Using GhostView To Print RPA And NPA

	Purpose
	This guide will introduce you to GhostView and how it can be used to view and print RPA and NPA reports on local and network printers.




	Who Can Access
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 You must be in a role that allows you to print an RPA or NPA.
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	1. Printing from the Civilian Inbox
	
	

	
	Step
	Action

	
	1
	On the Navigation List (  Civilian Inbox ( Notifications Summary (   F8 (Execute Query)
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Using GhostView To Print RPA And NPA, Continued
1. Printing from the Civilian Inbox (continued)

	
	Step
	Action

	
	2
	Highlight the action you wish to see and click on the <Respond> button.  The RPA or NPA will be displayed.  Click on the Printer Icon on the Tool Bar.  The Printing Window will be displayed.

Place the cursor in the Printer field and click once.
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	3
	The Printers Window appears.  Select the b111_p0146ps printer and click the <OK> button.
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Using GhostView To Print RPA And NPA, Continued

1. Printing from the Civilian Inbox (continued)

	
	Step
	Action

	
	4
	The Printer field is supplied with the printer you selected.  Click <OK> to print.
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	5
	The Note Window appears.  Note the Request ID and click <OK>.  Now follow the instructions in Steps 5 & 6 of Module 3 to View the Request with GhostView.
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Using GhostView To Print RPA And NPA, Continued

	2. Viewing a Report
	

	Step
	Action

	1
	On the Navigation List  (  Processes and Reports  (  View Reports  (  <Open>.

	2
	The Completed Requests Window displays.  Click the Current Record Indicator to the Report you would like to view and click <Report>.[image: image7.png]_ PeduestiD Program Name Parameters Carmpletion Text
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	3
	The Ghostview document displays: [image: image8.png]R 0688099.0ut - GSview
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	4
	You can print from here as well.  Click on File ( Print on the GhostView drop down menu. (See Module 4 for details).

	5
	Click Exit when you finish your review and/or printing and go to your next action.


Using GhostView To Print RPA And NPA, Continued

	3. Using Submit Processes and Requests to Create a Report
	

	Step
	Action

	1


	On the Navigation List  (  Processes and Reports  (  Submit Processes and Requests  (  <Open>.

	2
	The Submit Request Window displays.  With your cursor in the Name data field, click the LOV and select Print Request for Personnel Action or Notification of Personnel Action.



	3
	The Parameter data field opens.  Click the LOV and select the Employee Name using the LOV or shortcut query method. The next two data fields, Front Page and Back Page, are auto populated. Click <OK>.  
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	4
	In the Print Options Region of the Submit Request Window, click in the Copies data field and override with “0.”  It is not necessary to change the other two data fields.

Click <Submit>.

	

	Continued on next page


Using GhostView To Print RPA And NPA, Continued

3. Using Submit Processes and Requests to Create a Report (continued)

	Step
	Action

	5
	Your Report displays in the Submission History Region. Click Help on the Main Menu Bar and click View My Request.  
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	The Requests Window displays and shows the Phase and Status of your Requests. With the Current Record Indicator on the Report you need, click <Report>.
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	7
	Your GhostView Window displays the Notification of Personnel Action for your review.
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