My Reports (F14=Spoolfile Options)

The My Reports (F14=Spoolfiles if using green screen) option works similar to WP or “WRKSPLF.
However with the My Reports function, you have additional capabilities. You can take report into a
PDF document, a text document, or a word document. If you are using Microsoft Outlook, you can
also put an ‘E’ in front of the report to email it as a PDF attachment.

You can also change your printers, view, hold, release, and delete your reports as normal here.
Pending messages can also be answered here. Printer writers can be accessed from within My
Reports.

To access these report features, click on My Reports (or F14) from any menu.
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OPT Column: you may key in the option and press enter or right click and select the
appropriate option.

P=PDF: enter a ‘P’ in front of one or more reports to open them as pdfs. Or if you double click one
a report, it will take the P option automatically.

T=Txt: enter a ‘T’ in front of one or more reports to open them as txt documents.

D=Doc: enter a ‘D’ in front of one or more reports to open them as word documents.

E=Email: enter an ‘E’ in front of one or more reports to create an email with a pdf attachment.
This applies for Microsoft Outlook users.

2=Change: enter a ‘2’ next to one more reports to change some attributes of the spool file. The
change will be applied to all reports you had selected.

3=Hold: enter a ‘3’ next to a report to hold it from printing.
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4=Delete: enter a ‘4’ next to a report to delete it.

5=View: enter a ‘5’ next to a report to display it.

6=Release: enter a ‘6’ next to a report to release a held report to a printer.
7=Message: enter a ‘7’ next to a report to answer a pending message.

2=Change
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Here is an example of entering a ‘2’ in front of report. You can change the printer, number of
copies, the duplex options, tell the report to restart at a certain page, print a specific range of pages,
and/or to save the report after printing.
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5=View
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Here is an example of entering a ‘5’ in front of a report to display it. You can use the control line to
quickly navigate the report (B for bottom of the report, T for top of the report, P+1 to advance a
page at a time, P5 to go directly to page 5, etc). Use the find line to quickly locate a specific
character string (enter a character string and press F16 to find). This field is case sensitive.
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7=Message
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Here is an example of having a message waiting. The top report has a message pending.

eports Message

Load form type 'CHECKS® device P1 writer P1. (GBIHR C)
G=Form Type Loaded I=lgnore Form Type

B ox (B Cancel

H=Hold Spoolfile

Reply | Press ENTER when Done.

File TYP Dev or Que User Data Status Copy Pages Date Time
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7 | HW Claim Disbursements 071511 P Pl APDISELE *MESSAGE 1 1 07/15/11 17:15:51 -
Expense Summary by Fund July TP ARCHIVE AAZN2011 *READY 1 22 07/13/11 14:33:30
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Revenue Summary by Fund Juby TP P4 AAZD2011 *READY i i 07/13/11 14:48:33

“Solutions,” Inc © 1986-2011




Once you enter a 7 in front of the report and press enter, the message will appear waiting for your
reply. This is an example of a common message—a load forms message that appears when printing
checks. On a load forms message, your typical response is a ‘G’ meaning you have loaded the
correct form and ready to print. The next job that is a different form type—perhaps a ‘STD’
standard print job will receive the load forms message. The message will not appear again until the
form type is different. If you answer with an ‘I’ to ignore the form type, each subsequent print job
will also has to answer a message.

You may see other messages here, but the load form type is a common one.
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To Transfer a Report to Excel

If you save the report as a text file, you can import the file into Excel. On your Solutions session,
generate the report that you wish to transfer to the PC. Put the report on hold, send it to an inactive
printer, or stop the normal printer. You do not want the report to actually print.

Click on My Reports
Open the report as a .txt document by placing a ‘T’ in front of the report and press enter.
Save the report to your PC.
Open Excel.
o You will need to click on Open and then find the file on your desktop. You will need to
change the “File of Type’ to all files.
0 You do not want to simply right click on the saved file and select ‘Open With’ Excel. This
will put all of your data into a single cell.
On the Text Import Wizard step 1, you most likely will want to select Fixed Width and then
click next.
On the Text Import Wizard step 2, you can arrange where the columns will be. You can slide a
column by clicking and sliding an arrow/column indicator. You can add a column by clicking a
point. You can remove a column by double clicking on an existing column indicator. When
finished, click next.
On the Text Import Wizard step 3, specify which column data format you prefer (I generally
change mine to text). Click finish.
You may need to adjust your column widths once fully imported into Excel.
Save as an Excel spreadsheet.
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