Instructions for Printing a Single Notification of Personnel Action (NPA)


The Notification of Personnel Action report will print a select NPA on an individual in the database.  If you want to print all NPAs on a person, use the Batch Print Notification of Personnel Action request instead.  

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 “Notification of Personnel Action” and hit the tab key.
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 The system will automatically select that item and bring up the parameters screen.
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5. When the Parameters window appears, type as much of the employee’s name as you know and hit the TAB key or hit ENTER.  A window will appear that lists your selection.  Select the NPA you want printed from the pick list presented.
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6. Once you have selected the employee’s NPA you want printed, the Parameters window reappears.  Note that the default selection for printing the front and back page of the NPA are yes and no respectively.  Once you have completed the parameter window options, click on the ok button.
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Note the default settings of the form once you have selected the NPA you want printed:

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).


8. 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.


9. 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. 


10. Click the Submit button to submit this request.


11. 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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12. To check the status of your request go to the top menu bar and select    Help, View My Requests.



13. 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 NPA up on your screen.



15. You can print the NPA in Ghostview by selecting File and Print.
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