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ScreenCam Script Outline: 11i PRINTING

Objective and audience
This movie shows how to print in Oracle 11i, emphasizing the differences between Oracle 11i and Oracle 10.7 printing. 

This is for anyone who prints forms in DCPDS (SF50s, RPAs, NAF 3434s, DD 1556s).

It covers:

· Printing an RPA from the RPA form.

· Accessing and using the Requests window.

· Using Ghostview.

Prerequisites:  Oracle 11i Overview ScreenCam.  Oracle 11i Inbox ScreenCam is recommended.

Setup
Setup requirements:

· A modern DCPDS account with Manager responsibilities (NAF?).

· An RPA in the inbox (with an RPA number).

· A name for an employee for retrieving an NPA (Dean).

Begin recording with an RPA on the screen (opened from the inbox). 

SCRIPT

Printing an RPA

Action
Script

(intro)
In this movie we’re going to look at printing in Oracle 11i, particularly the printing of forms such as the Request for Personnel Action, the SF50, 1556s, or NAF 3434s.  There are a few differences in Oracle 11i from the way you printed in the current version of DCPDS.

Point to RPA number.
I’m starting with an RPA on my screen.  This is an RPA that I had initiated and saved to my inbox – presumably to complete a Gatekeeper Checklist for this action.  Now I’ve re-opened that RPA from my inbox and am ready to send it to someone else, but I want to print a hard copy of it before I do that.  

This is a good time to print the RPA because, since I have already saved it in my inbox, it has the RPA number on it.  

Click on printer icon.
To begin the print process, I click the Printer icon on the toolbar.

Point to options.
The typical print window opens, giving you two possible options – a Request for Personnel Action (RPA) or a Notification of Personnel action (or NPA, or SF50).  Of course, the NPA option is not available until the action has been processed and the effective date has arrived.  

However, I will mention that in Oracle 11i, if you want to print an NPA (or SF50), it appears that you need to do this through the Submit Processes and Reports menu (which I’ll talk about shortly), since it seems that you cannot display completed actions from your inbox.  Of course, an alternative to this is to use the SF50 History Database maintained at HQDA.

Click in Printer box, then click LOV.
The other thing I need to do on this window is to identify the printer to which I want to send this job.  

Click on 0default printer, then click <OK>.
For most users outside of the CPOC or CPAC, you will send your job to a “dummy” printer – the “0default” printer which will be right at the top of the list of printers.  If you are in a CPAC or CPOC, you might have a different printer that you use, if so, you’d select that one.  Then click <OK>.

Point to note, click <OK>.
A note will display telling you that your job has been submitted.

Using the Requests window
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Point to Help menu, then select View – Requests.
Any time you submit a print job in Oracle 11i, you access the Requests window to view or print the output.  This window is now located under the “View” menu.  Where you used to select “Help” – “View my Requests”, now you select “View” – “Requests.”  

Point to window name.
This is another change – instead of going directly to the Requests window, a “Find” window opens first.  

Point to “All Requests” default selection, then point to other options, then click <Find>.
For most users, you can accept the default selection on this Find window (All Requests). You do have the option of adding specific criteria for particular types of print jobs if desired.  When you’re done, click the <Find> button.

Point to top request.
This brings up the Requests window, with your most recent request at the top of the list.

Point to “Phase” column.
If the report is completed when I open this window, it will so indicate.  If it is NOT completed, the “phase” will show pending or running.  

Point to <Refresh Data> button (click if the report is not completed).
To update the status, I click the <Refresh Data> button.  Generally, reports will run almost immediately after you submit them, but if there are lots of system processes going on, it can take a moment.  If you wait longer than a minute or two, you might want to come back and do this part later.

Point to Warning in the status column.
You’ll notice that I got a warning on this report.  That is because I selected a “dummy” printer, and the system recognized that there really was no physical printer associated with that “0default” printer that I selected.

Point to <View Log> button.
To actually display the warning, you’d click on the <View Log> button.  If you get “Errors” on a print job, it means the job didn’t finish at all, and you should check the log and contact your help desk to resolve the problem.

Point to blue record indicator, then click the <View Output> button.
To actually view the document on your screen, make sure the right one is selected by checking the blue record indicator, then click the <View Output> button.

Ghostview
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Point to options, select “Open this file…”, then click <OK>.
In a moment, I am given the option of opening the file or saving it to disk.  Usually I will want to open it.  

I can, if desired, save the output file to my computer’s disk drive, but if you are doing this to send it someone else, you’re probably better off using the Edit-Copy function within Ghostview – then you can paste it into a Word document.  If you save it from here, it will save it as a postscript file which may not be readable by others.

Point to Registration title bar, then click <OK>.
Ghostview will then open automatically.  This is a third-party software application that is used to view and print post-script files.  This is a somewhat newer version of Ghostview than we had been using.  A pop-up window displays asking me if I want to register Ghostview, and I will close that window by clicking <OK>.

Use scroll bars to move around, point to toolbar icons.
The Request for Personnel Action displays in the Ghostview window. I can view more of the document by scrolling around.  If the file is more than one page, I can use the toolbar buttons to move from page to page.  When you hover your cursor over the icons, their function shows at the bottom of the window.

Point to Edit menu, then Copy.  
Here’s where I could use the Edit-Copy function if I wanted to paste this form into a Word document.  

Select File-Print from the menu.
But what I want to do is go ahead and print a hard copy.  To do this, I use the File-Print menu or the printer icon.

Point to various options, then click <OK>.
The print window displays.  Usually the default selections on this window are fine, so I just click <OK>.

Move cursor outside of the Ghostview window and click (Ghostview minimizes), then restore using the taskbar button.  
By the way, if you are familiar with the older version of Ghostview, you may recall that if you accidentally clicked outside of the Ghostview window, it would appear that your screen would lock up.  This problem seems to have been fixed in this newer version.  

Point to Close window button, then click on File-Exit.
When you’re done printing, exit from Ghostview using the close button or selecting File-Exit from the menu.  This returns me to the Requests window.

Close the Requests window.
This returns me to the RPA where I started.  

Close the RPA.
Now that I have my hard copy, I will probably want to route this RPA to the next person in the chain… but I’m just going to close it. 

Point to inbox icon on taskbar (“Notification”).
This brings me back to the navigator.  The inbox, from where I started, is still open in a separate window – this task button will restore the inbox.  

Submit Processes and Reports
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Select Processes and Reports – Submit Processes and Reports from the navigator.
The other thing I want to cover is using the “Submit Processes and Reports” task from the navigator.  You can use this menu selection to print Notifications of Personnel Actions (SF50s), DD Form 1556s, and NAF 3434 forms, among other things – it also has the “batch print” capability for SF50s that allows you to print a number of these with one request.

Point to default selection and “Request Sets”, then click <OK>.
The “Submit a New Request” window opens first.  Most users will use the default, “Single Request” (“Request sets” are used primarily by sysad staff in the CPOC), then I click <OK>.

Click in the Name field, then click the LOV.
On the “Submit Request” window, I first have to identify what item I want to print.  To see all the requests available, click the list of values button.

Scroll through list, point to “Batch Print.”
I’m logged in as a manager, so I’m viewing the list that a manager would see.  One of the selections is the “Batch Print Notification of Personnel Action,” which allows me to print a number of SF50s at once.  The parameters for this report haven’t changed.  

Type “Notif”.
I want to print an SF50, or “Notification of Personnel Action,” so I type “notif.”  See how the list narrows down?

Select “Notification of Personnel Action,” then click <OK>.
I’m going to select the Notification of Personnel Action – be careful not to select the one that says (DEMO SF50) unless that is your intent.

Type “Dean” and <Tab>.
Once I’ve selected the form I want, I will need to enter parameters.  The parameters will be different for different forms.  In this case, I will need to select the employee to whom the personnel action pertains.  There is no list of values on this field, so I’m just going to type the employee’s last name and push the <Tab> or <Enter> key (I’m looking for an action for James Dean).

While I’m waiting for the list of matching names, don’t forget that you can always print an SF50 for an employee using the SF50 History Database maintained at HQDA.  This can be found on the ART main menu under “Centralized Applications,” requires a CSU/ART user ID and password, and you will need to enter the employee’s social security number.

Point to James Dean’s name.
Notice that there are a number of Deans on the list.  Also, for James, there is more than one action.  

Drag the SSN column to the left to display the actions.
To see what types of actions are listed, you can enlarge the window or drag the column dividers.

Type “Y” in front page, “N” in back page parameters.
The “front page” and “back page” parameters allow you to indicate which of the pages you want.  If you leave them blank, the front page only will print.  The back page contains generic information to the employee.  You can use the LOV to select Yes or No for each, or just type a “Y” or “N” in each field.

Click <OK>.
Then click <OK>.

Point to other options on the window.
There’s only one other thing you should check on the “Submit Request” window, and that’s the printer.  All other selections should be left with their default values.  

Point to printer name, then click <Options>.
For most users (except for CPOC and CPAC users), you will want this to indicate that same 0default printer that we used earlier.  If this is already shown, you don’t need to change it.  If not, click the <Options> button.  

Click printer and LOV.
Click in the printer block and click the list of values button…

Select the 0default printer and click <OK>.
… then select the 0default printer and click <OK>.  

Point to the “1” in the copies block, change to “0”.
Notice the “1” in the copies block. If you are using the “dummy” printer and change this to 0 copies, you won’t get that warning message that we saw earlier.  

However, if you are in a CPOC or CPAC and NOT using the “dummy” printer, you will want to leave this at 1 if you want a hard copy.  Your report will print automatically at the selected printer without your having to do anything else.

Move window up to see the <OK> button.
That should be all we need to change, so we can click <OK>.

Click the <Submit> button.
Then click the <Submit> button.  Now my job is in queue to be run.

Point to View – Requests from the menu (don’t click).
I will use the same menu (that is, View – Requests) to view and print the output as I did earlier.

Thanks for watching!
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