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Print Manager Dataform

In-depth QCC Print Manager Webinar

The purpose of this webinar is to expose participants in greater detail to the unique
features of the QCC Print Manager Module. There is not sufficient time, however, to
cover every topic in detail. Users are referred to the manual Printing Reports with
Print Manager, published February 2008, for additional information and detailed

explanations.
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See preferences - Months to look back for print files set to: Maximum

¥r:1997 Dist:07 Site:1
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As discussed in the Introduction to QCC / Print Manager webinar, Print Manager is
the QCC equivalent of LSPOOL in the traditional environment. However, Print
Manager contains many more options and abilities than were present in the traditional
LSPOOL. This webinar will deal in greater detail with a number of those additional

capabilities.

Topics to be covered include the following:-

* Configuring User Preferences
» User Selection Options
* Other Print Manager Tabs
* Viewing and Managing Print Files
* Printing a Report
* Creating a PDF File
* Opening a File in Word or Excel

* Opening a File with Excel Wizard
* The Grid Output Window
* Downloading Files
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Configuring User Preferences Within Print Manager

Preferences are defined on the File menu. The following dataform displays when you
select the Preferences option.

x|

File Options

||

b = width for User Print Files [Lepool) — b asimum Months in the past to search for print files
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— Use local copy of file — Load Print Manager Users List
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— Check for new files r Automatic load of Job List ($5TDLIST)
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— Delete file £ fter printing? . .
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r— Default file zart
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Most of these items are self-explanatory. A few require further explanation.

Delete file from This preference sets the default in relation to the deletion of
server after printing? print files. There is the capability to override this default when
selecting a file to print.

Months in the pastto This option limits the number of months that print files will

limit the search for  remain in your Print Manager. The choices range from 1 to 60

Print Files months with the [Maximum] option being that all of the user’s
files will be displayed.

In-depth QCC Print Manager Webinar (09/2012) 2 Copyright © QSS, 2012
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Remove first blank  Select this check box only if QSS instructs you to do so.

line when using

Special (pcl or In some cases, Print Manager adds an extra line while print-
macro form) ing POs or other special forms.

Using Print Manager to View Files Created by Other Users

Another selection on the File menu is Select User(s). This option, when coupled with
the appropriate security clearances, allows you access to the Print Manager files
created by other users. When selected, the following dataform appears with a drop-
down list of users to whom you have access.

&: Select User

& & (D Of

Select Uszer(z)

DEADT ”
DEADZ
DEADS
DEADG
DEAODY
DEADS
DEADT
DEATD
DEANM
DEAT2
DEACDG
DEADAF
DEAJFL
DEAMARC

DEAPFIM
DEALA
DEARDS
DEARMF
DEATIM
DEAWIG
IEAD3
I[EADE
I[EAOT
IEA03
IEA1 v/

Select the users whose print files you wish to access by clicking on their log-on name.
The icons allow you to [Get User(s) Files (Ctrl+F1)], [Select All (Ctrl+F2)], [Select
None (Ctrl+F3)], or [Cancel (F12)]. Note that there are hotkey combinations
available for each of these selections.
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Print File User Selection Options

Print File User Selection Options

Incorporated into each user listing in Print Manager are four ways of organizing the

data to make report selection easier. In addition to seeing all of the available reports
listed on the grid portion of the Print Manager dataform, you can also request the list
by date, by job number, by type of report, or by user-defined report title.

When selecting by date, you can click upon a date on the displayed list to have only
the reports generated on that date appear in the grid portion of Print Manager.
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See f - Months to look back for print files set to: Maxi

¥r:1997 Dist:07 Site:1 | 9/15/2009 11:33 AWM ]

When selecting by [Job Number], the displayed list will include the job numbers of

all the reports in your Print Manager.

When selecting by [Program Title], the displayed list will include the various types of
reports that you have created. Click on the type report that you are searching for and
only listings for those reports will display in the grid area.

Selecting by [Report Title] will produce similar results.
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Other Print Manager Tabs

There are four tabs in addition to the Print Files tab available in the Print Manager
module. A green dot indictes the tab that is currently open.

I3 AEE

i SN lEdt= = ERE = =R,

© Print Files l Spool FilesBSTOLIST ] Local Print Filesl Session History ] Server Qommands]
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(2 Program Title ao03 W |Y (M [021088 |07/31/2009 113019013 0/399 (206351 Report Run from Current Year [DET,
+-(] Report Title 004 (M |v (M |021061|07/15/2000 4:35 16434 1)1 (19) APPROVED BUDGET 06307200 | ELID
Spool Files/$STDLIST

The SpoolFiles/$STDLIST tab contains information on various types of system files
that you can now access without having to know special server commands. With
access to this tab, you will be able to see how your job ran on the server and all of the
parameters that you passed on to the program when you launched the job.
E SIEx)
TView _Optior
*Xe@FhnxxE 2d &2 8

Prirt Files @ Spool FllesFSTOLIST 1 Local Prirt Files: | Session History | Server Commands

User. |DEANSS -

Ret. LN _|Slct [File # |Jobg [JobMame  |File Desc |Pri|Copies|Dev|State |Owner Lines Date Time Records Pages
L3 H oot (M 053549 111052 |GLD110 $5TOLIST |1 1 |LP [READY |DEANSS QSSUS(938 09/17/2009 | 11:19 AM | 935 ~16
ooz (M 053550( 111053 |GlD110 $5TDLIST |1 1 |LP [READY |DEANSS QSSUS(932 09/17/2009 | 11:19 AM | 932 w16
o003 (M 053551 111054 [GLD110 $5TOLIST | 1 1 |LP |CREATE[DEAMSS.QS5US|484 12:00 &M |0
See preferences - Months to look back for print files set to: Maximum Yr:1997 Dist:07 Site:1 | 9/17/2009 11:20 AM

The [User] selection drop-down list above the grid allows you to select the user
whose files you wish to review. The list of users to which you have access is
controlled by security settings.
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Local Print Files
The Local Print Files tab shows the print files saved on your PC .

If you set your Preferences on the File menu to not remove local files on exit, then
these files would remain on the Local Print Files tab until you delete them.

To select the type of local file that you wish to view, set the radio button at the top of
the tab to [Report files] for regular report files or to [Output/SSTDLIST] for spool
files created when a job was executed.

Prinit Files ] Spool Files$STOLIST | @ Local Prirt Files l Sesszion History | Server Eu:ummands]

File Tupe: | (@) Report files ) Output$STOLIST

In both cases, the column headings for the file type displayed on the Local Print Files
tab are similar to those on the main Print Files or Spool Files/3STDLIST tabs with the
addition of a [Local file name] field. The [Local file name] can be used with the
search function on your PC to locate the file on your work station.
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0o0z| N 110993| 00021405 |09/16/200¢| 4217 |GLD110 DETAILED GENERAL LEDGER-SAMPLE FOR DOCUMENTATION LSPL-20090916-110993-00021405-GLD
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0004| M J11054| 00021412 |09/17/200¢| 100 GLD12S TRIAL BALANCE REPORT-SAMPLE FOR DOCUMEMTATION LSPL-Z0090917-111054-00021412-GLD »
< >
See preferences - Months to look back for print files set to: Maximum ¥r:1997 Dist:07 Site:1 951772009 12:21 PM

Figure 1: Reports on Local Print Files tab

s BEE]

*X 2@ opxlxE 4 2 8
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Print Files: ] Spool FilesSTOLIST @ Local Print Files I Session History | Server Commancs

File Type: | () Report files (& Output/$STDLIST
|Ret. |LN_|Slct |Job__ |File Name |Date |Lines | Type |Local file name |Local file date/time |
¥ = |ooo1\N | 111053 \053550 |09f17ﬂ2009|932 |$STDLIST|our-20090917-$sm|.157-Juoss-osasso-eazxxt|0911712009 12:25
See preferences - Months to look back for print files set to: Maximum ¥r:1997 Disk:07 Site:1 | 9/17/2009 12:26 PM

Figure 2: Output/$STDLIST on Local Print Files tab
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Other Print Manager Tabs
Session History

The Session History tab will display all of the activity that has gone on in this module

since you loaded it. Each time the module is loaded the Session History area is blank.
Activity is logged only for the session you are currently in.

z

- o]x]|
_Ontic)
EXxs@F himaxl 40 &= 8

Command complete.

Print Files | Spool Files/STOLIST | Local Prirt Files @ Sessian History } Server Commands |

11:50:26 AM Command Sent: Showjob A~
11:50:15 AM Command Sent: Showjob Jobh=@s

11:4%:34 AM Command Sent: Showjob Job=TJ

11:29:31 AM Hew files found - Refreshing..

11:18:37 AM Hew files found - Refreshing..

See preferences - Months to look back for print files set to: Maximum

Tr:1997 Dist:07 Site:1 | 9/17/2009 11:52 AM

Server Commands

This tab gives you easy access to several common Version H server commands.

General access is available to the first three commands, while the other commands are
password protected.

& Print Manager (LSpool) 07 - Q55 DEMONSTRATION DISTRICT
Ele Wiew Options Help

QSS/0ASIS = ||O][X)
Xe@HFomaxE 0 =@ 8

Print Files | Spool FiesBSTOLIST | Local Print Files | Session History

Command
Execute

| Parameters:

® Server Commands |

See preferences - Months to look back for print files set to: Maximum

¥r:1997 Dist:07 Site:1 | 9/15/2009 | 11:55 AM

The [Showjob=@J] command is comparable to entering a ’JJ’ in the option field of a
traditional menu screen to see ’Just the Jobs’ that are currently running.

The [Showjob=@S] command is comparable to entering a ’JS’ in the option field of a
traditional menu screen to see *Just the Sessions’ that are currently running.

In-depth QCC Print Manager Webinar (09/2012)
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Other Print Manager Tabs

The [Showjob] command is comparable to entering a ’J’ in the option field of a
traditional menu screen to see both the jobs and the sessions that are currently

running.

L
_view]

2 ad [ & W Y =
EXo@E pimeaead=deHd 8
Command complete,

Prict Files | Spool Files/BSTDLIST | Local Print Files | SessionHistory @ Server Commands |

Cornmand

BES]

; Execute |‘5hﬂwiﬂhJDh:@J ~| Parameters

$110913 EXEC 108 LP TUE 3:184 FAOLIPED,MGR.(SSUSER *
#J10911 EXEC 105 LP TUE 3:184 CMDCIPRD, MGR.(QSSUSER
#J10514 EXEC 105 LP TUE 3:16A FAOLDEVP MGR.(QSSUSER
$110917 EXEC 108 LP TUE 3:184 MMOLIPRD,MGR.(SSUSER
#J10921 EXEC 10% LP TUE 3:19A4 J201IPRD MGR.(Q33USER
#J10515 EXEC 105 LP TUE 3:164 GLOLIPRD MGR.(QSSUSER
$110916 EXEC 108 LP TUE 3:184 GLOLDEVP,MGR.(SSUSER
#J10886 EXEC 10% LP TUE &:004 QSJMON, MGR.QS3USER
#J10518 EXEC 105 LP TUE 3:1%h HROLDEVP MGR.(QSSUSER
30 JOBS (DISPLAYED):

0 INTRO

0 WAIT; INCL 0 DEFERRED

30 EXEC; INCL 0 SES3ION3

0 SUSP
JOBFENCE= 1; JLIMIT= 48; SLIMIT= 80
CURRENT: S/15/09 lz:02
JOENUM STATE IPRI JIN JLIST SCHEDULED-INTRO JOE NAME
#J10896 SCHED 13 105 LP 9/16/09 3:00  JFULLPBK,OFERATOR. 5¥5
#J10929 SCHED & 108 LP 9/16/09  5:00 PURGESTD , OPERATOR. 3¥3
#J10875 SCHED § 103 LP 8/18/08  7:00 BLDPRHST,BAD.EAD
3 SCHEDULED JOE (3)

=2

See preferences - Months to look back for print files set to: Maximum

¥r:1997 Dist:07 Site:1

9/15/2009 12:01 PM

The other server commands listed are available for use by the technical staff and
require specific requested parameters and a password in order to execute the

command.
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Viewing and Managing Print Files
A View window opens whenever you open a file from any of the following tabs on the

Print Manager window:

» Print Files tab
* Spool Files/SSTDLIST tab
* Local Print Files tab

To Open a Print File

From any of the three tabs noted above, you can use any one of three different
methods to open an item into the View window.
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3

See preferences - Months to look back for print files set to: Maximum

¥r:1997 Dist:07 Site:1

9/17/2009 1:38 PM

» Single left-click in the [Ret.] column on the yellow open folder. This will open the
report or file on that line of the grid. To move the yellow open folder icon to
another row, single-click the [Ret.] column for that row.

* Double left-click anywhere other than in the [Ret.] column on the desired row.

» Single right-click anywhere other than in the [Ret.] column on the desired row.
This will open a small window which lists several actions that you can take.

& Print Manager {LSpool)
File Wiew Options Help

07 - Q55 DEMONSTRATION DISTRICT

“!}X ;@jj|lmlg E Elﬁl \ELI LE';
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aos | ¥ M (021406 |09/16/2009 1 PLE FOR DOCUMEWTATIO | GEMERAL LEDVGER RECAP R
e |M ¥ N (021405 |09/16/2009 1 Route file on line 4 to a printer PLE FOR DOCUMEMTATIO | DETAILED GENERAL LEDGEF
o07 | |v [n (021155 0sfesizong 1) Prink file onfine < ng Merced Issue RECEIVABLES RECONCILIA %
L3 Delets file on line 4 %
See preferences - Months to look back for print files set to: Maximum ¥r:1997 Dist:07 Site:l 971772009 |1:43 PM
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The View Window

The following illustrates the text area for the View window. The text area displays the
print file or spool file that you selected from the Print Manager window. You can use
the Options menu commands or command icons to resize the text, print the file, or
export the file to another Windows application.

EEUIE T T i -  PIB7
~
Favesn  H.00_11 County of Qui ial Bechool 05/ 25/08 FAGE 1 =
FAVHAME: E0M PAYROLL REGISTER - ALFHABET ICAL SORT: NAME
DISTRICT: 57 SMARTWILLE UNIFIED SAMPLE DIST DATE PAID 0E/20/2000
PERIOD ERDING 06732072000
HAME BETERENCE  FED 5Ta TR-HO FL
GROZS HTX-GER TS& TX-GROZE TIT SIT 0ASDI/5E  MEDICARE  OTX/EIC RET VOL-DED WET
EUMSTEAD ELONDIE 0 000-00-0000 M 2 M 2 nooL
722223 oo .00 7ERE.2E 1217.71 261.97 45467 10622 oo oo .00 509265
Jones Tom 000-00-0000 M 4 M 4 o009
150000 oo .00 1S00.00 4.2 oo 2200 z1.75 o oo S00 13E0.57
STEINFELD LZRREY B 000-00-0000 M 2 M 2 nooL
5526.75 53862 .00 5390.1% 94161 23708 oo 94,67 o 52862 S0 471680
SUREL INE LAWRENCE L 000-00-0000 5 1 § 1 o00g
T88%.29 oo .00 7s6%.29  1866.90 578,12 48876 114.31 o oo S0 48z0.1g
TURTLE NINJ& C 000-00-0000 F 15 1 ool
179443 oo .00 179442 z0l. 04 2982 111.28 2602 o oo S0 lazz_a0
-
Pages{Lines): 11 (42) SAT2009 1:52 PM

NOTE: Your system administrator can configure Print Manager so that all you can do is dis-
play reports, print, and route.

For this limited access, the following commands are grayed out: Download File, Create
PDF, Send to Word, Send to Excel, Send to Excel Wizard, and Copy Selection to Clip-
board.
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Table 2-1: Menu commands and toolbar icons for the View window

MENU ICON KEYBOARD PURPOSE

COMMAND SHORTCUT

Options | 2 CTRL+O Open a new View window for the indicated print

Open... file.

Options | Print... a4 CTRL+F11 Print the file to a Windows printer set up for your
= PC. A Print Report dialog box displays.

Options | @1 CTRL+R Use Print Manager to route the print file or spool

Route... = file to a spooled printer on the HP e3000 server. A

Route to Printer dialog box displays.

Options | Q]_i CTRL+D Open a Download window that allows you to

Download File... extract data from the file and create a comma- or
tab-delimited file for importing the data into a data-
base or spreadsheet.

Options | Create CTRL+F Create a PDF file that contains the file in the cur-
PDF... rent window.

Options | Open CTRL+W Open a new window in Microsoft Word that con-
in Word... E tains the file in the active View window.

Options | Open CTRL+L Open a new workboo

in Excel... B k in Microsoft Excel with the contents of

the file in the active View window. Each
line of the file becomes a single column in
the spreadsheet.

Options | Open . CTRL+Z Import the file in the current window into Microsoft
with Excel E' Excel with the Text Import Wizard. The wizard
Wizard... allows you to define the column widths and data

type for each column.

Options | |E"ter search text Search the print file or spool file in the current
Search for Text / View window. To begin the search, type the
F3 search text. The search is not case sensitive, and

it does partial word matches.

Options | none SHIFT+F3 Search backward in the current file for the search
Search for Text text.

Backwards

Options | First SHIFT+F5 Go to the beginning of the first line in the file.
Page

Options | r F5 Go to the previous page in a print file. This search
Previous Page works only for reports that have standard page

numbers on the upper right corner of each page.
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Table 2-1: Menu commands and toolbar icons for the View window (Continued)

MENU ICON KEYBOARD PURPOSE

COMMAND SHORTCUT

Options | Next ri' F6 Go to the next page in a print file. This search

Page . works only for reports that have standard page
numbers in the upper right corner of each page.

Options | Last SHIFT+F6 Go to the end of the last line in the file.

Page —aid

Options | o CTRL+F3 Go to a specific page number in a print file. To do

Search for Page o so, type a page number, then do any of the follow-

ing: click the magnifying glass icon, press
CTRL+F3, or press ENTER. This search works
only for reports that have standard page numbers
on the upper right corner of each page.

Options | Copy — CTRL+C Copy the selected text to the Windows clipboard.
Selection to L—‘ You can select text with the mouse or the key-
Clipboard board equivalents.

Options | Hide i CTRL+H Hide the current View window. The window
View closes. You can reopen it from the view manager

on the Print Manager window.

Moving through Text

Whenever the print file or spool file is too large to fit in the View window, the text
area displays horizontal and vertical scroll bars.

To move through the text, do any of the following:
¢ Use the scroll bars.

¢ Use the standard Windows keys, such as PAGE UP, PAGE DOWN, LEFT
ARROW, and RIGHT ARROW.

¢ If you have a wheel mouse, click inside the text area, then use the mouse wheel to
scroll through the text.

¢ Search for text with the [T ****"** " [Search for Text] icon.
¢ Type the search text.
¢ To search forward, press ENTER, press F3, or click the magnifying glass icon.
¢ To search backward, press SHIFT+F3.
¢ Move through the pages of a print file with the @ & @ @ VCR icons.
¢ To go to the first page, click the @ [First Page] icon or press SHIFT+FS5.
¢ To go to the next page of a print file, click the @ [Next Page] icon or press F6.
¢ To go to the previous page of a print file, click the &l [Previous Page] icon or
press FS.
¢ To go to the end of a file, click the & [Last Page] icon or press SHIFT+F6.
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¢ Go to a specific page number of a print file with the s [Search for Page] icon.
Type a page number, then press ENTER, press CTRL+F3, or click the magnifying
glass icon.

NOTE: The [Previous Page], [Next Page], and [Search for Page] commands work
only on print files with standard page headings. They search for the word PAGE fol-
lowed by a number in the heading line for print files.

Resizing Text and the View Window

After you open a View window, it opens to the default size and displays the print file
in the default font size. You can resize both the window and the text that displays in it.

To change the font or window size, do any of the following:

¢ To change the default font size, select a size in the Preferences dialog box. By
default, the initial font size is 7.5 points. You can change it to anywhere from 2
through 20 points.

¢ To resize the text in the current window, hold down the CTRL key, then rotate the
mouse wheel.

¢ To resize the View window, use the standard Windows techniques.

Copying and Pasting

You can select all or part of the text in the View window, copy it to the Windows clip-
board, and then paste the text into another Windows application.

To copy and paste text:
1 Move the cursor to the start of the text you want to copy.

2 Highlight the text to copy in any of the following ways:

¢ Click and hold the left mouse button, then drag the mouse pointer to highlight
text.

O Press CTRL+A to select the entire file.
¢ Select text line by line with the SHIFT key.

> Press and hold the SHIFT key to anchor the starting point for the selection.

> Press the UP ARROW key to highlight the previous line of text, or press the
DOWN ARROW key to highlight the next line of text.

> When you have finished selecting text, release the SHIFT key.
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3 Copy the selected text to the Windows clipboard. To do so, click the [ [Copy to
Clipboard] icon.

4 Navigate to another Windows application and paste the text.

To paste, press CTRL+V or use the appropriate menu command for the applica-
tion.
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Printing a Report

There are two command icons that can be used to print a report:

The [Print] icon (CTRL+F11) opens a Print Report dialog box
- that allows you to print the file or files that you have selected

on any printer that you can select from Windows. This printer
can be either a networked printer or one that is attached to your

PC.
The [Route] icon (CTRL+R) opens a Route to Printer dialog
@9 box that allows you to route the file or files that you have

selected to a spooled printer that is attached to the HP ¢3000
server at your county or district office. Your reports go into the
print queue along with the reports that other people send to the
printer.

If you have selected multiple files on the Print Manager window, the [Print] and
[Route] icons print or route all of the selected files.

Print Report Dialog Box

File Optons

HX+ & X

Pririt Profile

Marne : |P:seren pailiet j

Set a3 default Profile

Output Profile Settings
Printer : |Br0ther HL-21700 series

=
Formnat File: |psiliet ﬂ
LCopiez : |1 Wertical line movernent |1.0

4

Fant : |Eourier Mew

FontSizs - [ =

Print Origntation : |Landscape ﬂ
Top Margin : |_12 ﬂ
Left Margin: [.125 [

Single Session Options
Frint Pages From: To
Delete after print: |'vYes =
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Printing a Report

You can open a Print Report dialog box from the following places:

» The Print Files tab

* The Spool Files/$STDLIST tab

e The Local Print Files tab
e A View window

Table 1-2: Option menu commands and Toolbar icons for the Print Report dialog box

OPTION MENU ICON AND KEYBOARD PURPOSE
COMMAND SHORTCUT
Save Profile Save the print profile that displays in the

H F9

Name field. The next time you retrieve the
print profile, the Output Print Settings will
look just as they do when you clicked the
[Save] button.

Cancel Profile b4 CTRL+F2 Cancel any changes you have made to the

Change print profile on the screen.

New Profile H;"a CTRL+F6 Create a new print profile.

Print CTRL+F11 Print the selected file or files on a Windows
b printer selected on the Printer drop-down

list.

Delete Profile

Print Profiles

x CTRL+F8

Delete the print profile that you are currently
using.

Print profiles are an option that allows you to save settings for how to print reports.
You can specify the printer to use, format file, and number of copies.

Frirtt Profile
Tupe:| (@) Private i() Global | Mame: |F':seren psiliet Rl
Set as default Profile |
To use a print profile:

1 For the Type, select Private or Global.

A private print profile is only for your user name. A global print profile is one that
anyone can use.

In-depth QCC Print Manager Webinar (09/2012)

16

Copyright © QSS, 2012



In-depth QCC Print Manager Webinar Printing a Report

2 From the Name list, select the print profile that you want to use.
3 Click the = [Print] icon (CTRL+F11).

To add a print profile:
1 For the Type, select Private or Global.

2 Click the 3 [New] icon (CTRL+F6).
3 Give the print profile a name.
A dialog box prompts for the profile name. Type the name and select [OK].

4 Sclect the Output Profile Settings that you want to define this profile. See below
for more information about Output Profile Settings.

5 Click the & [Save] icon (F9) to create the new profile.

To change a print profile:
1 For the Type, select Private or Global.

2 From the Name list, select the print profile that you want to change.

3 Make any needed changes to the Output Profile Settings. .

4 Click the & [Save] icon (F9).

To delete a print profile:
1 For the Type, select Private or Global.

2 Select the print profile to delete from the Name drop-down list.

3 Click the X [Delete] icon (CTRL+FS).
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Printing a Report

Output Profile Settings
Output Profile Settings
Frinter : |'~.'~.NTSH‘\-*FIEI1 “San Mateo Konica 70B0
Farmat File: | PSILJET PSIFMT.SYS

Led L]

Copies : |1 I\-"ertical line movement {1.0 -

Font |Eourier M e j

Faont Size |B j

Frint Orientation | Landzcape j
Top Margin| [ 25 =
Left b argin |.5 j

Table 1-3: Output Profile Settings for the Print Report dialog box

COLUMN EXPLANATION

The gray background
indicates that these
selections are made in the
Format File, and you
cannot change them.

To make these selections
yourself, select **No format
file selected ** in the
Format File drop-down list.
The background turns
white, which means you
can change the fields.

Printer Select a printer from the drop-down list. This list includes all the Windows print-

ers that are set up on your PC.

Format File Select a format file from the drop-down list. The default format file for your site
is selected. You can use the drop-down list to select another format file.

Copies By default, one copy of the report prints. To print multiple copies, type the num-

ber of copies that you want.

For the remaining fields, the following rules apply.

+ If you select a format file in the Name list, the fields have a gray back-
ground, which means they are display-only. The fields display the set-

tings from the format file.

+ If you select **No format file selected** in the Name list, the back-
ground turns white, which means you can select these options.

Vertical line This option is not presently implemented. You cannot alter the line spacing that
movement was used when the report was created.

Eont The only choice is Courier New.

Font Size Select a font size from the drop-down list.

For landscape printing, 8 points is a good size for most fonts. For portrait

printing, use a smaller size, such as 6 points.

Print Orientation Select Landscape or Portrait from the drop-down list.
Top Margin Select the top margin from the drop-down list.
Left Margin Select the left margin from the drop-down list.
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Single Session Options
The Single Session Options are options that apply only to the current print job.

Single Sezsion Optiohs

Print Pages Erom: | To |

Delete after print; |N.:. -

Figure 0-1: Single Session Options for the Print Report dialog box

Table 1-4: Single Session Options for the Print Report dialog box

COLUMN EXPLANATION
Print Pages Leave blank, or type a range of page numbers.
Erom
To
Delete after print This box displays only if you get to select whether to keep the print file.
or blank If this box does not display, your system has selected one of the following
options:

» Always keep the print file on the server after printing.
* Always delete the print file from the server after printing.
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Route to Printer

The Route to Printer dialog box opens after you select the /& [Route] command icon
from the Print Manager window or a View window. This dialog box allows you to
route a file to a spooled system printer on the HP e3000 server.

& x|

Ly

42

X|

Route File: P0O021411 . DATAQCC

Frinter: | | li5up ﬂ
Format File: |F'SIT.J ChP PSIFMT. 55

Special Forms: |

LefLedle

Ervviranment File: |
Copies: m
Output Pricrity: [0g «| " Default 8
Output Record Size: (0137 * Diefault 132

Delete After Route: |Ye:
Fram Page: |0 ToPage: (999999 (2)

Options for Routing Reports

Table 1-5: Options for routing reports from the Route to Printer dialog box

COLUMN EXPLANATION

Route File The name of the file being routed displays.
+ For the Print Files tab, the name is the print file produced by Print Man-
ager. This file resides in the account listed in the tab.
+ For the Spool Files/$STDLIST tab, the name is the output file for the
$STDLIST for creating a report.
+ For the Local Print Files tab, the name is the job number followed by

OUT.HPSPOOL.
Printer Select a printer from the drop-down list.
Format File Select a format file from the drop-down list. The default format file for your site

is selected. You can do the following:
+ Select another format file from the drop-down list.
+ Type the name of a format file to use.
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Table 1-5: Options for routing reports from the Route to Printer dialog box (Continued)

COLUMN EXPLANATION

Special Forms Leave blank, or type a forms message.
¢ Leave blank for reports that print on regular paper.
+ Type a forms message up to 48 characters long for a print job that
requires special forms, such as report cards or mailing labels.

Environment File Leave blank, or type an environment file.
+ Leave blank for reports that print on regular paper.
+ Type a file name up to 26 characters long to use an environment file for
controlling specific laser printers.

Copies Select the number of copies from the drop-down list.

Output Priority If this list has a shaded background, you cannot change the priority.
If this list has a white background, you can change the output priority for print
files. In most cases, leave the priority at 8.

Delete After Route This box displays only if your site allows choosing whether to save or delete
or blank print files.

Output Record Size  The default size is 132 characters. You can type a different record size.
Change the record size only when special circumstances require it.

From Page If you want to print only part of the report, type a page range.
To Page To print a single page, type the same page number in the From Page and
To Page.
Deleting Print Files

To delete print files, use the [Delete File(s)] icon, the [Ctr]l + F8] hot key combination,
or the selection on the Qptions menu.

If all of the print files have an N in the [Slct] colum, the only file that will be
deleted is the one with the big yellow open folder in its [Ret.] column.

If one or more files have a Y in the [Slct] column, delete those files.
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Creating a PDF File
1 A Create PDF dialog box displays after you click the [ [Create PDF] icon or

press CTRLAF.
Create PDF QSS/0ASIS
File  Options
N =

nled=d k-]

File names

Input: ‘:'\dncumants and settings'marchapplication datalqssiuserfilesssvr hp3k. gss.com. port. 2941 D\marc 2 printfileshout200307 29100811 tt -
Output: ‘:'\dncumants and settingsimarchapplication datatqsstuserfileshsvr hp3k. gss.com port. 2941 Dymarc24printfileshout200907 2310081 1. pdf .
PDF Attributes

Author Name: |Quintessenlia\ School Spetems, Inc. - Copyright 1993-2008

Creator: |Quintessenlia\ School Systems, Inc. - Copyright 1993-2008

Kepwords: |

Subject: |

Tite: |
Fant: m
Font Size: ’h‘
Paper Size: ’m
Vertical Spacing: |1.212 | orLines per Page ,ﬁ
Fotate: | 0¢ -
Left Margin: ’W‘
Top Margin: ’m

The choices that you type in this dialog box are "sticky":

¢ The Output path remains the same until you type another one or clear it by
clicking the ﬂ button to reset the default output path.

¢ The PDF Attributes remain the same until you type different ones or click the
@ (Reset to Defaults [Ctrl+D]) command.

The system saves the options you type and uses them again the next time you log
in to QCC.

2 Leave the Input file as is.

The box displays the full path to the PrintFiles folder for your QCC user name.

3 For the Output file, select the path and the name for the PDF file that you are
creating.

Click the box with the three dots to the right of the Output file to bring up a Save
PDF As dialog box.
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4 1If desired, fill in the optional Author Name, Creator, Keywords, Subject, and
Title.

5 Select a Font from the drop-down list.
6 Seclect a Font Size from the drop-down list.

¢ Ifyou are printing landscape (11" x 8-1/2"), use a size like 8 or 8.5 points for
the Courier or Courier New fonts.

¢ Ifyou are printing portrait (8-1/2" x 11"), use a size like 6 points or 6.25 points
for the Courier or Courier New fonts.

7 Seclect a Paper Size from the drop-down list.

8 Select the Vertical Spacing from the drop-down list, or select the number of Lines
per Page. The two drop-down lists are linked.

The Lines per Page and Vertical Spacing adjustment allow you to select how
much text fits on each page. Thus, you can fine tune the line spacing for special
forms, such as warrants or purchase orders.

9 For Rotate, select the number of degrees to rotate the print.

10 For Left Margin, select how far in from the left side of the page you want each
print line to be.

11 For Top Margin, select you far down from the top of the page you want the first
line to print.

12 Create the PDF file by selecting either the [Create PDF (Ctrl + F1)] or the [Create
PDF and Close (F3)] icons or options.

13 If Adobe Acrobat or Adobe Reader is installed on your PC, you can view the PDF
file that you have just created.

14 Close the Create PDF dialog box.
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Opening a File in Word
To send a file to Word, either click the "B [Open in Word] icon; or press [CTRL+W]
from the Print Manager window, or press [CTRL+N] from the View window; or on

the menu bar, click Options and Open in Word.

If a Convert File dialog box opens, select Text, then click [OK] to close the dialog
box.

A Microsoft Word window will open. It contains the full text of the file in the View

07 Q35 DEMONSTRATION DISTRICT OFPEN PURCHASE ORDERS
J7389 POR110D H.00.14 06/17/09 PAGE 1

TESTING VENDOR # ENTRY
Vendor#:000012-000012

Fund 01 GENERLL FUND
NUMEER VENDOR MNALME DESCRIPTION
Line Fd Edr 3ch Resc ¥ Goal Func Objt Type EMCUMEERED
STAT LIQUIDATED BALANCE ENTERED
010064 000012 Aggressive Accounting
1. 01-300-500-4230-0-4760-2490-5710-0256 43.60

43 .80 03/09/1997

2. 01-600-110-6500-0-5110-1000-4300-1352 26.73
26.73
TOTAL LMOUNT 70.33
0.00 70.33
010081 000012 Aggressive Accounting
1. 01-800-444-7135-0-3500-0000-8590-0465 46.82

46.382 04/21/1997

123123 000012 Aggressive Accounting et up for payments via
trdtnl

1. 01-000-000-0000-0-0000-0000-4310-0000 46.00
] 46.00 06/30/1997

2. 01-000-000-0000-0-0000-0000-4300-0000 650.00
Q 150.00 500.00

TOTAL AMOUNT 686.00

196.00 500,00
* Acoount Bresk §13.15

Orientation, font, and pitch are set on the Prefernces dialog box on page Page 2.

» For portrait orientation, change the font size to 6 points.
» For landscape orientation, change the font size to 8 points.

If you want to keep the print file as a Word file, save it under a different name.
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Opening a File in Excel

Sending a file to Excel does not work very well because Excel is unable to split the
print file line into individual data fields. Using the Excel Wizard option works better.

To send a file to Excel:
Click the = [Open in Excel] icon, press [CTRL+L], or from the menu bar, click
Options and Open in Excel.

Sometimes Excel displays the following dialog box. If needed, respond to the dialog
box by clicking [OK] to open the report in Excel.

Microsoft Excel

This File is ot in a recognizable Format,

\ « If wou know the File is from another program which is incompatible with Microsoft Office Excel, click Cancel, then open this file in its
f\ original application, If wou wank to open the file laker in Microsoft Office Excel, save it in a Formak that is compatible, such as kext
~* 3 Format.
« If ywou suspect the filz is damaged, click Help For more inFormation about solving the prablerm,
» If viou still wank to see what bext is contained in the file, click Ok, Then click Finish in the Text Import Wizard,

li K J |Cancel | | Help |

A new Microsoft Excel window will open. The window displays a new worksheet
with the contents of the selected file. Each line in the print file or spool file becomes a

single cell in Excel.

]
[ 60 |07 QSS DEMONSTRATION DISTRICT DPEN PURCHASE ORDERS J7389 PORTI0 HO014 DRA709 PAGE 1
[ 61 |TESTING VEMDOR # ENTRY “endor 000012-000012

[
[ 63 | Fund 01  GEMERAL FUND

Fid
| 65 |[MUMBER  WENDOR MAME DESCRIPTION
[ 65 | Line Fd Ber Sch Resc ¥ Goal Func Objt Type EMCUMEERED STAT LIQUIDATED BALANCE  ENTERED

[

63 (010064 000012 Aggressive Accounting

El 1. 01-B00-500-4230-0-4760- 249067 10-0256 4360 4360 030841997

0

(71 | 2 01-600-110-6500-0-6110-1000-4300- 1852 %73 %73

72 TOTAL AMOUNT 70.33 0.0 7033

73

EDWDDN 000012 Aggressive Accounting

75 | 1. 01-800-444-7135-0-3600-0000-8590-0465 2682 4682 042141997

7

Save the file in Excel format.
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Opening a File with Excel Wizard

The Excel Wizard allows you to indicate where each data field begins and ends, how-
ever the Wizard works only for simple reports with a single detail line format that
repeats for every record included in the report. When the format of every detail line is
identical, you can identify the various columns.

The Wizard does not work for reports that have multiple detail lines with different
formats. However, you can use the Download option to extract information from a
report like this, then create a comma- or tab-delimited file for importing into Excel.

To send a file to the Excel wizard:

1 Click the [Open with Excel Wizard] icon, or press [CTRL+Z], or from the menu
bar, click Options and Open with Excel Wizard

2 An Open dialog box displays. Press [Open] to continue to the next step.

3 Excel opens the first of three screens for the Text Import Wizard. This step allows
you to define the type of file being imported to Excel.

Text Import Wizard - Step 1 of 3 @E|

The Text Wizard has determined that vour data is Fixed Width,
If this is cotrect, choose Mext, or choose the data type that best describes your data,
Original data kype
Choose the file type that best describes vour data;
" Delimited - Characters such as commas or kabs separate each Field.
0+ Fix - Fields are aligned in columns with spaces between each field.

Skart impork at row: 1 3: File origin: |Windows [AMST) j

Preview of file ... \LSPL-20050531-12667-00011152-Fixed Asset Tag. ...

10 =

12

2]

1]

|5 F4 055 Fixed Asser District Fixed Azsat j

‘ | i
Cancel | | Mexk = | Einish |

¢ For the Original data type, select Fixed width.

¢ If desired, select a row on which to begin the import. You can skip past the
header rows and begin with the first row that contains actual report data.

¢ For the File origin, leave Windows (ANSI) as is.

¢ Select [Next >] to continue to the next step.
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4 Define the data that goes in each column of the spreadsheet in the Text Import
Wizard.

Text Import Wizard - Step 2 of 3

This screen lets you set Field widths {column breaks).

Limes with arrows signify a column break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOVE a break line, dlick and drag it.

Daka preview

0 0 30 40 S0 &l
L 1 1 1 1 1 1 1 1 1 1 1
TAG CATEGORY TYPE| CESCREIPTION FERTAL -
NUNEER NUMEER

2408 50 P E EQUPF 1000( PINGPONG TAELE PING PONG

‘ | ~

Caricel | < Back |

Einish |

The wizard makes its best guess as to where each data item on the report begins
and ends. Follow the instructions on the screen for creating, moving, or deleting
column breaks. Use the horizontal and vertical scroll bars as needed to scroll
through the data.

Select [Next >] to continue with importing data.

5 Define the data format for each column of the spreadsheet in the Text Import
Wizard.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set Column data Format

the Data Format, {* General

‘General' converts numetic values to numbers, date " Text
values to dates, and all remaining values to text, " Date; |MDY -

Advanced. ..

Daka preview

" Do not import column {skip)

Coperbeneral Coperal Coheral

TYPE DESCRIPTION FERIAL -
NMUNEEER

1000 PINGFOMG TRAELE PING PONG _:J

| ~

Cancel | < Back
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Click a column to highlight it in black, then select the format for that column in the
Column data format area. In most cases, the default choice of General will work.

HINT: The General format removes all leading zeroes. If you want to maintain leading
zeroes on accounts, site numbers, district numbers, and the like, use the Text format.

After you have completed defining the column format, select [Finish] to import the
file into a spreadsheet.

6 A Microsoft Excel window opens and displays the data you have just imported.

EZ Microsoft Excel - LSPL-20050531-J26B7-00011152 Fixed Asset Tag List-Master, List for Winston HS-3146. bxt

DeEdsS SRy +a2RS @ = A& 7 el -0 - B I U
) Fle Edit Wew Insert Format Tools Data Window Help
A1 =] =0
A B c 1] E F G H J K L
1o
3 8
3
4
5 |24 QS5 Fied Asset [trict Fix ed Asset Tag List J2687 FAS100 H.O 0.02 05/31./05
B |Master List for Winst n HS
7 ACQUL SITION PERIOD: 00/00/000 0 -
8
9 |TAG CATEGORTYPE DESCRIPISERIAL  SITE BLDG ROOM  QUA NTITY UNIT COSTEX
10 |MUMBER MUMBER
[ il et e et s s e e eseseere i st el e
12
13 3408 90 P E EC 1000 PINGPOMITABLE PING PONG WINSTON 1 2 180
14 343930 PEEC 900 WEIGHT GYM POR 5003 WINSTON 1 1 5500
15 3888 75 TYPEW™ 100/ IBM TVYPEWRI 2.66E+18 WINSTOMN 1ATT 1 750
16 3892890 PEEC 90 CLOCK  CLOCK TIFJ42100AY WINSTON 1 ATT 1 250
17 3898 75 TYPEW™ 100/ IBM TYPEWRI 2.62E+08 WINSTOMN 1 COnN 1 750
18 4764 75 TYPEW™ 100 1BM TYPEWRI 26-155814- WINSTON 1 ATT 1 750
18 4897 75 TYPEW™ 100 1BM TYPEWRI 2.1E+08 WINSTON 1 ATT 1 650
20 6301 71 CALUL: 100 SHARP  CALCULAT 78006151 WINSTON 1ATT 1 230
21 9720/25 IND. AR 5500 REFRACT REFRACT 11316 WINSTON 1 ATT 1 454
22 9775 B0 FURNIT 200 DESK DESK WINSTON 1ATT 1 180
23 9776 B0 FURNIT 400 TYPESTNISTAND TYPEWRITERWINSTON 1 ATT 1 120
24 987625 IND. AR 900 POWER SSTAPLER 80800170 WINSTOM 1ATT 1 380
W 4[» M LSPL-20050531-12687-00011152-Fi / ‘ 1 |
U

After the import, you may need to make some adjustments, such as making col-
umns wider or narrower to fit the data. You may also want to delete the heading
rows for each page.

7 1f you want to keep the Excel spreadsheet, save the file in Excel format.
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Grid Output Window

The Grid Output window displays the contents of the grid that was active when you
opened the window. It allows you to save the contents of the grid as a text file, print
the grid, or save it as a PDF, Word, or Excel file.

= - [B]X]

B =l 0w e

Ret. LM Slet (R [P |File# Date/Time Jobtt Beg/End [Lines) Report Title has
oot TN 021412 U?:"‘ 420081129 | 11054 03 (100 SAMPLE FOR DOCUMEM
el B¢ T M 021411 '35::‘:’1?*"200911119 J11053 0/2 [B7) SaMFLE FOR DOCUMEM
03 M T M 021410 IZI!::!:’1?'.."2DDS 1119|1062 034 [47E1) SAMPLE FOR DOCUMEM
04t YN 021407 U?:” B/200911:52 | 110995 0/3 (100 SAMPLE FOR DOCUMEM
aas( T M 021406 U?:” B/200311:43 | 110934 0/2 (67 SAMPLE FOR DOCUMER
uln]= g TN 021405 U?:"‘ B/200311:43 | 10993 0/83 (4217 SAMPLE FOR DOCUMEM
Q07 TN 021155 D?:’:EE;-'ZDDS 11:05 19985 113 (1009) Testing Merced lssue
a0z T M 021089 U?:’31 #2009171:45 19014 0,339 [20635) Test #2, requested from T
005 M YN 021088 U?f?l 4200911:30 |93 04399 [20635) Repart Run from Current %
] g YN 021061 E?ﬂ 5/2003 4:35 13434 14019 APPROVED BUDGET 0B/
o11fm T M 020988 DILS:’2E..-'2DDS 8:56 JFFA 1413 (402 |5 Batch 347 w0IDY
2 T 020986 U§f25-’"2009 1124|7720 1142 PaYROLL REGISTER [PR
013 YN 020957 | 06/18/2009 3.52 J7437 041 [43) Seren Testing Yendor # Ac
IREIN] YOI M 020955 EBH 742009 4:24 J7392 070 [27) EEEEN TESTIMG WEMDO
15 YN 020953 El?:’1?.u"2009 413 7339 0:1 (52 TESTIMG WEMDOR # EM”
ME(H YN 020727 E?:’22.:"2DDS 348 JE3IAN 0432 [(2078) TRAMSFER FROMACT T
0FH M 020726 E?:’22£2DDS 3:43 JE330 0/0(41] Confirmation
o1afm TN 020719 D?:’22£2DDS 343 JE3T2 0.0 (56 Confirmation
o3 TN 020606 25!’1 4/2003 310 15363 0.0 (58] Confirmation
020(H T M n2o5z2| 050742009 9:30 15477 1413 (378
LR T (] Xl I atalntal ﬁ;‘HE‘.’"JﬁﬁD 170007 1aaAar R L as] e T E e L la L A 1] o b

< >

Options Menu and Toolbar

The Options menu and Toolbar contain the commands for printing or saving the con-
tents of the data grid to a text file, PDF, Word, or Excel.

Counk Pages Chrl+F2

Prink. .. Chrl+F11 .

Create Fils... Chrl+Fa The tgolbar and Options menu
contain the same commands.

Create PCF... Zhrl+F

Open in Ward, ., ChelHw

Qpen in Excel, .. Chel+3

Cpen with Excel Wizard,., Crtrl+Z

éﬂ'éHIEIIZIIED
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Printing to the Default Windows Printer

If desired, click the =8 (Count Pages [Ctrl+F12]) icon to display the number of pages
that will be printed. Close the dialog box to continue to the next step.

Murnber of pages to be printed: 2

¢ Click the = (Print [Ctrl+F11]) icon.

¢ Make your selections in the Settings dialog box.

r
. Columiz to exchide
Drelirniter =
i ~1 [ 2
Origntatiar
" Partrait

{* Landscape Lings -

Contirue Cancel
Delimiter Not applicable for this task.
Orientation Click Portrait or Landscape to select the page orientation

when printing the grid.

Columns to Highlight the columns that you want to remove when printing,
remove the grid.

¢ After you are finished making selections, select [Continue] to print the grid on
the default Windows printer for your PC.
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Creating a PDF File
1 Click the (Create PDF [Ctrl+F]) icon.

2 Make your selections in the Settings dialog box.

r

. Columniz to exchide
Drelirniter

I|Ta|:| j Ret.

* Partrait File Mame

(™ Landscape

Continue Cancel
Columns to Click the columns that you want to remove from the PDF file.
remove

3 After you are finished making selections, select [Continue] to continue to the next
step and create the file in the same manner as previously discussed.
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Opening in Word
1 Click the | (Open in Word [Ctrl+W]) icon.

2 Make your selections in the Settings dialog box.

=
. Columns to remove
Delimiter
Tab hd
Orientation
(" Paortrait

£ Landscape Date/Time

Cancel

Delimiter Select the delimiter between columns in the Word file.
Orientation Click Portrait or Landscape to select the page orientation.
Columns to Highlight the columns that you want to remove when exporting
remove the grid.

3 After you are finished making selections, select [Continue] to continue to the next
step and open a Word file in the same manner as previously discussed.
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Opening in Excel
1 Click the |59 (Open in Excel [Ctrl+W]) icon.

2 Make your selections in the Settings dialog box.

=
. Colurms to exchude
Delirniter 7
(=8 F
I| Tab j LM
Orientation ald
i+ Portrait P
File
@ Lersheaye Date Time hal
R
Orientation Click Portrait or Landscape to select the page orientation.
Columns to Highlight the columns that you want to remove when exporting
remove the list.

After you are finished making selections, select [Continue] to continue to the next
step and open an Excel file in the same manner as previously discussed.
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Opening in Excel Wizard
1 Click the |_|2| (Open in Excel Wizard [Ctrl+Z]) icon.

2 Make your selections in the Settings dialog box.

r
. Columniz to exchide
Drelirniter e :
i < B
Orientatiar i:fjt
{+ Portrait Fil= Mame
(™ Landscape Eiﬁf:s 7
Continue Cancel
Delimiter When opening in Excel Wizard, the Grid Output window

always creates a tab-delimited file.
Orientation Not applicable to this task.

Columns to Highlight the columns that you want to remove when saving,
remove printing, or exporting the list.

3 After you are finished making selections, select [Continue] to continue to the next
step and open an Excel file in the same manner as previously discussed.
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Downloading Files

The Download window allows you to select the parts of the report that contain the
data you want to extract, then build a comma- or tab-delimited extract file that you
can import into a spreadsheet or database program. For multi-line report formats, you
can create record complexes that combine two or more lines in the report.

Title bar
Menu bar

Toolbar
Message bar
Text area

Report Settings

Selection Criteria

‘: C:AQSS\UserFiles\SVR. hp3k. gss. com. PORT. 29410MEA15\PrintFiles\LSPL-20040127-J4917-00010382-EMPLOYER-PAID BENEFIT HI... E@@

File  Options
BERFOHEmEB= P X | EEEEE =« & [780 | |Line: 1. Cal:1

-
07 Q33 UNIFIED SCHOOL DISTRICT EMPLOYER-PAID BENEFIT HIZTORY REPORT J4917 PAY3ZE H.00.03 01/27/04 PAGE 1
SAMPLE FOR DOCUMENTATION
Fund i 1100 ADULT EDUCATION

Resource: 2410

JUVENILE HALL

(3ORT ZEQUENCE: OB R3 PY FD GO FN BR 3C TY ]
Fd Bdr Sch Resc ¥ Goal Func Obj
EMFLOYEE NAME DATE FD FER END WR / APD

J0C SEC NUM

SROSS+BEN BROSS STRS PERS  DERS B/O FICA  MEDICARE ;) sUT WEOMP
v
Fieport Settings
Preset | [ Skip Blank Lines slimiter [None A

Preset |

@ Selection Critetia 1 Colurnn Output

Yr:2004 Dist:12 Site:1 |12/6/2005 15:39

tab and Column Group  |Lines Option Mask
Output tab | *
Status bar
Table 2-1: New Parts of the Download window
PART OF WINDOW PURPOSE
Text area Displays the report that you selected on the Print Manager win-
dow or View window. You can select text for defining masks in
the Selection Criteria tab and for defining ranges to output on the
Column Output tab.
Report Settings Retrieve presets for previous downloads, save new presets, and

select options for exporting a report. You can create a library of
presets to save time for reports that you download regularly.

Selection Criteria

tab

Select the lines of the report that contain the data for building the
extract file. You can create up to 9 groups for including the rele-
vant lines of the report . Each group has an Include rule that
defines the line to select.

Column Output tab

Select the specific data to include in the download file. Each field

in the download file contains a specific bit of data from the report.
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Downloading a Report from Scratch

These instructions give an overview of how to use the Download window to extract
information from a report and create a download file. Once you have found the right
settings for downloading a report, you can save them in a preset file so you don’t have
to reinvent the process the next time you want to download the same report.

To download a report from scratch:
1 Become familiar with the report.

The text area allows you to study the report to become familiar with the informa-
tion that is on it and how it is organized. If the report has multiple detail lines,
become familiar with how each group of lines is organized. If the report has a
varying number of detail lines, understand the relationship among the header lines
and the detail lines under them.

2 Define the selection criteria for extracting information from the report.

The Selection Criteria tab allow you to select the data lines to extract from the
report. You can define groups of report lines to select. Each group has an Include
rule with a mask that selects the report lines that are part of the group. A mask
defines a pattern to match, such as 4 digits in columns 10 - 13, a blank space in col-
umn 14, and a letter from A through Z in column 15. You can also define SubSet or
Exclude rules to fine tune the report lines selected for downloading.

3 Define the columns from the report to include in the download file.

The Column Output tab allows you to define the fields, or pieces of data, that go
into each record of the download file. Each field is made from a range of columns
in the report. such as getting the SSN from columns 1 - 11, the last name from col-
umns 13 - 28, and work phone number from columns 59 - 70.

4 Save the download in a preset.
It can take a good deal of trial and error to get a download to work the way you
want it to, especially for complex reports with multi-line formats. Save your work

in a preset file so that you can reuse the download settings for this report.

5 Create the download file. You can export the download file directly to Word,
Excel, or PDF. You can also create a text file.
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To retrieve and use a preset:
1 Select a preset file in the Report Settings arca.

2 Examine the Download window and decide if you need to change any of the set-
tings in the preset file.

3 Create a text file, or export the data to Word, PDF, Excel, or Excel Wizard.

4 1f appropriate, save the preset file. If you have made changes to the Download
window, you can save your changes back to the original preset file, or you can cre-
ate a new preset file.

Download File Options Menu and Toolbar Icons

Table 2-2 summarizes the commands on the Options menu and the Toolbar icons
within the Download File option. For every command on the Options menu, there is
an equivalent Toolbar icon.

As you move from one part of the Download window to another, menu commands
and toolbar icons change from available to unavailable and from unavailable to
available.

Table 2-2: Options Menu and Toolbar Icons
OPTIONS MENU ICON KEYBOARD PURPOSE

COMMAND SHORTCUTS
Save Preset... H F9 Save the report processing rules in the
! Download window as a preset that you can
reuse later.
Get Preset... > CTRL+T Get a preset that you have previously
saved.
Send to Quick 7 CTRL+Q Open a window that previews what the
Report... : download data looks like. .
Create PDF... y CTRL+F Download data from the report and save it in
_ a PDF file.
Open in Excel... : CTRL+X Open a Microsoft Excel spreadsheet that
LB contains data extracted from the report.
Open with Excel y CTRL+Z Use the Text Import Wizard to import the
Wizard... X ‘ download file into Excel.
Open in Word... y CTRL+W Open a Microsoft Word document with data
: E from the report.
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Table 2-2: Options Menu and Toolbar Icons

OPTIONS MENU ICON KEYBOARD PURPOSE

COMMAND SHORTCUTS

Grid Output SHIFT+F11 Open a Grid Output window that displays

|_ the contents of the tab with the green dot in
its label.

Edit Mask E=] CTRL+M From the Selection Criteria tab, open a
Mask definition form for group dialog box
that allows you to define a mask for includ-
ing, excluding, or defining a subset of report
lines.

Clear Form ‘;,. SHIFT+F1 Clear all of the rows in the active tab (the
one that has a green dot in its label).

Move Column § CTRL+U In the Column Output tab, move the current

Row Up row up one row.

Move Column fl CTRL+D In the Column Output tab, move the current

Row Down row down one row.

Remove Row CTRL+W Remove a row from the Column Output tab.

Create Raw CTRL+F6 For the Selection Criteria tab, create a raw

Mask No Group & mask (the actual text selected) without

‘?' assigning it to a group.

Create General CTRL+F7 For the Selection Criteria tab, create a gen-

Mask No Group eral mask (wildcards for the selected text)
without assigning it to a group.

Create Group lﬁ CTRL+F1 For the Selection Criteria tab, create a raw

Raw Mask h mask (the actual text selected) in a new
group.

Create Group = CTRL+F2 For the Selection Criteria tab, create a gen-

General Mask > eral mask (wildcards for the selected text) in
a new group.

Add Raw Mask & CTRL+F3 For the Selection Criteria tab, add the

to Group — selected text in the report to the current
group as a raw mask (the actual text
selected).

Add General = CTRL+F8 For the Selection Criteria tab, add the

Mask to Group selected text in the report to the current
group as a general mask (wildcards for the
selected text).

Select Column CTRL+F5 For the Column Output tab, add the

Range i selected range of columns to the current

row in the tab.
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Table 2-2: Options Menu and Toolbar Icons
OPTIONS MENU ICON KEYBOARD PURPOSE

COMMAND SHORTCUTS
Print Screen F11 Print a graphic image of the Download win-
g dow on the default Windows printer for your
G PC.
Text Area
12 035*5tudent District Fixed Asset Tag List J1859 FAS1
SAMPLE FOR DOCUMENTATION
ACQUISITION
TAG CATEGORY TYFPE DESCRIFTION SERIAT IITE BLD& ROOM
WMTMIRFE T WMTMIRFE T

The text area allows you to browse the report selected from the Print Manager win-
dow or View window. You can use this area to get a sense of the design of the report
and what you want to get out of it.

The text area is used to select the text for creating a mask on the Selection Criteria tab
or for defining a column range on the Column Output tab.

Selecting a Range of Text

1 Highlight the text that you want to select. Note that the line and column location
of your selected text is displayed in the Status Bar above the Text Area.

2. Select the text to use for building a mask or column output range. You can select the text
with the mouse or the keyboard.

NOTE: All column ranges must be on the same line of text. The screen will not allow a
selection to span two or more lines.

H2 & [The status bar displays the & S B =
Line: 13, Col: 24 - 36 ——__range of columns selected in

the text area.

1z QSE*DEMONETRAT ION*DISTRICT Fixed As=et Tag List JELEQ Fasloo H.O00.0& 01/ 16f08 PRAGE 1
SAMPLE FOR DOCTMEMT AT I0W
ACQUISITION PERIOD: 007000000 - 39/99/39993
Tar CATEGOEY TYFE DESCRIPTION SERIAL SITE ELD> ROOM QUANT ITY UWIT COST EXTERDED CO3ST
HUMEEE. 3L .
;/e_.SeTe"ETedtextm S
the text area.
2105250010 50 CAPITAL PR igiyedd LASER PRINTEER, ARA LI 4201 &07 1 00277 Z002.77
2105290010 50 CAPITAL 1300 COMPUTER 3¥STEM, COMPUTER MARINDAL 1501 CCE 1 140000 1400.00

4105200010 50 CAPITAL 1200 MACHINER JACK, FLOOR TAMALFAL 2501 AUTO 1 700,78 700,78
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Report Settings

Report Settings
Preset Name |PAY830 GRND TOTL v SkipBlark Lines  Delimiter |Tab Delimited

Preset Desc |GHAND TOTALS OWLY

The Skip Blank Lines check box allows you to select whether to process blank lines.
Normally, you should check this option, as the blank lines contain no information.

The Delimiter list allows you to select the delimiter, or separator, between fields for
exporting to PDF, Word, or a text file. The commands for Excel (Open in Excel...
and Open with Excel Wizard...) always open with a tab-delimited file.

Table 2-3: File formats for downloading to Word, PDF, or a text file

CODE EXTRACT FILE FORMATTING

N None. There are no separators between the individual fields in the download file. Each field
is identified by the column ranges.

C Comma-delimited. Each field is separated by a comma. This is a standard import format
used by many PC databases and spreadsheets.

B Blank. The download file inserts a space between fields.

Tab delimited. Each field is separated by a tab character. This is a standard import format
used by many PC databases and spreadsheets.

Selection Criteria Tab

The Selection Criteria tab becomes active after you click its label. The green dot indi-
cates that it is the active tab. Each row in the Selection Criteria grid allows you to
define the rules for selecting the parts of the report that contain the data to be included
in the download file. You can define up to 24 rules for each download.

Columns on the Tab
These instructions tell how to fill in the columns on the Selection Criteria tab.

("8 Salartion Criteria |

Group Lines Option Mask
BN 1 Include ffadt st
Group The group with which a rule is associated. The options are a

blank group or groups assigned to the letters A - J.

Lines The number of report lines in each group, which is 1 - 10.
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Option The Option defines the type of rule.

¢ An Include rule defines the report lines included in each
group. Every group has one, and only one, Include rule.

¢ One or more SubSet rules are optional for groups A - J.
They act as filters on the report lines selected by the
group’s Include rule.

¢ Exclude rules are optional.

¢ Ifyou are using the blank group, Exclude rules are fil-
ters for selecting report lines to exclude from the
download file.

¢ Ifyou are using groups A - J, you can create global
and group Exclude rules. Global Exclude rules
exclude report lines from all groups. Group Exclude
rules exclude report lines from specific groups.

Mask A pattern for identifying the lines selected by a rule. A mask
uses special characters to match patterns in report lines.

MASK

MATCH IN REPORT LINE

blank

Not used for matching. Any character in the
report line matches a blank in the mask.

#

A digit from O through 9.

@

Any characters that is not a space (digits 0 - 9,
letters, punctuation, and special characters)

~

A blank column on the report.

any other
character

Exact match. The match is case sensitive.
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Blank Group

Groups are optional on the Selection Criteria tab. If you leave the Group column
blank, the selection criteria are limited to one group that contains a single line.

1

The first line in the Selection Criteria tab must have the following:

¢ A blank Group

¢ A Line depth of 1

¢ An Option of Include

O A Mask that includes at least 1 character other than a blank space

The blank group cannot include any of the following:

¢ Additional Include rules.
¢ SubSet rules.

You can define optional Exclude rules to filter the lines that are selected by the
Include rule.

Groups A - J
Groups A - J can include multiple lines in a group.

1

If desired, exclude report lines from all groups with optional Global Exclude rules.

2 Create one or more groups. Group A is required. Groups B - J are optional.

3 Create one Include rule for each group in the Selection Criteria tab.

The Include rule has the following:

¢ A Group letter from A -J

¢ A Line depth from 1 - 9

¢ An Option of Include

0 A Mask that contains at least one non-blank character

Create optional SubSet or Exclude rules for a group. You can create up to a total of
24 SubSet or Exclude rules. If you define both Exclude and SubSet rules, the sys-
tem applies the Exclude rules first. Each rule has the following:

¢ A Group letter for which you have created an Include rule.
¢ The Lines number of 1.

¢ An Option of SubSet or Exclude.

0 A Mask that contains at least one non-blank character.
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Global Exclude Rules

Global Exclude rules allows you to exclude lines from all groups. If a report line
matches any Global Exclude rule, it is excluded from al/ groups.

» Leave the Group blank.

* Make the Lines 1.

» Select the Exclude option.

* Define a Mask with at least one non-blank character.

Order for Processing Rules
The order for processing rules is different for the blank group and groups A - J.

Blank Group
» The system selects all report lines that match the Include rule.
* The Exclude rules act as filters.

Groups A -J
1 The system applies Global Exclude rules first. .

2 The system applies the selection rules for each group.

* The Include rule selects all report lines that match its mask.

» The optional Exclude rules remove all report lines that match any one of the
Exclude rules.

» If there are SubSet rules, the only report lines that remain in the group are those

that match any one of the SubSet rules.
3 If you have defined multiple groups, the system builds a record complex.

* A report line that matches group A.
* Within group A, all report lines that match group B.

* Under each pair of group A / group B lines, group C includes report lines that
match the selection rules for group C.
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Creating Groups and Masks

The Download window allows you to create groups and masks in the Selection Crite-
ria tab by selecting text from the text area. The following commands are used for this

process.

Table 2-4: Commands on the Options Menu for the Download window

MENU COMMAND ICON KEYBOARD PURPOSE
SHORTCUT

Options | Create -:|| CTRL+F6 Create a new row with a raw mask (the
Raw Mask No * actual text selected) without assigning it to
Group a group.
Options | Create CTRL+F7 Create a new row with a general mask
General Mask No (wildcards for the selected text) without
Group assigning it to a group.
Options | Create lﬁ CTRL+F1 Create a new row with a raw mask (the
Group Raw Mask L actual text selected) in a new group.
Options | Create Sﬂ CTRL+F2 Create a new row with a general mask
Group General (wildcards for the selected text) in a new
Mask group.
Options | Add Raw ﬂ CTRL+F3 For an existing group, add the selected
Mask to Group text in the report to the current mask as a

raw mask (the actual text selected).
Options | Add = CTRL+F8 For an existing group, add the selected

General Mask to
Group

text in the report to the current mask as a
general mask (wildcards for the selected
text).

General Steps for Creating a Mask and/or a Group
1 Select text in the text area.

2 Click the appropriate icon from the table above.
3 A new row will be added to the Selection Criteria tab.
4 Edit the row as needed.

Raw Masks

A Raw Mask is created by selecting from the report displayed in the text area the
actual words, numbers, or symbols that you want included in your download. Raw
Masks can be assigned to either no group or to an A - J group.
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If we wanted to select the following highlighted text to be included in our mask....

Tak CATEGORY TY¥PE DESCRIFT ION SERIAL 2 ITE ELDG ROOK QITAHT ITY THIT COST EXT

G105250010 50 CAPITAL pELIG.ciygsay LAZER PRINTER, C USCEOOSTSE COTTON 2201 607 1 Z002_77
2105290010 50 CAPITAL 1900 COMPUTER SYETEM, COMPUTER SAN CARL 1501 CCa 1 140000

A sample Raw Mask with no Group would look as follows:

@ Selection Criteria l Colurnn Output l

Group Lines Option Mask
1 Include 1900 COMPUTER.
General Masks

A General Mask is created by using wildcards to define various fields of data which
are of a certain length and located in a certain position on the face of the report. The
wildcards which are used to do this are as follows:

MASK MATCH IN REPORT LINE

blank Not used for matching. Any character in the
report line matches a blank in the mask.

# A digit from 0 through 9.

@ Any characters that is not a space (digits 0 - 9,

letters, punctuation, and special characters)

~ A blank column on the report.

any other Exact match. The match is case sensitive.
character

A sample General Mask for the same data field would appear as follows:

@ Selection Criteria ] Calurnn Qutput ]
Group Lines Option Mask
3 1 Include FR R A DDIIITTNT

In this case, the mask is ####-@@@@@@@. This mask selects any line that
matches the pattern of 4 digits in columns 24-27 (####), a space in column 28 (~),
and a string of non-blank characters in columns 29 - 36 (@@ @@Q@Q@ Q).
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A - J Group

If we wanted to include either of the two above sample masks in an A Group, we
would add the letter A’ to the first column on the Selection Criteria rab.

| Column Cutput ]

Group Lines Option Mask
L7 1 Include 1900 COMPUTER

@ Selection Criteria | Colurn Output

Group Lines Option Mask
LAF: 1 Inchude #FEFD@DDT D@
Editing the Mask

The Mask definition form for group dialog box allows you to edit masks for selecting
report lines. It displays after you click the Mask column in the Selection Criteria tab.

& Mask definition form for group A @

Menu and File Options

L—Mode indicator
toolbar commands | =] %
1 1 1
COIumn Counter 123456'7BSélZ3456789%123456789g123456'7B9g123456’789g123456’789312345678931234567893123 2 456’7890l23456’78931234567893123456789312 Character
Mask

[w-sn-snns __ position
Ingert Off Charactar Position: 12 e e
Jq ( ,| indicator

* The column counter identifies the column in the report line for each special
character in the mask.

» The mask uses the same special characters for defining a pattern as discussed
earlier.

Editing the Mask

1 Place the cursor where you want to begin typing or editing by clicking a position in
the mask or by using the LEFT or RIGHT ARROW keys to move to the desired
location.

The Character Position indicator displays the column number for the cursor.

2 Ifneeded, select Insert or Typeover mode by pressing the INSERT key on your
keyboard to toggle between Insert On and Typeover mode.

3 Add, change, or delete characters from the mask as needed.
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Displaying the Selected Report Lines

The [Send to Quick Report...] command allows you to display the list of report lines
selected by the rules on the Selection Criteria tab. You can use this command to see if
the Selection Criteria rules are working as expected. .

NOTE: If the Column Output tab is filled in, the Quick Report window displays the data

selected for the download file.

To display report lines selected on the Selection Criteria tab:
1 Fill in the Selection Criteria tab with a minimum of one Include rule. You can also
define optional Subset and Exclude rules.

2 From the Download window, open a Quick Report window.

3 Review the report lines selected.

& C:\QS5M)55ControlCenter\QS5TempReportFile. gss E@@
File Option k

H X

[ 700004 50 CAPITAL 1600 FURNITUR CHAIR, STEHO W/L WALKEER C 0300 OFFICE 19685 A
53700008 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE WALKEER C 0300 OFFICE 341.86
5700010 50 CAPITAL 1600 FURNITUR CHAIR, STEHO W/L WALKEER C 0300 OFFICE 191.53
5700011 50 CAPITAL 1600 FURNITUR CHAIR, STEHO W/L WALKEER C 0300 OFFICE 171.42
53700030 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE WALKEER C 0300 OFFICE 369,03
53700044 50 CAPITAL 1600 FURNITUR CHAIR, STEHO W/L WALKEER C 0300 OFFICE 191.53
53700178 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE WALKEER C 0301 KITOFC 369,03
53700212 50 CAPITAL 1600 FURNITUR CHAIR, STEHO W/L WALKEER C 0310 OEDOFC 171.42
53700213 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE WALKEER C 0310 OEDOFC 369,03
3700222 50 CAPITAL 1600 FURBNITUR CHAIR, EXECUTIVE WALKEER C 0310 oFcz 359.87
5700411 50 CAPITAL 1600 FURBNITUR CHAIR, EXECUTIVE WALKER C 0323 MAINT 263.54
3700430 50 CAPITAL 1500 FURNITUR CHAIR, STEHO W/a CENTEAL 0101 Ma0 196.85
53700458 50 CAPITAL 1500 FURNITUR CHAIR, STEHO W/a CENTEAL 0101 Ma0 196.85
3700531 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE CENTEAL 0101 SUPER 287.58
3700552 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE CENTEAL 0101 SUPER 308.23
53700531 50 CAPITAL 1600 FURNITUR CHAIR, EXECUTIVE CENTEAL 0102 C 281.41

b

G _— ST s T3

The Quick Report window displays the report lines that match the rules on the
Selection Criteria tab. You can use the scroll bars and standard Windows keys to

navigate through this window.

4 If you want to refine the selections criteria, return to the Selection Criteria tab,
modify the rules, and repeat Step 2 and Step 3.

5 If desired, save the contents of the Quick Report window in a text file.

6 After you are satisfied with the rules on the Selection Criteria tab, close the Quick
Report window.
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Column Output Tab

The Column Output tab allows you to define the specific fields in the download file.
You can use the following to select the part of the report to use for building each field:

* The group and line number for selecting the report line, as defined on the Selection
Criteria tab.

* The beginning and ending column in the report.

* An optional edit rule, such as stripping the hyphens between the parts of the SSN
or removing all parentheses and hyphens from phone numbers.

Filling In the Tab
There are a couple of ways to define the fields in the download file:

* Type the information directly in the Column Output tab.
* Add rows to the Column Output tab by selecting text in the text area.

@ Colurmn Output I

Group Link [Line Begin Col |End Col Option
kA 1 1 10

A 1 12 13

A 1 15 22

A 1 24 27

A 1 29 3
Group Link The group that is the source for the data in the column.
Line The line number in the group from which to extract the data.
Begin Col The range of column numbers from which to extract the data.
End Col
Option Leave blank to make no edits to the report data when creating

the download file.

* Select Move Trailing Minus to edit negative numbers
with a trailing minus sign.

» Select Move Trailing Minus - Left Justify to edit nega-
tive numbers with a trailing minus sign.

» Select Upshift to make all letters from A - Z upper case.

» Select Downshift to make all letters from A through Z
lower case.

» Select Remove Special Characters to remove all char-
acters other than the letters A - Z and the numerals O - 9.
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» Select Remove all non-numbers to remove all charac-
ters other than the numerals 0 - 9 and the decimal point.

* Select Change Year to YY/MM/DD to change the date
to year, month, day order with a 2-digit year.

» Select Change Year to YYYY/MM/DD to change the
date to year, month, day order with a 4-digit year..

Defining Columns from the Text Area

These instructions tell how to use text area to select a range of columns for defining a
field in the download file on the Column Output tab.

1 Select text in the text area by highlighting it.
2 Click the @ [Select Column Range] icon, or press [CTRLAF5].

Fill in the dialog box which displays to assign the selected column range to a group
and line number defined on the Selection Criteria tab.

File Cptions
4 CF

Choose the Group and Line far the Column Data.

Group Line #

- [ -

¢ From the Group list, select the group from which to select the data.

¢ From the Line # list, select the line number in the group from which to extract
the data.

Previewing and Saving the Download File

You can use the [Send to Quick Report...] command to preview the contents of the
download file. .

NOTE: If the Column Output tab is blank, the Quick Report window displays the report lines
selected by the rules on the Selection Criteria tab.

To display report lines selected on the Column QOutput tab:
1 Fill in the Column Output tab.
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@ Column QOutput l

Group Link  |Line Begin Col |End Col Option
*A 1 1 10

A 1 12 13

A 1 15 22

A 1 24 27

A 1 29 35

2 From the Download window, open a Quick Report window.

3 Review the download file produced by the column definitions in the Column Out-

put tab.

The Quick Report window displays the download file. The format looks different
depending on the choice of Delimiter.

When there is no delimiter, the download file makes all selected fields into one
continuous string.

é_- C:AQSS\QSSControlCenter\QSSTempReportFile. gss
File  Cption

CIES)

388875TYPEWRIT 1
3802Z00F E EQUP

3809875TYPEWRIT 1
47647 5TYPEWRIT 1
43977 5TYPEWRIT 1

OOIEM
S0CLOCK
OOIEM
OOIEM
OOIEM

TYPEWRITEF EALL
CLOCE TIME SIMPL
TYPEWRITEF EALL
TYPEWRITER SELEC
TYPEWRITEF EALL

For a space-delimited file, there is a space between each field. However, each field
can have embedded spaces as well.

é_- C:AQSS\QSSControlCenter\QSSTempReportFile. gss

File  Cption

=X

| 3888 75 TYPEWRIT 100 IEM TYPEWRITER BALL
3892 90 P E EQUP 90 CLOCK CLOCE TIME SIMPL
3898 75 TYPEWRIT 100 IEM TYPEWRITER BALL
4764 75 TYPEWRIT 100 IEM TYPEWRITER SELEC
4397 75 TYPEWRIT 100 IEM TYPEWRITER BALL
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For a comma-delimited file, there is a comma separating each field in the down-
load file.

3_- C:AQSS\QSSControlCenter\QSSTempReportFile. gss

File  Cption
=X
3888, 75, TYPEWRIT, 100, IEM , TYPEWRITER EALL ~
3892,90,FP E EQUP, O90,CLOCK ,CLOCK TIME SIMPL
3808, 75, TYPEWRIT, 100, IEM , TYPEWRITER EALL
4764, 75, TYPEWRIT, 100, IEM , TYPEWRITER SELEC

For a tab-delimited file, the separator between each field is a tab.

3_- C:AQSS\QSSControlCenter\QSSTempReportFile. gss L |E|R|
File  Cption
H| %
3888 75 TYPEWRIT 100 IEM TYPEWRITER EBALL ~
3892 a0 P E EQUP 90 CLOCK CLOCK TIME SIMPL
3898 75 TYPEWRIT 100 IEM TYPEWRITER BALL
1764 75 TYPEWRIT 100 IEM TYPEWRITER SELEC
4897 75 TYPEWRIT 100 IEM TYPEWRITER BALL

4 If you want to refine the column definitions, return to the Column Output tab,
modify the rules, and repeat Step 2 and Step 3.

5 If desired, save the contents of the Quick Report window in a text file for import-
ing into a spreadsheet or database. You can also export the download file to Word,
PDF, Excel, or Excel Wizard directly from the Download window.

6 After you are satisfied with the rules on the Column Output tab, close the Quick
Report window.
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Presefts

A preset is a file that saves the options you used for filling in the Download window.
Once you have figured out how to structure a download of a report, you can save the
download options in a preset file for future use.

Saving a Preset

After you select the Save Preset command, the Preset Maintenance - Save dialog box
allows you to save a preset. The top of the dialog box allows you to give a name to the
preset you are saving, and the grid in the bottom of the dialog box lists the presets that
are already defined.

w. Preset Maintenance - Save
File  Options

Commands for
saving presets (

Ty ;
Mame |"G|0bal Category(Blank] BOXeS fOf na.mmg
Allow Access I_ and categorizing
Description | |Dnl_l,l wour 'U'zer D the preset

Grld Of preSEtS that LN [Name DI |Cat |Description Audit ID|Date LevelN
have already been 001 {CafFund o7 Cafeteria Fund [ Rexource 0000 Ia11 01f17/2006 |U
saved. Double-click | 002 | GenFundfResc1100 (07 General Fund [ Lottery {11000 a1l 01/17f2006 |U

: . \ |00 Pupil{Resc0000 o7 Pupil Services/Resc 0000 a1l 01/17f2006 |U
any column heading N —/

to sort in ascending
order. Double-click
again to sort in
descending order.

To save a new preset:
1 Define the download definition that you want to save. Then select Save Preset
from the Options menu, or click the | [Save Preset] icon. or the [F9] hotkey.

2 In the Preset Maintenance - Save dialog box, type a Name up to 16 characters
long. Every preset must have a name.
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3 Ifdesired, type a Description up to 30 characters long and select the Category and
Allow Access options.

4 Save the preset by clicking Save from the Options menu, by clicking the |} [Save]
icon, or by using the [F9] hotkey .

WARNING: If the preset you are saving has the same Name as an existing preset, the
Save command replaces the existing preset without any warning.

To replace a preset:
1 Define a a download definition that you want to save.

2 Locate the preset that you want to replace on the grid.

3 Double-click the preset. Its Name, Description, Category, and Allow Access
option display on the top of the dialog box.

4 Leave the Name unchanged. You can change the Description, Category, and
Allow Access options. Replace the existing preset with the revised preset by

selecting Save from the Options menu, by clicking the [} [Save] icon, or by using
the [F9] hotkey.

To create a new preset from an existing one:
1 Define a download definition that you want to save.

2 On the grid, locate the preset that is the basis for creating a new one.

3 Double-click a preset in the grid. Its Name, Description, Category, and Allow
Access option display on the top of the dialog box.

4 On the top of the screen, type a new Name. You can also change the Description,
Category, and Allow Access options.

5 Save the new preset by selecting Save from the Options menu, by clicking the |}
[Save] icon, or by using the [F9] hotkey.
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Retrieving or Deleting Report Presets

After you select the Get Preset command or icon, a Preset Maintenance - Retrieve
dialog box displays. It lists all of the presets that have been saved for downloads. .

Commands for
retrieving presets

Grid of the presets
that you can
retrieve or delete

To select a report preset for retrieving or deleting:

w, Preset Maintenance - Retrieve

File  Options

Only list thiz Categaory

Name

Cat

Description

User ID

Date

»

ool

CafFund

Cafeteria Fund [ Rexource 0000

a1l

01172006

ooz

Dist

District Defaults

a1l

014162006

o03

GenFundfResc1100

General Fund [ Lottery {11000

a1l

01172006

004

Pupil{Resc0000

Pupil Services/Resc 0000

a1l

014172006

List for selecting a
category of presets

1 By default, the dialog box displays presets for all categories. You can select an
individual category from the Only list this Category box.

2 You can sort the list by any column. Double-click to sort in ascending order (A to

7). Double-click a second time to sort in descending order (Z to A).

3 Click a preset or use the UP ARROW or DOWN ARROW to select it. To retrieve
the selected preset, click the [Retrieve] icon, press [F2], or double-click it.

4 To delete the selected preset, click [Delete] on the Options menu, click the <
[Delete] icon, or press CTRL+F8.
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