TITLE:

Emailing Reports from Colleague Reporting Screens

MODULE:
All

PURPOSE:
Documents the procedures that are involved in emailing reports from Colleague reporting screens.

PROCEDURE:
1. Access the desired reporting screen.

2. Fill in the appropriate fields to produce your report, and Finish to the Print Spooler screen.

--------------------------------------------------------------------------------

| 03/21/03  09:33           ADD/DROP/WITHDRAWAL ROSTER                    ADRR |

|                                                                              |

| Peripheral: SETPTR.RGJ020.13903  Description: Add/Drop/Withdrawal Roster     |

| Process...: ADRR      Description: Add/Drop/Withdrawal Roster                |

|------------------------------------------------------------------------------|

|  1 * Output Device: E  Electronic Mail Delive                                |

|  2 Printer........:                                                          |

|  3 Form Name......:                                                          |

|  4 Banner.........:                                                          |

|  5 Copies.........: 1                                                        |

|  6 Defer Time.....:                                                          |

|  7 * Other Options:                                                          |

|    1: NOEJECT                                                                |

|    2: NFMT                                                                   |

|    3: NHEAD                                                                  |

|                                                                              |

|  8 Page Width.....: 132                                                      |

|  9 Page Length....: 66                                                       |

| 10 Top Margin.....: 0                                                        |

| 11 Bottom Margin..: 0                                                        |

|                                                                              |

|XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX|

3. In Field 1 on the Print Spooler screen, enter “E” for Electronic Mail Delivery.  

4. This will bring you to the MMRP screen.
5. On the MMRP screen, follow the steps outlined below and Finish out of the screen.  This will bring you back to the Print Spooler screen.  Finish out of this screen to process the report.
6. The report will be sent to the email address(es) listed on the MMRP screen.
Completing the MMRP Modify Mail Recipients screen
--------------------------------------------------------------------------------

| 03/18/03  14:57             MODIFY MAIL RECIPIENTS                      MMRP |

|                                                                              |

| Email Name..: SETPTR.CDJ  Periph Desc: Section Roster                        |

| Process Name: SROS        Step Desc..: Section Roster                        |

|------------------------------------------------------------------------------|

|                                                                              |

|  1 Email Subject...:  using                                                  |

|                                                                              |

|  2 Email Recipients:  using                                                  |

|    1:                                                                        |

|    2:                                                                        |

|    3:                                                                        |

|    4:                                                                        |

|    5:                                                                        |

|    6:                                                                        |

|    7:                                                                        |

|    8:                                                                        |

|    9:                                                                        |

|   10:                                                                        |

|                                                                              |

|                                                                              |

|XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX|
Field 1 – Email Subject:  Enter a brief subject description in this field.  The subject entered here is not what will appear in the subject line of the email.  This will appear in the upper left corner of the report.

Field 2 – Email Recipients:  Enter the email address(es) you want to send the report to.

Printing the email report

To print the report on your local printer, follow the steps shown below.

1. Open the email containing the report.

2. From the File menu, choose Save As and save the report to your computer or diskette as a text file.

3. Open the report in Word.

4. From the File menu, choose Page Setup, and change the following:

· Make the margins on all sides .5

· Change the orientation to Landscape

5. From the Edit menu, choose Select All to highlight the entire report.

6. Change the font to Courier New.

7. Change the font size to 9.
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