BATCH PRINTING OF NPAs (50s)

“Quick Reference” Sheet

TO…


DO THIS…

Batch Print NPAs


· From the HR Navigation List, click “Processes & Reports/Submit Processes & Reports”
· Place cursor into the “Name” data field; click LOV icon

· Select “Batch Print Notification of Personnel Action” and Click “OK”

· Enter desired date in “From Effective Date” data field

· Enter desired date in “To Effective Date” data field

· In the data field, “Reprint Printed 50s” change NO to YES
(manually or using LOV)

· Select desired printing format for “Front Page” (manually or using LOV)

· Select desired printing format for “Back Page” (manually or using LOV) Click “OK”

· Place cursor into the “Printer” data field; click LOV icon

· Select desired printer

· Click “Submit”

