PRINT REPORTS








The following are procedures for printing reports.  Reports are printed after a posting or upon request of supervisor.





	Click on the SABERS OK5 icon.  Login with appropriate passwords to enter the Sabers Main Menu.





	Choose option Print.  





The print numbers should have been written down when the FTP procedures were performed for downloading the Daily Reports (SOP 2).  If not, the print numbers can be found in the c:/postings/(julian) on the control clerks PC. 





Type jack in the printer id block. 





 Tab.  





Type all print numbers required.  





Click on the commit button.





Exit Print screen.





�



WHERE DO THE REPORTS GO?	








DCN UPDATE - BECKY (print daily)


304 - STATUS ALL BASKET (print daily)


STATUS ALL - STATUS ALL BASKET (print daily)


FIN PLAN PT 1 - OFFICE COPY (print daily)


                              BUDGET OFFICER (print daily)


                              COMPTROLLER (print daily)


                               USPFO (PRINT DAILY - DELIVER BY 0745)





ALL EOM REPORTS ARE RESEARCHED BY ALL CLERKS.  LOIS NEEDS A COPY OF THE 218 TO BLANCE DISBURSEMENTS.  TRAVEL SUPERVISOR NEEDS A COPY OF THE TRANSACTION COUNT.  TRAVEL ADVANCE CLERK NEEDS COPY OF THE 0930 REPORTS.





TRANSACTIN REGITERS, RESERVATION MASTER LISTINGS AND UNLIQUIDATEDS ARE BROKEOUT BY PROGRAM MANGER CODES AND FORWARDED AT COMPLETION OF EOM REPORTS.


