Job Aid — CS Printing Individual Applications
University of
Northernlowa

CS — Printing Individual Applications

Purpose: After an application record is created for an individual, you may print the individual's
application. The following instructions detail how to print an individual application.

Step Action

1. Navigate to the Print Applications page. Select Main Menu > UNI Custom >
Admissions > Online Application Processing > Print Applications

Result: The Print Applications page displays.

Favu:;rites I"'la'n‘h'henu » UMI Customn > Admissions > Online application Processing » Print Applications

Application/lnguiry Print

Erter any information you have and click Search. Leave fislde blank for & gt of & values,

Add a New Yalue

Maximum number of rows to return (up to 300 300

Search by: Run Control IDbegins with |
D Case Sensitive

Search  Advanced Search

2. Enter your initials in the Run Control field. Click the Search button.

Result: The Application/Inquiry Print Selection page displays.

Favg;ites Main‘r_ﬂenu » UMI Cuskom > Admissions > Online Application Processing > Print Applications

ApplicationAncuiry Print Application Print Log Incjuity Prirt Log

Run Control ID: jt Feport Manager  Process Monitor Fun

Applicationfinguiry Print Selection

Selection Options

*Institution UMICS Q) University of Morthern lowes

*Online Type [ &pplication v]
*Application Print Options | Student v

*feademnic Career | Undergraduste R4 |

i &=, E [ »
Student Selection Customize | Find | 2| £3 1011 |
Student 10

1 477869 @ Olivia Gard =
allaTreTe Ll Wllem ral =1

Date Created: 8/24/2010 Page 1



Job Aid — CS Printing Individual Applications @
University of

Step Action
3. Select the following values:
e Institution: UNICS
e Online Type: Application
e Application Print Options: Student
e Academic Career: Undergraduate
4, Enter the Student ID(s) for the applications you wish to print.
5. Click the Run button.
Result: The Process Scheduler Request page displays.
Process Scheduler Reqguest
User ID: thersan Fun Control g
i
Server Hame: PEUNX ¥ | Run Date: 081 92M0 il
Recurrence: | Run Time: 1.35.35PM Reset to Current DuatesTime
Time Zone: Q,
Process List
CIBER ApplicantzProspeact Prt CIE_APPL_PRT ¥ML Puhhs;mer _'-N!h | [lm-aud o Dcstritu.m
Ok Cancel
6. Click the OK button.

Result: The Process List displays.

Process List  [E=CRGR

View Process Request For

User ID; thorson Q Type: v [Last v 10 [Days v| Refresh
Server: | | Hame: Q, Instance:| 0|

Run . | Distribution| | [“]save On Refresh

Status: Status: :

Process List Customize | Find | @8 CFFrTIL
3667 ¥ML Publisher CIB_APPL_PRT thorson OBAS200 814:53AMCDT  Success  Posted  Debsds
3643 SR Report ADAPPDEL  thorson OBAB20M0 221:50PMCDT  Success  Posted  Debeis
3841 S0R Report ADAPPDEL thorgon DEAS20M10 1:5228PM CDT Success Posted Detais
3478 SOR Report ADAPPDEL thorgan DEA 32010 3 2843PM CDT Success Posted Detals
3477 HML Publisher CIB_APPL_PRT thorson OBA3/2010 217-56PMCDT  Success  Posted  Detais
3423 SR Report ADAPPDEL  thorson OBA22010 217-14PMCDT  Success  Posted  Detais
3422 SOR Report ADAPPDEL thorgan OEA 272010 1:45:16PM CDT Success Posted Detals
3418 SOR Report ADAPPDEL thorson OEM 272010 103 36PM CDT Success Posted Detals

Go back 1o Apphcationinmiry Prind

& Save =] Hotity
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Step Action
7. Click the Refresh button in the upper right of the page unit the Run Status displays
“Success” and the Distribution Status displays “Posted”.
Click the Go back to Application/Inquiry Print link at the bottom of the page.
Click the Report Manger link.
Applicationancuiry Print Application Print Log Irmcguiry Print Log
Run Control ID: jt ru:u:ess Monitor Run
ApplicationfiInquiry Print Selection
Selection Options
*Institution UMICS 3 University of Marthern lowa
*Online Type | Application w |
*application Print Options | Studert v |
*Academic Career | Undlergraduate v |
10. Select the Administration tab.
Result: PDF files for each of the applications you requested display.
List Explorer Admiristration Archives
View Reports For )
User iD: thorzon | Type: | | Lo » 1 Days A4 Beiresh
Status: * | Folder: | Instance: to: .
Report List Customize | Find | & E ¥ 13003 H
. Eepod Pros Feguest
Salect | e Descricticn Dafamme Fotmal Swus Delails
338 3/ET  UM_APPL_PRT - UM_APPL_PRT pedf gﬁ’;gﬂg ?‘;ﬂ";’]‘“ Posted  Detais
3293 3643 Apphcation Delets Process gﬁgﬁg;‘" :’_“';;?]” Posted  Detsis
3291 3| Appication Delste Process ?ﬁgsg:ﬂ” ::’3;:”]9“ Pocted  Detas
¥ Zelect Al Deselect Al
Dileder | Click fhe delefa bution to dedste the ssleciad reportis)
Go back 1o Spplicationtnaury Prind
I Save
11. Select each file to open. Print the file.
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