MSU BASIC Te~PRINT GUIDE

This guide provides instruction for the basics p/us additional e~print features used in viewing
your FRS financial reports on the web. Please refer to the MSU Basic e~Print Guide for the
“bare bones” version of using e~Print

MSU e~Print assistance, user guides and system access:

http://www.murraystate.edu/administration/index.htm

1. Log on using the e~Print Login screen:
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P r\ 'i n t About e~Print Help on Logging In | Logout Ezray

User ID: IEIEEH
Password: I‘*‘“""*“"""‘

Repository: |LMS -LOAMN MAMNAGEMEMNT

[

L
FIt -
FIM - ACCOUNTIMG

FIM - bASU FOURNDATION

FIN - PRIOR MOMTHS & YEARS
LMS - PRIOR MONTHS & YEARS

User ID = FRS Operator Number (the 4-digit number used to access
FRS Screens)

Password = Password used in conjunction with this Operator
Number

Repository = FIN — MSU (All Murray State University Users)

Repository = FIN - ACCOUNTING (Accounting Department Only)

Repository = FIN — MSU FOUNDATION (Murray State University Foundation Users Only)
Repository = FIN — PRIOR MONTHS & YEARS (All Murray State University Users)
Repository = LMS — LOAN MANAGEMENT (Accounting Department Only)

Repository = LMS — PRIOR MONTHS & YEARS (Accounting Department Only)

2. System on-line help

Each system page has on-line help. There is a link just below the title bar on each
e~Print page. This link will open a context-sensitive topic with information on that
particular part of the system.
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Help on the Repository List | Logautr  MURRAY STATE UNIVERSTTY

3. Once you log in, the FRS repository page will display. This page lists the different
reports you have access to view. The “Latest Date” indicates the last time the
report was run.

e Select Report from Repository FIN - MISU
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FIN - M5U
Report Description Latest Date

F‘DFTE“ = MsUC47-A4  Roll Up - Aldit Trail (Ledger £ & 3) TAu May 09, 2002 S:49pm
F‘DFTE“ = MSUC47-2R  Roll Up - Responsibility Report: (Ledger 2 &73) F+i M3y 10, 2002 2:39am
F‘DFTE“ =~ msuca7p Roll Up - ALdit Trail (Ledger £) TAu May 09, 2002 5:52pm
F‘DFTE“ = MsuC47-BR  Roll Up - Responsibility Report (Ledaer 5) F-i May 10, 2002 2:40pm
F‘DFTE“ = MsuC91-y D Transaction Summary F+i May 03, 2002 12:01am
F‘DFTE”{' W= SuCoz Statemnent of Accodnts (CC = 10 - 50) TAu May 09 2012 4:37pm
F‘DFTE” = MSUFCL17C  Position by Emplovee 2eport TJe Agr 30, 2002 1:56pm

This is an example of the FIN — MSU repository, each repository could have a different
set of reports. There are seven monthly reports distributed campus-wide through
e~Print. for this user.

MSU047-A:  Roll Up Report Audit Trail (Ledger 2 & 3)
MSU047-AR: Roll Up Responsibility (Ledger 2 & 3)
MSU047-B:  Roll Up Report Audit Trail (Ledger5)
MSU047-BR: Roll Up Responsibility (Ledger 5)
MSU091-Y:  YTD Transaction Summary

MSU092: Statement of Accounts (CC = 10— 50)
MSUPC170:  Position Control Payroll

4. Select a report and “Drill Down” to view the different versions of that report.
e Select the “Drill Down” icon F"



5. The report detail page will appear, listing all existing versions of the report selected.
The most recent report is always at the top of the list.

Report Detail: MSUD92 T Murray

-
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FIN - MSU : MSUDD2

Title Date

P‘DF TE’" / . |REPORT OF TRANSACTIONS FOR 04730402 Thu May 09, 2002 4:37nm

6. Select the Magnifying Glass Icon to limit the report search to specific six digit
accounts.
-
7. The Pick Pages Screen will appear.
This screen allows you to limit you report search to specific 6-digit account numbers
under your authority. e~Print uses FRS value-based security to display only those
account numbers the user is authorized to view.

Index: Account
Pick Yalues Manually Search: I

Range: | to |

8. You have 3 options in limiting which account numbers you wish to view.

e Pick Pages Manually:
Provides a list of six digit accounts within your access, giving you the ability to
click beside the accounts you wish to choose. Once all accounts are selected click
the “Get the Report” icon.
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Choose Account
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FIM - MSU : MSUD92 : Pick Pages : Account
W 2-84070 [C z-54400 [C 252470 [ 284612
M 254032 M z-644:0 M 2-6<5L0 M 264620
[C 2-54023 IC z-54420 M 2-626L5 [C 2-54630
M 2-64110 M z-64430 [T 2-6<60h [T 2-64640
M 2-54210 [C z-54440 [C 2-526L7 [C 2-54650
M 264220 [T =-64450 [T 2-6<ACA [T 2-64700
M 2-64230 [T z-64460 [C 2-56C9 [ 264720
| 60 Next
/ Get the Report é
e Search:
Key a single six-digit account for report retrieval. The account number must
include the hyphen.

Example of valid entry: 2-64000

e Range: Enter a range of accounts for account retrieval.

Example of valid entry: 2-00000 to 5-00000 or

2 to 5 or
2-20000 to 2-30000

9. The Selected Account Values screen will appear.
This screen confirms the 6-digit accounts you have selected for report display.

e

Selected Account Values

P r .i n t About e~Print
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FIM - MSLE: WMISUO92 : Pick Pages : Account : Yalies

"z-6407C"

PDF TEXT
L S




10. At this point, it is helpful to note that the e~Print product contains a navigation bar.

The navigation bar provides a shortcut to a specific system page. It is more efficient to
use the navigation bar than to use the Back-Arrow button on your browser, since you can
select a particular page when using the navigation bar instead of using the browser back-
arrow to scroll back through all the pages you have visited.
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11. Select the PDF icon.

E Selected Account Values
o S—

. 3 Operazor rra
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» PDF TEXT
L 3

12. The report will appear in the Adobe Acrobat Reader.
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13. Use the Adobe Acrobat Reader’s toolbar to navigate the report.
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The most commonly used icons for viewing e~Print reports are described below:

Displays/hides the navigation pane, which lists the 6-digit

account number bookmarks.

E Increases the report display size.

| [ < r | « | Use these icons to move through the pages of the report.
0o | Increases/decreases the report display size

m Search/Search Again to find specific text in the report.
=]

Prints report pages to your laser printer. (Use with caution!
Will print the total number of pages listed on the toolbar at
the bottom of the screen.) To avoid large printing errors,
review the number of pages selected to print.

Frinter: System Printer [HP Lazer)et 2100TH)

Cancel |

Frint Fange—————————— Setup |
iR

3 | € Curent page

) " Pages
3 Fom [ 1 I 7 é
y

* Print Quality: |1EUU dpi =

I Prirk ta File
[ Shrink to Fit

Also use the toolbar located along the bottom of Acrobat Reader’s window.

wat the “Change Display Layeut” to
First, Change Display - €eniinueus for a smoother page iransition

E:;‘:““S Layout when scrolling through repori pages.
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Show Hide

Mawigation
Pane

Mext,
Last
Page



14. Returning to e~Print from the Acrobat Reader

How you return to e~Print from the Acrobat Reader will differ slighty depending on
how your Acrobat Reader is configured. (The Adobe Acrobat Reader can be
configured to view within a browser or in a standalone mode.) For more information
concerning this subject, please visit the tips and techniques section on the MSU e~Print
web page at. http://www.murraystate.edu/administration/index.htm.

Option 1 for returning to e~Print from the Acrobat Reader:
If you see the back button of your browser in the active window, then your Acrobat
Reader is configured to run within the browser and you should follow these steps.

Click the Browser Back Button.

3

In Netscape your icon may look like this: Eﬁ;
In Microsoft Explorer your icon may look like this: -

Eamh

Option 2 for returning to e~Print from the Acrobat Reader:

If you do not see the back button of your browser in the active window, then your
Acrobat Reader is configured to run in a standalone mode and you should follow
these steps.

Close the current browser window by clicking on the browser button in the top right
corner of the screen.

Acrobat Reader - [¥1C7B616.pdi] HEE
@ File  Edit Document Wiew ‘Window Help &=

MO es B[R T v «» DO S &

15. Logging out of e~Print.

Click on “Logout” which is located at the top of each e~Print system page.

e telected Account ¥ alues i Murraj?'

Ahoute~-Print He poan Uzing the Walidstior Pagz |Logout  MUMBAY STATE L

You can also logout of the system by closing your browser.

TROUBLE-SHOOTING



Remember....for the e~Print system you need:

Current Web Browser: Version 4.0 or higher of Netscape Communicator or
Microsoft Internet Explorer (NOTE: Netscape ® Communicator version 6.0 is
not recommended at this time)

Acrobat Reader: Version 4.0 or higher

Additional technical information is available on the MSU e~Print Web Page located at:

http://www.murraystate.edu/administration/index.htm

Contact the Accounting Department’s e~Print system administrator at Extension 4489 for
questions related to:

e system login
e 6-digit account access

Contact Information Systems’ Helpdesk at 2346 for questions related to:

upgrading software (browser or Acrobat Reader)
printing and software difficulties

insufficient display area

using Adobe Acrobat icons
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