General

Print JCALS Reports to PC (not JCALS) Printer
Category:  General
Topic/Issue:  Users without access to JCALS printers must be able to save and/or print JCALS reports; such as Account Reconciliation, Master Address and Backorder by Account reports.
Resolution:  These instructions describe PC Printer Set Up and how to save or print JCALS report files.  There are actually two different methods you can use.
Method 1:

Setup (You only do this one time.  After that all you do is Print)
· Login to JCALS, open the Electronic Office folder and double-click on JCALS Desktop icon.
· On the Windows Taskbar, right-click on the Exceed icon.
· Select Tools, Toolbar, Show
· From the Exceed Toolbar (now on your desktop), move the mouse pointer over the icon that has a pencil in it.  It will read Toolbar Customize.  Click on it.
· In the Customize Toolbar Available Buttons window find and click on Print Setup.  Click on the Add button between the two white windows.  Print Setup will move to the right window.  Click OK.  Customize Toolbar window will close and you will have a printer icon in your Exceed Toolbar.
· Click on the Printer icon (Print Setup).  It should display information about the printer attached to your PC.  Click OK to close.  If not, select desired LAN or PC printer.
· In the upper left corner of the Exceed Toolbar, click on the (-) to close the Exceed toolbar.
Print
· Click on Save (The PRINT buttons on JCALS Report windows will only print the report to a JCALS printer)
· Select Filing
· Type in a name for the report using the .txt extension.
· From the JCALS Desktop, click on the Filing Service icon.
· Locate the report (paper stack icon) and double-click to view the report.
· From the Menu Bar select Edit, then Select All.  This highlights all the text for the report.
· From the Windows Taskbar, right-click on the Exceed icon.
· Select Edit, Copy X Selection, To Printer to print the report.  Your report should print to your PC printer.
· To save the Report text to a file, open Notepad or MS Word, and select Edit, Paste.  The text of the JCALS report should be in view.  Select File, Save and enter a filename for the report.
·  Close out Text Editor, then Filing Service.
NOTE: The columns probably won't be lined up correctly, but at least you can print the reports to your own printer.
 

Method 2:

· From the JCALS Session Manager window, click the plus (+) sign on Tools

· Click on the Utility tools

· Double click on the Server Directory Viewer icon (looks like a two-drawer file cabinet).

· The Server Directory Viewer will open, find the file you want to move and highlight it.

· Click on the Export icon.  It looks like a piece of paper with a red arrow pointing up and to the right.  (You can also reach this point via the menu, File, Export to PC).

· On the Export to PC screen, select where you want to put the file and click Save.

NOTE:  You can also do the reverse by moving files from the PC to the Unix Server.

