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NAME OF PROCESS 

Use Case / Objectives 
 
On occasion you may run a report, and it is in your spool file but is not printing. This article 
will walk you through how to designate a printer to output your report. 
 
Configuration, Training, and Reporting 

This document assumes you know how to perform basic Search functionality to find 
information in the system (i.e., F4 search). The steps for this are not included within this 
document.  

Field definitions for applicable tasks are available in the Reference Glossary. To view 
these definitions either click on the screen name in the task or scroll to the end of the 
documentation to view the Glossary.  
 
Menu options to access:  
Main Operations > Any report menu > Spool file 
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Process Steps 
If you are printing a report from the green screen and it does not print to your printer, the 
report may not have a designated printer.  To change the report to a designated printer, you 
will need to do the following: 

1. For this example, we will be printing the Equipment Revenue report from the Sales 
Analysis menu.  From the Main Operations menu, in the Option or command field, 
type 6 for the Sales Analysis menu and press Enter. 

2. Type 48 for the Equipment Revenue report and press Enter. 
3. Type in the parameters for the report on the Equipment Revenue Report screen, then 

press Enter to continue. 

 

 

 

 

 

4. On the Submit Job popup screen, we changed the Omit/Include field to O and deleted 
any Locations that were listed in the field.   

 

 

 

 

 

5. Press Enter to print the report. 
6. The report processes and you are redirected back to the Sales Analysis menu. 
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7. The report did not print to the designated printer ARAPRT01. 
8. To view the spool file, type WO in the Option or command field and press Enter. 

 

 

 

 

 

 

 

 

9. The Work with All Spooled Files screens, and the report you just tried to print 
displays in the table.   

10. In the Sts (Status) column and verify whether the report is in a *HLD (hold) status  or 
*RLS (release) status. 

 

 

 

 

 

11. Since this report is in a *HLD status, it will not print until it is released.  NOTE: We 
perform this in a later step. 

12. To check the printer assignment for the report, type 2 in the Opt column next to the 
report and press Enter. 

 

 

 

 

 

13. The Change Spooled File Attributes screen opens for the selected file; however, you 
will not be editing any of the fields on the first page (screenshot below).  
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14. Press the Page Down key on your keyboard or scroll down with your mouse to advance 
to the next page. 

15. On the next screen, you will update the information in the Output Queue and Library 
fields. 

 

 

 

 

 

16. For the Output queue field, type in the designated printer for output.  
17. Delete any value in the Library field.  
18. Press Enter. 

 

 

 

 

19. The screen will refresh and the value *LIBL auto-fills in the Library field.  

 

 

 

 

20. Press Enter again. 
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21. The screen will redirect back to the Work with All Spooled Files screen, and the 
report will print to your designated printer once redirected. 

 

 

 

 

 

 

22. If the report does not print, it may still be in a held status, so you need to release the 
report. 

 

 

 

 

 

23. Type 6 in the Opt column beside the report to release it and then press Enter. 

 

24. The Sts (Status)column will change from *HLD to *RLS. 
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25. The report will print to the designated printer. You can press F5 key to refresh the 
screen and your spool file list will be empty. 
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