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ScreenCam Script Outline:  PRINTING WITH GHOSTVIEW

Objective and audience
This movie shows how to print an RPA using Ghostview.

This is for modern DCPDS end users (managers, admin officers, secretaries, etc.) who initiate or review RPAs and who want to print a hard copy.

It covers:

· How to start the print job from the RPA (also mentions other alternatives for printing NPAs and RPAs).

· Accessing the View My Requests window.

· Displaying the RPA on the screen using Ghostview.

· Printing the RPA from Ghostview.

· Exiting from Ghostview (caution).

Prerequisites (other “How-To” movies or comparable sections of the Desk Guide):  

· Initiating an RPA

· Gatekeeper

Setup
Setup requirements:

· A modern DCPDS manager account (GOMER.PYLE/MGR) (make sure that the Ghostview window is not full screen).

Begin recording with an already-saved Recruit-Fill RPA displayed (with the RPA number, for more info and requesting names, and requested effective date). 

SCRIPT

Initiating the Printing process

Action
*Script

(intro)
This movie shows you how to print an RPA from within modern DCDPS, using an application called “Ghostview.”  We’re going to start with the RPA that we want to print displayed on our screen.    

Point to RPA number
This RPA has already been saved to my inbox.  I can tell because the RPA number is showing.  

· If you are going to print a hard copy of an RPA, you should save it first so that you have a record of the system-assigned RPA number.

· If you are following the normal process, you would have initiated the RPA, saved it to your inbox, initiated the Gatekeeper Checklist for the RPA, then retrieved the RPA from your inbox.  This process is described in more detail in the “Gatekeeper” movie.

· At this point, then, you are ready to route the RPA to the next reviewer.  

Point to Printer icon, then click it.
To begin the printing process before you route it, click the Printer icon on the toolbar.

Point to “Request for Personnel Action” and then the grayed out “Notification of Personnel Action.”
The Printing window displays.  Notice that the Reqst for Pres Action is selected by default and the Notification of Pers Action is grayed out.  

· The NPA (or SF50) will not be available for printing until (1) the action has actually been processed at the CPOC, and (2) the effective date of the action has arrived.

· Once those two conditions are met, you could retrieve this RPA from your inbox and print the NPA using this same process.  There are other ways of doing this, however, which are covered in detail in the Modern DCPDS Desk Guide, for instance:

· You can print an RPA or an NPA, or a group of NPAs (using a process called “batch print”) using the “processes and reports” selection from the Navigator.  See the “Retrieving Information” chapter of the Desk Guide for instructions. 

· You can also print NPAs from the SF50 History Database which is a separate database of SF50s accessible from ART.

Click on Printer name, then click the LOV.
If you don’t have a printer showing, you need to select one from the LOV.



Select 0default.prn from the LOV.
For users outside of the CPOC, you normally want to select a non-existent printer, what I call a “dummy” printer.  This is normally the first one listed.  Since you are printing to a “dummy” printer, you have to go through some extra steps to actually get the hard copy.

Click the <OK> button.
Click the <OK> button to begin the print process.  

Point to “Request ID”.
If you are setting up a bunch of print jobs, you might want to take note of the request ID which will distinguish this job from others.  

Help – View My Requests
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Script

Click the Help menu, then click View My Requests.
To continue with the print process, you need to display the Requests window.  This is accessed via the Help menu.

· You can actually access this window any time while using modern DCPDS.  You don’t need to have the RPA open (you could have already routed it to the next reviewer).

· Your print jobs are available through the Requests window for several days.

Point to the top data line.
Your most recent report request is always shown at the top of this list, so the RPA that I just requested is the top one.

Point to Status column (“warning”).
You get a warning message because you are using a dummy printer.  This does not hurt anything, it just means that modenr DCPDS could not find the selected printer.  You will still be able to print your RPA.

Point to the Phase column; if necessary, push [F8] to refresh until completed.
The Phase has to be “completed” before you can proceed.  If not, use the Refresh button [F8] on your keyboard until the status reads completed. 

Click the <Report> button.
To actually display the RPA (once processing has completed), click the <Report> button.  This will display the RPA on your screen using “Ghostview”.

Displaying the RPA on screen
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(explain while Ghostview is opening)
Ghostview is a separate application used in conjunction with modern DCPDS to display and print “post script” files.  It opens automatically when you click the <Report> button.

Point to scroll bars
Use the scroll bars if you want to display other parts of the RPA that are not on the screen.

Point to “page 1 of 2” at top
If your print job was more than one page it would tell you that here. 

Click the View menu, and click Next Page.
Use the view menu to display other pages.  

· By the way, if you had used the Notepad to provide other information with your RPA, it prints as a separate page with the RPA (in this case it would be page 3).

Printing the RPA
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Click on the file menu, then Print.
To actually print a hard copy, select the Print menu from the File menu.

Point to the Queue area.
Ghostview uses your locally-available printers based on your workstation’s setup.  It may be a list of your local printers or just your default printer.  If you have a choice, you can select the desired printer here (I don’t have a choice). 

Point to the “Pages” column, then the “All Pages,” “Odd Pages,” and “Even Pages” buttons
If your report has more than one page (for example if you had requested a batch print), you could print just one page, all pages, or just odd or just even pages. You can also select specific pages by holding down the <Ctrl> key on your keyboard while clicking the desired pages.

Click <OK>
Click the <OK> button to begin the printing.

Exiting from Ghostview

Action
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One word of warning about Ghostview:  When Ghostview is running, it takes control of the workstation away from Modern DCPDS.  You have to exit properly from Ghostview to return control to Modern.

Point to the printer icon in modern, then minimize Ghostview
If you click anywhere outside of the Ghostview screen (like accidentally clicking the printer icon in modern), or if you just minimize Ghostview without exiting, it will not return control to modern DCPDS.

Point to gray areas, and click on the <Report> button.
This makes it appear that your screen has frozen.

Point to, then click, the Ghostview task button.
There’s a simple fix, however – just restore Ghostview using the Ghostview task button at the bottom of the screen, then exit properly.

Point to the “X” button, then click File, then Exit.
To properly exit, either use the “close window” control button or select File – Exit from the Ghostview menu.

Thanks for watching!

PAGE  

1

