Printing From Home in Datatel
Using VPN
This documentation shows how to print regular and custom Datatel reports from home.  Steps 1-3 are for printing regular Datatel reports.  Steps 4-5 are for printing custom Datatel reports. 
Regular Datatel Reports

Step1.   When you get to the Output Device Screen change the P to an H.  

See figure 1.
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Figure 1

· Then F10 through this screen and the next screen.

· After processing is done, hit ENTER.  It will say “Now BROWSE the HOLD files”
Step 2.  Click on the Icon that looks like a printer which will be the second Icon from the right.  As you move you mouse over the Icon it will say “Print Local”.  See figure 2.
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Figure 2
Step 3. Once you click on the printer Icon.  The Printer setup screen will show.  

· Pick “Specific printer”.  Do Not Use Default printer…  See Figure 3.
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Figure 3
· Then pick the printer that you wish to printer from, e.g.“HP 4100N”
· Next you will check “Use Font” under Print formatting. 
· All reports you will select Landscape, except TRAN and EVAL which will be Portrait.

· Then click OK
Step 4.  When printing a custom Datatel report from home.  You must put file to HOLD.  
· When it prompts ENTER PRINTER DESTINATION type “HOLD”.  See Figure 4. 
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Figure 4
· ENTER HOLD FILE NAME.  See arrow on Figure 5.
· Type a name that is special to the report in all caps e.g. ‘BAXREG228’ then hit enter.

· Once the report is done go to step 5.
Step 5.   The Mnemonic that will bring up the hold file is UTFB.  See Figure 6.

Figure 6
· In field “Directory File Name’ type _HOLD_
· In field ‘Item Name’ type your special report name. ”remember to use all caps” or you can do a “…” and find your file this way.  
· Once you have found your file F10 or save out of UTFB
· After you F10 go to Step 2. Finish printing your report.
Change  P to H





Figure 5








