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HOW TO USE E~PRINT

What is e~Print?

e~Print is an Internet-native application providing institutions with a way to securely and
quickly distribute reports to users across the institution or around the world. e~Print uses
a Web browser and free Adobe Reader to view and search reports.

Who is using e~Print to distribute reports?

Currently, Financial Services is the only department distributing their monthly financial
reports through this software. In future, other administrative departments may begin to
use e~Print to distributed their reports.

What software do you need on your workstation to get started?
» Current Web Brower
Microsoft Internet Explorer 4.0 or higher
Netscape Communicator 4.0 or higher
» Adobe Reader
Download the latest version from www.adobe.com if you currently do not
have this program installed on your workstation.

» PFE
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How do you log into e~Print?

1. Open an internet browser
2. Go to http://Kil-ept-1.ucis.dal.ca/cgi-bin/eprint.cgi. Suggestion: the end user
should bookmark this URL for future access.
ePrint Reports Login - Microsoft Internet Explorer ;lﬁlil
File Edit Wew Favorites Tools Help ‘ P
QBack ~ ) ~ Iﬂ IELI _;‘J|/-WSearch :\'/ Favorites €‘=| = - a3
tddress I@j hittps: fkil-ept- 1.ucks. dal.cafegi-bin/eprint cgi ﬂ B so ‘LIFIKS *
R Login patnousIE
Print About e~Print | FAQ Help | Logout Inspiring Mivds

User ID: \
Password:

Repository: Banner Finance PROD

powered by

SUNGARD' HIGHER EDUCATION

w

In the User ID field, enter your oracle id.

4. In the Password field, enter your password for Banner. This may or may not
be the same as your network id and password.

The Repository should be “Banner Finance PROD”.

6. Click Enter

o

€ Select Report from Repository Banner Finance b2’ Finance PROD DALEIOUSIE
Print PROD " o s
About e~Print | FAQ Help | Logout
& Repository Message is Available
Banner Finance PROD
Report Description Latest Date
P‘DF TE’” = FWRADRE Revenue & Expense by Orgn-Capital, Ann. Givings & Endowment Wed May 02, 2007 09:55am
';DF Tf“ P~ FWRODAD Transaction Detail-Operating, Capital, Ann. Givings & Endow. Wed May 02, 2007 09:52am
P‘DF TE’” = FWRODPI Transaction Detail - Research & Special Purpose Wed May 02, 2007 09:52am
'ZDF TE"T P~ FWROFRS Revenue & Expense - Senior Administrator Summary - Operating Wed May 02, 2007 09:54am
P‘DF TE’” P~ FWROFRU Revenue & Expense by Orgn - Operating Wed May 02, 2007 09:53am
'?F TE"T P~ FWRPIRE Revenue & Expense by Orgn - Research & Special Purpose Wed May 02, 2007 09:55am
P‘DF TE’” = FWRUNST Unit Status Report - Research, Special Purpose & Endowment Wed May 02, 2007 09:56am
Pff TE*T P~ PWRHFRB Payroll Hours & Fringe Benefits Mon May 14, 2007 10:29am
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What are Repository Messages?

These are message that Finance has set up to notify you of important messages related
to your monthly reports.

Click on the blue text “Repository Message Available”.

Repository Message is Available

A separate window will open to display the message. Once you have read the
message, click on the X in the top right-hand corner of the message box. This will
close the screen. If the message box does not open, it may be because you have
“Popup Blocker” on under your Internet Tools.

C :
— PO
P rin t : L Tnspiring Minds
About e~Print | FAQ Help | Logout
April’s monthly financial reports are now
available in E~Print.
Banner Finance PROD
Report Description Latest Date
P‘DF T§T B~ FWRADRE Revenue & Expel it Wed May 02, 2007 09:55am
';DF Tf“ P~ FWRODAD Transaction Deta Wed May 02, 2007 09: 52am
'?F TE"T = FWRODPI Transaction Deta Wed May 02, 2007 09: 52am
'}DF TE*T P~ FWROFRS Revenue & Expel o Wed May 02, 2007 09: 54am
P‘DF Tf’“ P~ FWROFRU Revenue & Expel Wed May 02, 2007 09: 53am
PDF TEXT . LI . - 5
FWRPIRE Revenue & Expel Wed May 02, 2007 09;55am
+ 4 s : |&]one ’7| [ ’7||_2| & nternet A Y
P‘DF TE"T =~ FWRUNST Unit Status Report - Research, Special Purpose & Endowment Wed May 02, 2007 09: 56am
'?F TE"T = PWRHFRB Payroll Hours & Fringe Benefits Mon May 14, 2007 10:29am
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Icons in e~Print and what do they mean:

PDF

4 Retrieve a PDF file to view in Adobe Reader
TEXT

+ Download the TXT version of a report

Foe

“Drill down” for detail (See Report List)

L= Use a page key to pick pages (Search Report)

To perform the above functions, click once on the icon.
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Reports

When you first log into e~Print, you will be provided with a list of all the e~Print
reports that are in the selected repository. This screen will display the most recently
saved version of the reports. Depending on your security level, all or a few of these
reports will be available to you for viewing.

From this screen you can do the following:

PDF
1. View the latest report to be saved to e~Print - ¥
2. Save the latest report as a .txt extension which then be opened in excel or view the

TEXT
report in PFE format - ¥

'.m.

3. Drill-down to look at previous reports that have been saved in e~Print -

C

DALHOUSIE
E— ; UNIVF.(IIE»I'I\’
Print I G Mo

About e~Print | FAQ Help | Logout

: Repository Message is Available

Banner Finance PROD

Report Description Latest Date
P‘DF Tf’“ P~ FWRADRE Revenue & Expense by Orgn-Capital, Ann. Givings & Endowment Wed May 02, 2007 09:55am
PlDF Tf’“ P~ FWRODAD Transaction Detail-Operating, Capital, Ann. Givings & Endow. Wed May 02, 2007 09:52am
PlDF TE"T P~ FWRODPI Transaction Detail - Research & Special Purpose Wed May 02, 2007 09:52am
PlDF TE"T P~ FWROFRS Revenue & Expense - Senior Administrator Summary - Operating Wed May 02, 2007 09:54am
PlDF TE’" = FWROFRU Revenue & Expense by Orgn - Operating Wed May 02, 2007 09:53am
PlDF TE’" = FWRPIRE Revenue & Expense by Orgn - Research & Special Purpose Wed May 02, 2007 09:55am
PlDF TE’" = FWRUNST Unit Status Report - Research, Special Purpose & Endowment Wed May 02, 2007 09:56am
P‘DF TE"T = PWRHFRB Payroll Hours & Fringe Benefits Mon May 14, 2007 10:29am

E~Print only allows the user access to the orgn codes that has been set up for
them. If their orgn code does not appear on the report, you will receive the following
message.

e Banner Finance PROD Repo:
e Ire

Print about e~Print | FAQ o Help | Logout

DALHOUSIE
UNIVERSITY
Inspiring Minds

Banner Finance PROD

There are no pages for you to view on this report.
If you think this is an error, contact your e~ Print administrator. Otherwise, return to e~ Print and select another report.
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Report List
“Drilling Down” to Select a Report

F-.

When you “drill down” in a report, you will get a list of all the instances of this report
that has been saved in e~Print. The order of the reports is with the most recent at the
top of the list and the oldest report at the bottom.

¢ Report Detail: FWRODPI er Finance PROD Re Y]

H ! DALHOUSIE
T — P @ill\'l\'h([zg"i[\'
Print e = e R oot e

Banner Finance PROD : FWRODPI

Title Date
F:‘DF 'E"T /. Organization Detail Activity From 01-APR-2007 To 30-APR-2007 Wed May 02, 2007 09:52am
P‘DF 'E’” / — Organization Detail Activity From 01-APR-2006 To 31-MAR-2007 Thu Apr 05, 2007 1:05pm
P‘D”E"T / — Organization Detail Activity From 01-FEB-2007 To 28-FEB-2007 Thu Mar 01, 2007 11:51am
F;DFTE’" / — Organization Detail Activity From 01-JAN-2007 To 31-JAN-2007 Thu Feb 01, 2007 09:35am
P‘D“E*T /— Organization Detail Activity From 01-DEC-2006 To 31-DEC-2006 Thu Jan 04, 2007 09:27am
P‘DF TE*T /— Organization Detail Activity From 01-NOV-2006 To 30-NOV-2006 Fri Dec 01, 2006 09:35am
F;DF T;*T /— Organization Detail Activity From 01-0CT-2006 To 31-0CT-2006 Wed Mov 01, 2006 2:45pm
P‘DF'E*T /— Organization Detail Activity From 01-APR-2006 To 30-SEP-2006 Mon Oct 02, 2006 10:37am
Organization Detail Activity From 01-APR-2007 To 30-APR-2007 - Wed May 02, 2007 09:52amj
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Search Report
How to search for specific orgn?

f -

There are three methods to search for organization codes in e~Print.

1. Manually picking one or multiple orgn codes.
2. Search for a specific orgn.
3. Search for a consecutive range.

By clicking on the / = within the report detail screen,

-—_-L Report Detail: FWRODPI ‘Eljnner Finance PROD Repository| !’,J',\\ll\[{okyﬂl;
P rin t About e~Print | FAQ Help | Logout Fngpecie My
Banner Finance PROD : FWRODPI
Title Date
P‘DF'E*T /— Organization Detail Activity From 01-APR-2007 To 30-APR-2007 Wed May 02, 2007 09:52am
P‘DF'E*T /— Organization Detail Activity From 01-APR-2006 To 31-MAR-2007 Thu Apr 05, 2007 1:05pm
P‘DF'E*T /— Organization Detail Activity From 01-FEB-2007 To 28-FEB-2007 Thu Mar 01, 2007 11:51am
F;D”E’“ /. Organization Detail Activity From 01-JAN-2007 To 31-JAN-2007 Thu Feb 01, 2007 09:35am
F:‘D“E"T /. Organization Detail Activity From 01-DEC-2006 To 31-DEC-2006 Thu Jan 04, 2007 09:27am
P‘DF 'E’” / — Organization Detall Activity From 01-NOV-2006 To 30-NOV-2006 Fri Dec 01, 2006 09:35am
P‘DF 'E’” / — Organization Detail Activity From 01-0CT-2006 To 31-0CT-2006 Wed Nov 01, 2006 2:45pm
P‘D”f“ / — Organization Detail Activity From 01-APR-2006 To 30-SEP-2006 Mon Oct 02, 2006 10:37am
Organization Detail Activity From 01-APR-2007 To 30-APR-2007 - Wed May 02, 2007 09:52amj 3
the following screen will appear.
Index: sccount
i Pick Values Manually |  Search: .
Pick values Provide a

manually > |60 [60] <€ specific value
Range: | t|3| |@

Indicate a range
of values
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In order to search, one of these three search options must be used to search for
organization code(s).

1. Manually picking one or multiple orgn codes. The only orgn codes that will be
available to you to pick from are the orgn codes that are set up under your security.

’_—g—’ Choose org“ E':anner Finance PROD Repository| DALHOUSIE
- Irt UNIVERSITY
Print el N e e Toes s W

Banner Finance PROD : FWRODPI : Pick Pages : Orgn

r4n r4 I 4 4
r4 ¥4 4 ¥ 4
r4 ¥4 4 s
4 4 4 4
4 4 I 4 4
4 4 4 4
4 4 4 4

' J Get the Report

Place a check mark in the box beside the orgn code that you wish to view.

At least one check mark must be placed in a box in order to search.

A Next button is only available if the number of orgns that you have access to is
greater than what you see on screen. If this is the case, a box with a GO button is
available for you to enter the orgn code and go directly to that check box.

» Once you have all the orgns picked that you want to view, click on “Get the

YV V

Report”.
» The screen below will appear to confirm these are the values that have been
chosen.
’_‘SP_—_‘ Selected org“ Values r_r:anner Finance PROD Repository] E)',\\”[O[(yﬂl;
P rin t sbout e~Print | FAQ Help | Logout egpecne Mt

Banner Finance PROD : FWRODPI : Pick Pages : Orgn : Values

n 4| n nyl n gl n ")
", "

PDF TEXT
L

PDE TEXT
> Clickonthe ¥ to pull up the report in Adobe or ¥  to download information

into a TXT document.
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2. Search for a specific orgn.
» Type in the orgn

» Click GO
,__f__:___ Search FWRODPI (Thu Mar 01, 2007) ﬁ[‘a"‘""g" AIETES AR (3 & DALHOUSIE
P r 1 n t About e~Print | FAQ Help | Logout It Mot

Banner Finance PROD : FWRODPI : Pick Pages

Page Key: Orgn

Pick Values Manually | Search: FX“X

Range: | to |

» The screen below will appear to confirm these are the values that have been

chosen.
e Banner Finance PROD sitory| -
—_— Selected Orgn Values v @BJH.\[}OHSEE
P rin t About e~Print | FAQ Help | Logout empitog Misct

Banner Finance PROD : FWRODPI : Pick Pages : Orgn : Values

TAXXXX "

PDF TEXT
1 ¢

PDE TEXT
> Clickonthe ¥ to pull up the report in Adobe or ¥  to download information
into a TXT document.
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3. Search for a consecutive range.

» Enter a range of orgn codes in the from/to fields.
» Click on GO

DALHOUSIE
UNIVERSITY

Insipiving Minds

Print sbaut e~Print | FAQ Help | Logout

Banner Finance PROD : FWRODPI : Pick Pages

Page Key: Orgn

Pick Values Manually Search:

Range: [4:000( to [530004

» The screen below will appear to confirm these are the values that have been

chosen.
C Selected Orgn Values Banner Finance PROD ry|
DALHOUSIE
""‘":-...-— 9 Ir UNIV F([zl\"; TY
Print o e prma e ERETE: Ty Wi

Banner Finance PROD : FWRODPI : Pick Pages : Orgn : Values

N Y
JA-L\JAJ:-L\JAL
N Y

—_—

PDF TEXT
L

PDF TEXT

> Clickonthe ¥ to pull up the report in Adobe or #  to download information

into a TXT document.

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet Files\OLK1E7\EPrint User Guide.doc
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e~Print’s Navigation Bar
Provides a shortcut to previous pages. Click a section to return to that page

Repository List
Report List
Search Report (Pick Pages)
Page Key Values
Validation Page

Banner Finance DEVL : FWRODAD : Pick Pages : Orgn : Values

To move around e~Print, the user should use the navigation bar in e~Print and not the
browser navigation bar (eg. Back button)

In the above example,

» If you wanted to go to the list of all the reports available in the repository, click on

Banner Finance DEVL.
» If you wanted to go to the list of all FWRODAD reports available in the

repository, click on FWRODAD.
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Viewing and Printing a Report
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» When the PDF report is opened, the Adobe Reader’s navigation pane will be
hidden, and the report will be displayed in full screen-width format.

31-JAN-2005 18:22
FIECREL YERR 0%

Fund:

Er. Admin:
Resp Unit:
Qrg Unit:

Signatures \l Bookmarks

Feverms & Recoveriss
E450 Gift Revenus

8503 Travel - A

Het
Het Balance

vV VWV V¥V

B4&0 BFWD Gift Rev

Hon Salary Expenditurea

ACCOUNT ACCOUNT TITLE

Ealary & Payroll Related Exp.
G000 Acadsmic Full-Time (DFA)
6390 General Frings Benefits

TOTAL Revenus & Recoveries
TOTAL Zalary & Payroll Related Exp.
TOTAL Hon Salary Expenditurss

Dalhouais °
Rewenues & Expe
From 01-APR-04

a51d Print Centre Serwvice - Int Exp
8&70 Reception & Meeting Expenses
a70a General Operation Fxpense

g= Options -

X

=0 FWRPIRE
& Orgn4
% Orgn:4
7 Orgn4
% Orgn:4
7 Orgn4
% Orgn:4
7 Orgn4
% Orgn:4
7 Orgn4
% Orgn:4
7 Orgn4
% Orgn:4

[ Pages | Bookmarks

rs

01-MAY-2007 19:12
FISCAL YEAR 0%

Fund:

Sr. Admin:

ReEp Unit:

org Unit: 4

AOCOUNT ACCOUNT TITLE

Revenue & Recoverles

5262 Hon-Gov Rev Foundations

B262 EFWD Hon-Gov Rev Foundaticone
Salary & Payroll Related Exp.

6203 Technical Part Time | Hon Unicn)
E236 Doctoral Student - Canadian
£290 General Fringe Benafits

Non Salary Expenditures
E700 General Operation Expense

TOTAL  Revenue & Recoveriaes
TOTAL Zalary & Payroll Related Exp.
TOTAL Non Salary Expendituras

Het
Het EBalance

» From this list, you can click on the orgn and go directly to the report.

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet Files\OLK1E7\EPrint User Guide.doc

Move your cursor over the small blue vertical space between the report and the
tabs (see where the red arrow is pointing).
The cursor should change to be two vertical lines with an arrow pointing
horizontal outward from each line.
When you see this change in the cursor, left click and drag the box to the right.
This will open up your bookmarks screen.

12



5/18/2007

Using Adobe Reader’s Tools

Show/Hide
Link to Navigation Zoom In Fit in Rotate
Adobe Pane Tool Window
website Find
Print the
PDF Text Select

‘ ‘ Tool

NeRe@- AR B KN ¢|§€'?@l-'1‘zv§ @iz @ NO@EE|D-

Save the Find Hand Tool Actual
POF Again (push, pull) Size
First, Previous, .
Next or Last Fit
Page Width
Change
Display
] Layout
First,
Previous
Page
‘ SN

) <7 1of6 »m 11x85in O1R= & 4|

Show/Hide Next,
Navigation Last
Pane Page
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How do | download/open TXT file in PFE?

TEXT
1. Right click on the TEXT icon
2. Select “Save Target As...”

=l
[ Selected Orgn Values Dlor Al ¥ DALHOUSIE
Print Abcut e~Print Help on Using the Vakdation Page | Logaut ——
Banner Finance DEVL : FWRODAD : Pick Pages : Orgn : Valuass
e " = " Y
1 i B
FRETE ook
e Link m Mew wWindow'
Prir Targat
i
E-mal Fichure,,
G b My PrtLres
Set s Bk oL
St i Desliop Ttem
Copy Shomout
e B
@ R b Favorites.., I—I_I_i L
wert| 4 @ " Wt | oo | @eer. [ By propes 4859 4DPSND v
3. Save the file to the correct path. The file will be saved with a .txt extension.

2l
Save in: IlﬁMyDocuments ﬂ Q 5

|DPE

| Miscellaneays
My eBooks
My MLsic

{2 My PictUres
\Personal

| Training related
(2] FWRINST. et
i My Computer

File name: |FWRODAD b

Sawve |
Cancel |
7

Led Lol

Save as type; ITE)d Document

4. Click Close once the file has been downloaded

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet FilesS\OLK1E7\EPrint User Guide.doc 14



Open Open Folder | Close I
5. Open PFE
6. Open the file you just saved.
How do | download TXT to excel?
TEXT

8.

9.

Download complete
h
|'E

Download Complete

Saved:
FWRODAD. tet from kil-ept-1.ucis.dal.ca

2.62 KB in 1 sec
ChDocuments and Setting. . \PWRODAD, txt
2.62 KB/Sec

[~ Close this dialog boxwhen download completes

Dowynloaded:
Dowenload to:
Transfer rate:

=10 x|

Right click on the TEXT icon ¥
Select “Save Target As...”

Selected Orgn Values

Abcut e-~Fnnt

Help on Using the Vakdation Page | Logout

=

gl o HOUEIE
L AEpttL
lafasmr Sualk

Banner Finance DEVL : FWRODAD : Pick Pages : Orgn : Values

"1 L" | : "
19 E 19

e Link
e Link i biew vk

PDF TEX
r 1

Frirg Target.

Sawe Pchre Ad..
E-mall Fichra...
Pt FChre...

G0 B My PrCtLres
Get s Black ground
Sei i Dreskiop Ihem..

== -]
Copy Shamout

4l hed b Fnvesites...
fstert]| (3 @ [ ™ Eeveboe | koo |eeetrg. | By propees

=

o neerrat y

HEGS A0 HIND e

TEXT

If you get the following message, you left clicked on the text icon #
need to right click to get the Save Target As... option.

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet Files\OLK1E7\EPrint User Guide.doc
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Microsoft Internet Explorer il

<2 Warning: Continuing this download wil display this report in wour browser. Depending on
\'f) the size of the report it may cause your browser to become Unstable, If you would lke to
download this report directly to your hard drive, cancel this action, right click on the text

icon, and choose Save Target As...

Ok | Cancel |

10.  Save the file to the correct path. The file will be saved with a .txt extension.
savens el

Save in: IIB My Documents j (e 5 e

.hl
i

IIDFE

| Miscellanents
My eBooks
My Music
{Zmy Pichres
\Personal
Desktop |2 Training related
[Z] FWRINST. txt
18 My Computer

File: name: [FwrRODAD 0 Save

Lel Ll

Save as type; ITe)d Daocument Cancel

11. Click Close once the file has been downloaded

Il

Download Complete

Saved:
FWRODAD. tet from kil-ept-1.ucis.dal.ca

Dowynloaded: 2,62 KB in 1 sec
Download to: ChDocuments and Setting. . \PWRODAD, txt
Transfer rate: 2.62 KB/Sec

[~ Close this dialog boxwhen download completes

Open Open Folder | Close I

12.  Open Excel

13.  Open the file you just saved. Remember to change the Files of type to All
Files (*.*), otherwise you will not see files with the .txt extension.

14.  The text import wizard will appear. 1t will be set for “Fixed width”.
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Microsoft Excel - Book1

DEiIe Edit Wiew Insert Format Tool .
Text Import Wizard - Step 1 of 3

5/18/2007

=10l x|

2(x] =15 x|

IBEHS8RY|LBR < 8| aA- 7
A ﬂ - | The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Next, or choose the data type that best describes your dats. —_—
A | B | C K | L %

riginal data typ

 Delimited
® Fied width

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field,
- Fields are aligned in columns with spaces between each field,

Start import at row:

Preview of file C:\Docurnents and SettingsiIre70030%, . \FWRODAD, tt,

1 5‘ File origin: ~ |Windows (NS -

[1[F1-JAN-2005 18:01:02 Dalhousie Uni =

[2 FISCAL YEAR OS5 Organization Detg

[3 | From 01-JiN-2005 Tg

4 |

=1

g b, hdming SAMED Dean. Faculty of Medicine vI

« o]
Cancel | = Bark | MNext = I Einish |

] 553l Sl el S M

[l [M]\Sheet1 /Shestz /Sheeta /
eady

15.
16.
excel.

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet Files\OLK1E7\EPrint User Guide.doc
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I N[ 4

Click Finish. The information in the report will automatically populate excel.
You can now save the file with an .xlIs extension and use the information in
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Is there any help on-line?

Yes. At the top of the screen, you will see Help on the Repository List.

€

L —
Print About e~Print | FAQ Help | Logout

Report Detail: FWRODPI anner Finan { DALHOUSIE
3 UNIVERSITY
Inspiring Minds

» Click on “Help on the Repository List.”
» A second window will open up with three types of help
0 Help Contents

3 http: / /kil-ept-1.ucis.dal _ O] x

PR Help Contents
Print

Help Index | Using Help

Introduction to e~Print (System Overview)

What You'll Need to Get Started
Logding Into e~Print
Selecting a Report:
Overview
Using the Repository List
Using the Report List
Using a Page Key
Using the Navigation Bar —
Viewing and Printing a Report
oo [0 [T (@ reemer

0 Help Index

hhttp:/ /kil-ept-1.ucis, t Help Inde _[o] x|

RSN Help Index
Print

Help Contents | Using Help

KR

ABCDEFGHIJK

A
Adobe® Reader:
Documentation for
Downloading
Running in stand-alone mode
Tips for using
Using bookmarks in
Viewing and printing a report with
Top

I
=
[Z:
(o]
o
o
el
[42]
e
c
<
=
>
=<
N

Backtracking among report selection pages
Blank PDF document. how to remedv =l
3| [T e mterret 4

C:\Documents and Settings\nielsens\Local Settings\Temporary Internet Files\OLK1E7\EPrint User Guide.doc
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0 Using Help
| i i 1o

-

Help Contents | Help Index

Help is never more than a click or two away. Each e~Print page includes a link to a web
page, like this one, that will help you use that specific part of the system. And each of these
"context-sensitive” help pages includes links to the table of contents and an alphabetized
index of all the help topics, in case you need additional information. (See the links labeled
Help Contents and Help Index just beneath the title bar above.)

In addition to page-level help, overviews and background information are provided to help
paint the big picture. And related topics are referenced on each page, where applicable.

NOTE: To properly display and print the help pages, you may need to
upgrade your Internet browser. Specifically, you need a browser that can
interpret style sheets. You should be using Microsoft® Internet Explorer
4.0 (or higher) or Netscape® Communicator 4.0 (or higher). (Moreover,
since e~Print has not been tested extensively on older browsers, it is
strongly recommended that you use the latest released version of one of
these browsers.) To download new browser software, click on the links
above and follow the online instructions.

@] [0 [ [ [ e tnterret

i |

Depending on the screen you are on when you click on Help, the help file that opens will
explain the screen you are on.

= Using the Repository List
| Print

Help Contents | Help Index | Using Help -

The repository list is the highest level report selection screen in e~Print. It displays all of the -
reports to which you have access in the selected repository. (When you log into the system,
you select a repository from a drop-down list. When you press the Enter button on the Login
page, the repository list appears.) |

For each report type, the repository list includes the report name, description and the latest
E| date and time that type of report was run. Depending on your requirements, you can take one
of the following actions:

-

To retrieve a specific report in PDF:

poF |f your repository list display is more than one screen, you may jump to a specfic report.
ff * Fromthe dropdown list of reports that you can view, select the specific report that you
want to view. This report will be displayed at the top of the screen and the repository list will
continue from that point.

To view or print the most recent version of a particular report type, simply click the "View
POF" iron tn the laft of the rennrt name (As stated ahove the date and time of the last rin
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P‘DF TE"T = FWRUNST  Unit Status Report (RES) Fri Feb 18, 2005 3:16pm | |
P‘DF TE"T = PWRHFRB  Payroll Hours & Fringe Benefits Fri Feb 18, 2005 3:37pm -l
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How do I logout of e~Print?
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> Click the Logout link in the top, right-hand corner of any page.
» Log out if your browser will remain open.

» Automatically logout when you close the browser.
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