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OVERVIEW: Sending reports to the Printer can be a challenge at times. This document provides some tips in
navigating the Reports/ Printers function in Colleague. More complete documentation and training, including

screen shots and examples are available on Datatel E-Learning, Module 2.

Understanding Printers and Codes

The names given to CCAC Network Printers are "smart-coded"” to make it
easier for you to remember:

als212a
The first two letters signify your location

als212a
The next group signifies the building/ room number

als212a
The next letter signifies which printer; a building/room may be equipped with
printers a,b,c

Colleague printers:

als212al

In Colleague, printer names have one more set of letter(s):
| - landscape

p - portrait

Ib - label

po - purchase order

st - statement

How to Print a Report

On the second report screen, select P — Printer Spooler after Output Device.
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The next field prompts you for a printer name. Enter the appropriate code as described above. Entering
“als212al” will tell the system to print to the Allegheny Campus, Student Service Center Room 212,

Printer A, Landscape format.

If you do not know the correct code, type your location code followed by ... (al...) or the location code
and building letter (als...) to narrow down to the building, or the location code, building letter and floor
number (als2...) to narrow down the search even further. A listing of printers that match your entry will

appear in the resolution screen. Choose the correct printer.
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Note that Remote Printing is possible anywhere in the CCAC system, so if you need to print down the
hall, down the street, or to another Campus/ Center, you just need to ask or search for the other
location’s printer code and you can print any report to that location.

How to Email a Report
On the second report screen, select E- Electronic Mail Delivery after Output Device.

A screen will appear that prompts you to type Email Subject and Email Recipients. Type the subject
that you wish to appear for the emailed report. Type the email addresses of the person (people) to whom
you wish to email the report. Save and proceed as usual.

The report will be emailed to the person as plain text; it will not be formatted very nicely, but will
provide the actual content of the report.

NOTE: Keep in mind that email is NOT a secure vehicle of transmission. Refrain from sending
sensitive, confidential information (salaries, student ID’s, etc) via email. Requestors should be referred
to CCAC Central whenever possible to retrieve sensitive information.

How to Use the Report Browser
This is HIGHLY RECOMMENDED for new users.

The Hold method is useful to view the report before it is printed. You should also use this method to
troubleshoot when you do not get any output.

On the second report screen, select H - Hold/Browse File Output after Output Device. After you save
from this screen and the last screen, the Report Browser will appear, which shows you on the screen
how your report will look. Notice that there are scroll bars on the left side of the screen which should be
used to view the complete page view.

Use the buttons in the top left corner of the report browser to navigate through the report. You can use
these buttons to navigate: Exit Browser, Import Report, Page Down, Page Up, First Page, Last Page,
Local Printer, Remote Printer. In the middle of these buttons, you can see Page # of #, so you can
navigate the report more easily. Verify that the output is what you want BEFORE you send it to the
printer.

Local vs. Remote Printing

If you click on Local Printing, the report will print to any printer that is set up in Windows on your PC.
A print dialog box will appear (much the same as when you print in Word/ Excel), which will give you
the opportunity to select a printer. Use local printing for simple reports. If your report is very large,
you should use Remote Printing, since you will need more PC resources to print a large report. This will
also save performance on your own PC.

To use Remote Printing, click on the remote print button. This will return you to screen 2 in Colleague.
At this point, type P — Print Spooler after Output Device. Then type the remote printer name in the
second field. Save as usual.
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Importing a Report to your PC

You can import any report from the Report Browser to a text file. Remember that formatting a text file
in Word is possible, but requires time and effort to make it look better.

To import a report, click the import button on the top left corner of the Report Browser. A dialog box
will appear that gives you the opportunity to set the path and name of the file.

Troubleshooting

Nothing prints? Before you conclude that there is something wrong with your printer, try running the
report again. On the first screen, recheck the fields that you specified as criteria for selecting records to
appear on the report. If you enter too many criteria or mutually exclusive values, no records will be
found. When no data matches the criteria you entered, you will be returned to the main menu after you
run the report. Remember to keep your field values as simple as possible to retrieve just the records that
you want to see.

Got too many records? If the gray screen or the report browser shows 1000’s of records or 100°s of
pages, you did not narrow down your selection criteria sufficiently. On the first screen, recheck the
fields you specified and narrow down your search accordingly.

Need to cancel your print job? Some of the printer models will allow you to cancel jobs at the printer.
Try pressing Cancel on the printer. If this does not work and you cannot cancel a Datatel Remote print
job, printing is controlled by the Colleague print servers. If you need to cancel a job, call the Helpdesk
to make this request.

You should NEVER use control/alt/delete to end task for Datatel printing or processes. Although it will
appear that you have cancelled the job, the job will continue to process at the server or printer level.
When in doubt, call the Helpdesk to report your problem and request that a job be cancelled.

PrintScreen Options

Printscreen is recommended ONLY when you wish to view a screen dump only for troubleshooting
purposes. Whenever possible, you should use the Datatel reports to print Colleague data; reports are
designed to provide more complete information on a page in more readable fashion.

_ 10 All employee_PC’s include an mstgllatlon of Printscreen 2_000. (This is
not available in classrooms.) To view or change your settings, choose

il Ip &b X X
Hies Heb fhodt Start/ Programs/ Printscreen 2000/ Printscreen 2000 v8.0.

¢ Enabl= " Dizable

[# Enable Print Screen Make sure that the Enable button is selected, and that the Enable Print

FE R Screen is checked. (Do not check “Save Image File”, unless you wish to
W Savelmage File create an electronic image of the file whenever you print.) If you use the
[~ Inwert Colars “Stretch to Full Page” option, you will lose the date/ name stamp option
[~ Stretch to Full Page described below.

LR Printscreen will be set up to work with your default Windows printer.

_SaveSetings | piy To change this setting, click on Printer Setup.
Select Area | Setup
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To configure your user options, click on Files, Configure User Options.
First, select information to print at the

top of each print screen: I configure User Dptions el
System Date and Time: will date- Select infarmation ta print at the top of the page

stamp all your screen prints. 7 System Date and Time Ll
User Name: check and type your W Uszer Mame [Enter Llzer Hame or other text below] Cancel |
name in the space provided; your [Diane Jacabs

name will print at the top of all your

screen prints. |

] [T Always display Select Area button Add Printzcreen 2000 to the StartUp Folder
Startup' If yOU Wal:'lt Printscreen to [~ Save Dos Screens to appended | txt file R Pi 000§ he StartUo Fold
always be aCtIVG, C||Ck on “Add emove FPrntzcreen 1om the startUp Folder
Printscreen 2000 to the StartUp B Sgreen to Frinter Spaingd o | e ot _ I_
s ue bo vanshons in hardware and sofbware tolerances, the default screen to prnter scaling may
Folder. Ifitisin Startup! then you require adjustment in order to match a full screen print to the full page width. ‘when a full screen
0n|y need to press the PrintScrn key prirnk is generated uzing the Print Scm key, the printout should be centered in the page with a ¥4
on the keyboard to print a screen. If e on sseh s, (ot mode)
: . Y'ou can change the default scaling factor below to increase or decrease the size of the printed
yOU choose NOT to have Printscreen image. Ewxample: If the print image iz getting "'cut off'' on both sides, a selection of Y5% = a 25%
activated at StartUp, then you will reduction fram the default. If the image is too small, producing margins wider than %", a selection
. . . of 125% = a 25% larger image, etc.
click Start/ Printscreen Now!, or Print

Active Window Now! in order to print e 100 B

a screen from your desktop.

When you’re done, click on Save Settings. Important: if you have opened the Printscreen program, you
must minimize (rather than close) the program to keep it active on your PC. A printer icon will appear

in your System Tray (bottom right hand side of your status bar). You can right-click on this icon to see
available functions.

Printscreen Help (Click on Help to see more information)

To print the full screen, click PrintScrn key or Ctrl+Alt+P.

To print just the active window, click Alt+PrintScrn, or Ctrl+Alt+A.

To print a specific portion of the screen, click on the Select Area button.
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