp. for transaction

' Temp. for session
' Permanently even betw. logons

=

S




