Printing an RPA or NPA

Printing an RPA 
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To print a hard copy of the RPA, click Action  (  Print on the Menu Bar while the RPA is displayed on your screen, or click the Print button on the Toolbar.  The Printing Window displays.  

· You have the option of printing the Request for Personnel Action (RPA) or the Notification of Personnel Action (NPA, or SF50); however, this latter option is grayed out until on or after the effective date of a finalized personnel action.  

· Most users will have a default printer associated with their user ID, which will display in the Printer data block.  

· Most users outside of CPOCs and CPACs will have a “dummy” printer identified as their default (which may be named 0default_prn, as in the illustration below).  Using this dummy printer allows you to both display the RPA on your screen, and print a hard copy.  See Accessing the requests window, page 43, for instructions.

· Click <OK> on the Printing Window to print the action.
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Accessing the requests window
When your report has processed, you will be able to view it on your screen or print it, using the Ghostview application.  To do this, click Help  ( View My Requests from the Main Menu Bar.
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Using the requests window
Your most recent request will be at the top of the list.  

· If the Status column indicates “Pending” or “Running,” use the [F8] key to refresh the screen until the status column reads “Completed.”

· Once completed, click the <Report> button to view it on screen.  
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Printing from Ghostview
When you click the <Report> button from the Requests window, the Ghostview application automatically opens and displays your report on screen.  

· Use the scroll bars to view more of the report, if desired.

· If the report is more than one page, use the View menu to access other pages.  

· To print the report, select File ( Print from the Ghostview menu:   
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The Ghostview print menu
On the Ghostview print menu, select the desired printer (from the list of your local printers in the “Queue” area), and click <OK>.  You can also select which page to print if the report is more than one page.  Illustration follows:
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