Instructions for Batch Printing Notifications of Personnel Action (NPAs)


Use this request to print multiple NPAs. To limit your request, you can select from parameters such as Employee Name, NOA Code, Personnel Office ID, Organization, From Effective Date, and To Effective Date.   NOTE:  Organization select criteria does not work at this time. 

1. Navigate to Processes and Reports, Submit Processes and Reports.    

2. The Type block in the upper left of the form defaults to Request.  

3. Place your cursor in the Name block on the form and type the word Batch and hit the tab key.  Because Batch Print Notification of Personnel Action is the only selection that begins with ‘Batch’, the system will automatically select that item and bring up the parameters screen.
CAUTION:  DO NOT PRESS THE ENTER KEY BECAUSE IT WILL START THE SYSTEM PRINTING EVERY NPA THAT IS IN THE SYSTEM.
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In the From and To Effective Date Blocks on the pop-up parameter form, type the date of the data to be processed; not the date you want the process to start.  Input the date of the beginning of the pay period into the “From Effective Date” field.  Input the date of the end of the pay period into the “To Effective Date” field.  


5. Ensure “Yes” is in the Reprint Printed SF50s field.  Since the CPOC will print NPAs prior to you printing, you must input “yes” to get all the NPAs within your parameters. Click on the OK button.

6. Print Options area:  If you wanted to select a different printer for your product to print to, select that printer from the LOV.  By leaving the check mark in the Save Ouput  field, your report will be saved for five days which means you can print or view this NPA without going through the above process again.  NOTE:  If you are interested in only viewing the NPA or printing through Ghostview, you will change the copies to 0 and remove the style and printer entries. (MANAGERS print NPAs through Ghostview only).
7. The Run Options area of the form defaults to never.  This will only be changed when setting up a recurring request such as an end-of-day process. 

8. Click the Submit button to submit this request.

9. The Submission History area at the bottom of the form will populate with information about your request.  Note the Request ID number for future reference. 
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10. To check the status of your request go to the top menu bar and select    Help, View My Requests. 
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11. You can view the NPA by placing your cursor anywhere on the line of the report listed and clicking the Report button.


14. Ghostview will launch automatically and bring your first NPA up on your screen.



15. You can view each of the NPAs in Ghostview by selecting View, Next Page.  You can print all the NPAs in Ghostview by selecting File, Print, click on the All Pages button then the OK button. 
Change this field “Yes” to print your NPAs.
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