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[bookmark: Top_of_Page]Electronic Operator / Admin Guide

  Click a topic for Help.

  Close this window to exit Help.





 If a movie icon [image: If this icon is present, a demonstration of the procedure is available.] 
  is present, click the icon to see a demonstration of the procedure.

  


To log on

  To log off 

  


Finding 
  and Displaying Job Information

  To display the list of jobs 
  by one or more status types 

  To display all jobs 

  To search by Job ID

  To sort by column

  To page the list of jobs 


Inspecting 
  and Updating a Job

  To change the job status 

  To inspect a job ticket 

  To edit a job ticket 

  To edit job recipients 

  To update or replace a file

  To change the cost of a job

  To add an operator note

  To copy a job 
  to a different server




Printing 
  a Job

   To send a job to a printer 

  To print delivery sheets 

  To print documents and update status

  To print documents from hard copy

  


Printer 
  Setup

   To add a printer 

  To remove a printer 

  To edit the printer settings for a printer 
  

  To view a list of all printers 

  To change the operator printer 

  To change the default printer 

  


The Administrator 
  Tools Menu

  

  Job 
  Templates

   
  To create a job template 

  To edit a job template 

  To delete a job template 


Reporting

  To create a report 

  To view a saved report

  To delete a saved report

  

  Configuration Manager

  To 
  change the system configuration


Resource 
  File Manager

  To change displayed text messages


Pricing

  To read and edit prices


Licensing

  To read and add licenses


 


 [bookmark: Logging_on]Logging 
  On 


 Operators and print shop administrators 
  must log on before performing any procedures in the system. Your system administrator 
  can provide you with the user name and site-specific URL or IP address you will 
  need to get started. 


To log on [image: Click this icon to see a demonstration of the procedure.]


		 Start your Internet browser and 
    type your site-specific IP address (for example,  http://66.24.126.30/xdx/admin/) 
    into the Address bar. 

		Press Enter. 



The browser refreshes, and the Log 
  On page appears.  
  		On the Log On page: 
    		In the User Name box: 
        		Type operator, 
            or a user name that is equivalent to an operator, to log on as 
            an operator.

		Type admin, or 
            a user name that is equivalent to an administrator, to log on as an 
            administrator.




         
          Note: User names 
            are case sensitive.


        


      

		In the Password box, 
        type your password.

		Click Log On. 

        The browser refreshes, and displays the Job Management page. The Job Management 
        page displays a list of print jobs. The jobs displayed in this list can 
        vary depending upon the filter used to create the list. Operators and 
        administrators can return to this page at any time by clicking Home 
        on any page. 
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 [bookmark: Logging_off]Logging 
  Off


 To log off 


On any page, click Log Off.

  The browser refreshes, and the Log On page appears. 
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 [bookmark: Finding_and_displaying_job_info]Finding 
  and Displaying Job Information


The Job Management page lists jobs 
  by status. From this page the total job list can be filtered to display jobs 
  by specific status. Jobs can be searched by ID number. From within the table 
  of jobs, the information in most columns can be sorted by clicking the column 
  header, job status can changed, and actions can be selected from Options. Options 
  available include inspecting, editing and printing jobs, editing recipients, 
  and adding an operator note.


Displaying Jobs


 The system can list all jobs in 
  the print shop according to their current job status or filter jobs by specific 
  status. If a job status is not selected, the jobs will display by the default 
  configured for the system. 
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[bookmark: Display_by_combo_of_status_types]Displaying 
  Jobs by Combinations of Status Types


The software can display a list of 
  jobs of a single status type, such as Received in Print Shop. In addition, the 
  software can display a list of jobs of multiple status types or of all status 
  types. 
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To display the list of jobs by 
  one or more status types  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management 
    page, in the Filter by list, use standard Windows operations to select 
    the appropriate status types: 
    		Hold down Shift and 
        click the left mouse button to quickly select adjacent list types. 

		  Hold down Ctrl and 
        click the left mouse button to select non-adjacent list types. 




  

		Click Filter.

    The browser refreshes and displays a list of jobs matching the selected job 
    status types. 
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[bookmark: Display_all_jobs]To 
  display all jobs 


		On the Job Management page, scroll to the bottom of the Filter by list and 
    click All Jobs.

		Click Filter.





  The browser refreshes and displays a list of all jobs, sorted by their Job ID 
  number.  
  		To see job information about a 
    specific job, in the Job ID column, click the Job ID number. 

    The browser refreshes, and the information about the job appears, displayed 
    in a table format. From here you can edit the job ticket, edit recipients, 
    print the job, or add an operator note. 
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[bookmark: Search_by_Job_ID]To 
search by Job ID

 
		On the Job Management page, type 
    the number of the Job ID you wish to search in the Search by Job ID 
    text box.

		Click Inspect Job.





  The browser refreshes, and the information about the job appears, displayed 
  in a table format. From here you can edit the job ticket, edit recipients, print 
  the job, or add an operator note. 
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[bookmark: Search_by_column]To 
  sort by column


		On the Job Management page, click 
    the column header name to sort by that column. 

    The browser refreshes, and the information, displayed in table format, is 
    sorted on the column you chose. The default sort is by Job ID.
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[bookmark: Page_the_list_of_jobs]To 
  page the list of jobs


		On the Job Management page, click 
    the page indicators at the bottom of the window to move through the list of 
    jobs. 

    Click > to move one page ahead. Click >> 
    to move to the last page of the list.

    Click < to move one page back. Click << 
    to move to the first page of the list.

    The browser refreshes, and the next page of jobs is displayed. The number 
    of the page being viewed is displayed under the page indicators.
    Note: The default number 
      of jobs that display on the page is 55. This may be changed by clicking 
      Administrator Tools and then choosing the Configuration 
      Manager tool. Modify the value in the Job View List Size 
      to change the number of jobs that display on a page.
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 [bookmark: Inspecting_Updating_jobs]Inspecting 
  and Updating a Job


 You can inspect and update job statuses, 
operator notes, and job tickets on the Job Management page.  
[bookmark: Change_job_status]To 
  change the job status  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, locate 
    the Job ID for the job to be changed. In the Status column, click the 
    new job status.

    The new status is sent and displayed.

    

    Note: If the browser refreshes and the Operator page appears, displaying 
    the Set the page count of this document area, complete the following 
    step:

     
    		On the Operator page, in  
        the Number of pages box, type the total page count and then click 
        Set Page Count. 

        The browser refreshes and redisplays the Job Management page.
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Inspecting and Editing a Job Ticket 
  


The system updates a job ticket when 
  operators or print shop administrators perform an action on a job, such as sending 
  a job to a printer. An operator may inspect and edit a job ticket. 


[bookmark: Inspect_job_ticket]To 
  inspect a job ticket  [image: Click this icon to see a demonstration of the procedure.]


On the Job Management page, locate 
  the Job ID of the job ticket you wish to inspect. In the Options column 
  for the Job ID you are inspecting, click Choose Optionand then click 
  Inspect Job. 

  The browser refreshes, and the Operator page appears. All the job details are 
  displayed in the View Job Details area.
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[bookmark: Edit_job_ticket]To 
  edit a job ticket  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, 



 locate the Job ID of the job ticket 
  you wish to edit. In the Options column for the Job ID you are editing, 
  click Choose Optionand then click Edit Job. 

  The browser refreshes, and the Operator page appears. All the job details are 
  displayed in the Edit Job Details area. 
  		On the Operator page: 
    		Make any edits or additions 
        in the appropriate boxes.

		Click Finish when the 
        editing is complete.




     
      The changes are sent. The browser 
        refreshes and returns to the Job Management page. 


    


  



Go to top 
  of Help


[bookmark: Edit_job_recipients]To 
  edit job recipients 


		On the Job Management page, 



 locate the Job ID of the job ticket 
  you wish to edit. In the Options column for the Job ID you are editing, 
  click Choose Optionand then click Edit Recipients. 

  The browser refreshes, and the Submit page appears. All the recipients for this 
  job are displayed in the Edit recipients for this job area. 
  		On the Submit page: 
    		Make any edits in the appropriate 
        boxes or click Remove beside a recipient name to remove 
        them from the recipient list.

		Click Submit Edits to 
        send editing changes and remain on the current page or click Finish 
        when all the editing is complete. 

        The changes are sent. The browser refreshes and, in the case of clicking 
        Finish, returns to the Job Management page. 
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[bookmark: Update_or_replace_a_file]To 
  update or replace a file  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, 



 locate the Job ID of the job ticket 
  where you wish to update or replace a file. In the Options column for 
  the Job ID you are editing, click Choose Optionand then click Inspect 
  Job. 

  The browser refreshes, and the Operator page appears. All the job details are 
  displayed in the View job Details area. 
  		On the Operator page: 
    		Click Update/Replace, 
        which appears beside the current name of the file associated with this 
        job

        The browser refreshes, and the Operator page appears.

		In the Update Document 
        area click Browse and move through your file 
        system and open the file 
        that will update or replace the current file. Click Update Document 
        when the correct file name appears in the Upload Document 
        box.

        The changes are sent. The browser refreshes and returns to the Operator 
        page. Ensure that the document has been changed.
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[bookmark: Change_the_cost_of_a_job]To 
  change the cost of a job [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, 



 locate the Job ID of the job ticket 
  where the cost requires changing. In the Options column for the Job ID 
  you are editing, click Choose Optionand then click Edit Job. 
  

  The browser refreshes, and the Operator page appears. All the job details are 
  displayed in the Edit Job Details area. 
  		On the Operator page: 
    		Scroll down until you see 
        Edit Pricing for Job [XX]. The Estimated Price and Actual 
        Price are shown and are not editable. To change the price, in the Update 
        Actual Price text box, type the correction.

		In the Reason for 
        price change text box, type the reason for changing the price. 
        The owner of this job can check the reason for a price change by checking 
        the status of their job.

		Click Update Price

        The browser refreshes, and the Operator page appears.

		Click Finish.
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[bookmark: Add_operator_note]To 
  add an operator note [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, locate 
    the Job ID of the job where the operator note will be added. In the Options 
    column for the Job ID where the operator note will be added, click Choose 
    Option and then click Add Operator Note.

    



The browser refreshes and the Operator 
  page appears.  
  		On the Operator page: 
    		Under  Operator Note, 
        type any extra instructions or information.

		Click Submit.

        The note is sent, and the browser refreshes and displays the Operator 
        page. The operator note is displayed under Operator Note at the 
        bottom of the page. 




  

		Click Finish.

    The browser refreshes and returns to the Job Management page.
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[bookmark: Copy_job]To 
  copy a job to a different server [image: Click this icon to see a demonstration of the procedure.]


Sometimes, due to the comlexity of 
  a file that has been submitted to Web Document Submission, a job has to be handled 
  outside of the Web Document system. This can be accomplished by using the Copy 
  Job feature. If the link for Copy Job is present, the system administrator has 
  already set a server to accept copied jobs. 


When the link is clicked, a folder 
  is created on the remote server that has a Job ID that corresponds with the 
  Job ID from Web Document Submission. Inside the folder is a copy of the file 
  uploaded, a copy of the job ticket, and a copy of the delivery sheet. 


Note that a new version of the document 
  cannot be copied to the remote server once it has initially been uploaded unless 
  the system administrator first deletes the folder containing the job from the 
  remote server.


		On the Job Management page, locate 
    the Job ID of the job that is to be copied to a remote server. Click the 
    Job ID.

    The page refreshes and shows the Operator page.

		On the Operator page: 
    		Under  View job details, 
        click Copy Job..

        The job is copied to the remote server, and the browser refreshes and 
        displays a message about the success of the copy job.




  

		Click Finish.

    The browser refreshes and returns to the Job Management page.
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 [bookmark: Printing_a_job]Printing 
  a Job


[bookmark: Send_job_to_printer]To 
  send a job to a printer [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, locate 
    the Job ID of the job you wish to print. In the Options column for 
    the Job ID you are printing, click Choose Option and then click 
    Print Job.





  The browser refreshes, and the Operator page appears. 
  		On the Operator page, under Print 
    Full Job, Print Proof, or Print Job Ticket Only, select 
    the printer to be used for that part of the job from the drop-down list box.

		To print a job or part of a job, 
    do one of the following: 
    		Under Print Full Job, 
        click Print Order to print the entire job. 




     
      Note: Under Print 
        Full Job, click the Skip Job Ticket check box if a printed 
        job ticket is not required.


    


    		Under Print 
        Proof, click Print Proof to print a proof copy of the job.

		Under Print Job Ticket 
        Only, click Print to print only the job ticket for the job. 
        




  

		 After printing a job, the browser 
    refreshes, and the Operator page appears. On the Operator page, verify the 
    information displayed, then click Job [XX] Details.

    The Operator page refreshes.

		On the Operator page, under View 
    Job Details, scroll to the bottom of the page and click Finish.

    The browser refreshes and returns to the Job Management page.

		If the job needs to have the status 
    changed, on the Job Management page, on 
    the Job Management page, under  Status, in the list box, click the 
    new job status. 

    The new status is sent. 

		If the browser refreshes, and 
    the Set the page count of this document page appears, complete the following 
    step:

     
    		On the Set the page count 
        of this document page, in the Number of pages box, type the total 
        page count and then click Set Page Count.
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[bookmark: Print_delivery_sheets]To 
  print delivery sheets  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, locate 
    the Job ID of the job you wish to print. In the Options column for 
    the Job ID you are printing, click Choose Option and click Print 
    Job.





  The browser refreshes, and the Operator page appears.  
  		On the Operator page, under Other 
    Options, click Print Delivery Sheets to print the delivery sheets 
    for the job.





  The browser refreshes, and the Operator page appears.  
  		On the Job Management page, in 
    the Print Delivery Sheets area: 
    		Under Select recipients, 
        select the check boxes next to the name or names of the recipients.

		In the Print on box, 
        select the name of the printer that will print the job.

		Click Print.

        The Operator page refreshes, and displays the These delivery sheets 
        from Job [XX] . . . message. 




  

		Click Job [XX] Details 
    to view status information.

    The Operator page refreshes, and displays the View Job Details area.

		Click Finish.

    The browser refreshes and returns to the Job Management page. 
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 [bookmark: Print_documents_and_update_status]To 
  print documents and update status  [image: Click this icon to see a demonstration of the procedure.]


		On the Job 
    Management  page, 
    locate the Job ID of the job you wish to print. In the Options column 
    for the Job ID you are printing, click Choose Option and 
    click Print Job.

    The browser refreshes and the Operator page appears.

		On the Operator page, 
    under Other Options, click Print Documents.

    The Operator page refreshes and displays the Select Documents to Print 
    area.

		On the Operator page: 
    		Under Print Selected Documents, 
        select the check boxes next to the names of the documents you want to 
        print.

		In the Print on box, 
        select the name of the printer that will print the job.

		In the Copies box, 
        type the number of copies the printer is to produce.

		Click Print.

        The Operator page refreshes, and the These documents from Job [XX] 
        have been sent . . . message appears. 




  

		On the Operator page, click 
    Job [XX] Details.





  The Operator page refreshes, and displays the View Job Details area. 
   
  		On the Operator page, under View 
    Job Details, scroll to the bottom of the page and click Finish. 
    

    The browser refreshes and returns 
    to the Job Management page. 
  

		 If the job needs to have the 
    status changed, on the Job Management page:

    
    		 Under  Status, in 
        the list box, click the new status 
        for the job.

        The browser refreshes, and confirms the change in status.
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[bookmark: Printing_from_hard_copy]Printing 
  a Job From Hard Copy




 There may be instances when the user 
  submits a job with hard copy documents rather than an electronic source file. 
  Hard copy jobs appear on the job lists, but when you inspect the job there will 
  be no documents attached. Although there are no source files to print, you can 
  print the Job Ticket and Delivery Sheets for the job.  

Go to top 
  of Help 


 [bookmark: Printer_setup]Printer 
  Setup


 [bookmark: Add_a_printer]To 
  add a printer  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management 
    page, click Manage Printers.





  The browser refreshes, and the Administrator page appears.  
  

		On the Administrator page, under 
    Printer Management, in the Choose Option list box, click Add 
    Printer.





  The Administrator page refreshes.  
  		On the Administrator page: 
    		In the Queue Name box, 
        type the lpr queue name used to send information to the printer, for example, 
        lp.

		In the Server Address 
        box, type the server address.

		In the Location Type 
        list box, select the location type of the printer. 
        Note: Remote Printer 
          refers to a printer that is not in the print shop, but is local to the 
          user.


      

		In the Printer Location 
        box, type a location for the printer that is easy to remember, for instance 
        Printing Department, Bldg. 45.

		In the Printer Description 
        box, type a description for the printer that is easy to remember, such 
        as Xerox DocuTech 6180, Number 5.

		In the Windows Printer 
        Name drop-down menu, select the Windows name of the printer to 
        be added. The printer 
        drivers that appear in the drop-down menu are the PostScript drivers that 
        have been installed on the Web Document Submission server. If the desired 
        printer is not located in the drop-down, check to see that the Windows 
        printer driver has been installed correctly. 

		Click Add Printer to 
        send the information.

        The Administrator page refreshes and displays the updated information 
        in the Printer Added area.




  

		Click Finish.

    The browser refreshes and displays the Job Management page. 
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 [bookmark: Remove_printer]To 
  remove a printer  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click Manage Printers.

    



The browser refreshes, and the Administrator 
  page appears.  
  		On the Administrator page, under 
    Printer Management, in the Choose Option list box, click Remove 
    Printer.





  The Administrator page refreshes.  
  		On the Administrator page: 
    		Under Remove Printer, 
        select the printer to be removed. 

		Click Remove Printer. 
        

        The Administrator page refreshes and displays the name of the removed 
        printer under Printer Removed.




  

		Click Cancel.

    The browser refreshes and displays the Job Management page.
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 [bookmark: Edit_printer_settings]To 
edit the printer settings for a printer  [image: Click this icon to see a demonstration of the procedure.] 
 
		On the Job Management 
    page, click Manage Printers.





  The browser refreshes, and the Administrator page appears. 
  		On the Administrator page, under 
    Printer Management, in the Choose Option list box, click Edit 
    Printer.





  The Administrator page refreshes. 
  		On the Administrator page: 
    		Under Edit Printer, 
        select the printer to be edited. 

		Click Edit Printer.

        The Administrator page refreshes and displays the Edit Printer 
        area. 




  

		On the Administrator page, under 
    Edit Printer: 
    		Edit 
        the information. 

		Click Submit Edits 
        to enter the information.

        The administrator page refreshes and displays the Printer Edit Complete 
        area.




  

		Click Finish.

    The browser refreshes and displays the Job Management page. 
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[bookmark: View_all_printers]To 
  view a list of all printers [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Manage Printers.





  The browser refreshes, and the Administrator page appears. 
  		On the Administrator page, under 
    Printer Management, in the Choose Option list box, click View 
    All.

    The Administrator page refreshes and displays the printer information in the 
    View All Printers area. 
    Note: This page is view-only. 
      No edits can be made. 


  

		Click Finish.

    The browser refreshes and displays the Job Management page. 
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[bookmark: Change_operator_printer]Assigning 
  or Changing the Operator Printer


The system automatically sends all 
  job tickets to the printer designated as the operator printer. 


To change the operator printer 
   [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Manage Printers.





  The browser refreshes, and the Administrator page appears. 
  		On the Administrator page, under 
    Printer Management, in the Choose Option list box, 
    click Assign Operator.

    The Administrator page refreshes and displays the View/Change Operator 
    Printer area. 
    Note: If an operator printer 
      has not been assigned, the Current Operator Printer default value 
      is None.


  

		On the Administrator page: 
    		Under Set New Operator 
        Printer, select the name of the printer to be designated as the operator 
        printer.

		Click Commit Change 
        to enter the information.

        The Administrator page refreshes, and the new operator printer information 
        displays under Current Operator Printer.




  

		Click Commit Change to 
    enter the information.

		Click Home to return to 
    the Job Management page.

    The browser refreshes and displays the Job Management page. 
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[bookmark: Change_default_printer]Assigning 
  or Changing the Default Printer


The default printer is the printer 
  used for pass-through print jobs. Pass-through print jobs are those jobs sent 
  by users to the print shop that do not require operator intervention. The jobs 
  bypass operator review and are placed in a print queue for immediate priority 
  on the default printer. 


To change the default printer 
   [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Manage Printers.





  The browser refreshes, and the Administrator page appears. 
  		On the Administrator page, under 
    Printer Management, in the Choose Option list box, click Assign 
    Default.

    The Administrator page refreshes and displays the View/Change Default Printer 
    area.  
    Note: If a default printer 
      has not been assigned, the Current Default Printer default value 
      is None.


  

		 On the Administrator page: 
    		Under Select Default Printer, 
        select the name of the printer to be designated as the default printer.




  

		Click Commit Change to 
    enter the information.





  The Administrator page refreshes, and the new default printer information displays 
  under Current Default Printer. 
  		Click Commit Change to 
    enter the information.

		Click Home to return to 
    the Job Management page.

    The browser refreshes and displays the Job Management page.
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[bookmark: Tools_menu]The 
  Administrator Tools Menu


 An administrator may create and 
  edit job templates, configure reports, configure the system, modify resource 
  files, set prices for printing services, and review or add licenses for the 
  system.
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[bookmark: Job_templates]Job 
  Templates


 The administrator may create user 
  templates from the Create Template page.  


[bookmark: Create_job_template]To 
  create a job template  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management 
    page, click Administrator Tools.

    



The browser refreshes, and the Administrator 
  page appears.  
  		On the Administrator page, in 
    the Tools area, in the Choose Option  list box, click Create 
    New Template.

    



The Administrator page refreshes and 
  displays the default printing, finishing, covers, and tabs and inserts specifications 
  for a print job.  
  		On the Administrator page: 
    		In the Template Name 
        box, type the name of the new template.

		Type or enter the required 
        printing, finishing, covers, and tabs and inserts specifications.

		Scroll to the bottom of the 
        page and click Create Template.

        The Administrator page refreshes and displays the Your template has 
        been created successfully message.

		Click Finish.

        The browser refreshes and displays the Job Management page. 
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[bookmark: Edit_job_template]To 
  edit a job template  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.





  The browser refreshes, and the Administrator page appears.  
  		On the Administrator page, in 
    the Tools area, in the Choose Option list box, click Edit 
    Existing Templates.

    The Administrator page refreshes and displays the Edit Existing Templates 
    area. 

		On the Administrator page, under 
    Edit Existing Templates: 
    		In the Select a template 
        to edit list box, click the name of the template to be edited.

		Click Edit Template.

        The Administrator page refreshes 
        and displays the printing, finishing, covers, and tabs and inserts specifications 
        for a print job, as used in this template.  




  

		On the Administrator page: 
    		Under Editing the template: 
        [name of the template], edit the printing, finishing, covers, 
        and tabs and inserts specifications as needed.

		Scroll to the bottom of the 
        page and click Edit Template.

        The Administrator page refreshes and displays the Your template has 
        been edited successfully message. 

		Click Finish.

        The browser refreshes and displays the Job Management page. 
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[bookmark: Delete_job_template]To 
  delete a job template  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.

    



The browser refreshes, and the Administrator 
  page appears.  
  		On the Administrator page, in 
    the Tools area, in the Choose Option list box, click Delete 
    Template.

    The Administrator page refreshes and displays the Template Deletion 
    area.

		On the Administrator page: 
    		Under Select a template 
        to delete, in the list box, click the name of the template to be deleted.

		Click 
        Delete Template.

        The Administrator page refreshes 
        and displays the Your template has been deleted successfully message. 
        

		Click Finish.

        The browser refreshes and displays the Job Management page. 
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 [bookmark: Reports]Reporting


An administrator can create reports 
  about submitted jobs. The information in these reports can be filtered, sorted, 
  and printed. The reports also can be exported in a variety of formats, including 
  the Microsoft Excel (.csv) format. In addition, the reports can be customized 
  and saved. 


[bookmark: Create_a_report]To 
  create a report  [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.





  The browser refreshes, and the Administrator page appears.  
  		On the Administrator page, in 
    the Tools area, in the Choose Option list box, click Reporting.

    



The Administration page refreshes 
  and displays the Reporting area.  
  		On the Administrator page, in 
    the Reporting area: 
    		Click Refresh Reporting 
        Tables to update all the jobs available for reporting.

		Click Create New Report.

        The Create New Report page appears with a list of Job 
        Option Fields, Document Option Fields, and Recipient Option Fields. 

		 Select the option fields 
        that you want to appear in the report by selecting field names from the 
        Report columns. 

		Select the option fields that 
        you wish the report to be sorted on by selecting fields names from the 
        Order By columns.

		Finally, type the Order 
        in which you would like the fields to appear in the report. Acceptable 
        order values are numbers greater than zero. 

		Scroll to the bottom and click 
        Run Report.

        The Administrator page refreshes and displays the Report Results 
        area. 




  

		[bookmark: Print_reports]To 
    print a copy of the report, on the browser File menu, click Print.

		To download the report, in the 
    Report Results area, click Download Report Results.





  The File Download dialog box opens. Follow the procedures below to either 
  open the file from its current location or to save the file to disk.  
  		To open the file from its current 
    location: 
    		On the File Download dialog 
        box, click Open this file from its current location.

		Click OK.

        The file opens in Microsoft Excel (.csv) format. 

		View the file, then return 
        to program.




  

		To save the file to disk:  
    		On the File Download dialog 
        box, click Save this file to disk.

		Click OK.

        The Save As dialog box opens. 




  

		In the Save As dialog box: 
    		Name the file and save it 
        as one of the following file types by adding the appropriate file extension: 
        		Use .csv to create a Microsoft 
            Excel file. This is the default.

		Use .doc to create a Microsoft 
            Word file.

		Use .txt to create a text 
            file.

		Use .rtf to create a Microsoft 
            Rich Text Format file.




      

		Click Save.

        The report is saved, the Save As dialog box closes, and the browser 
        refreshes. 




  

		To save the report in the system, 
    on the Administrator page, under Report Results, type the name of the 
    report in the Report name text box and click Save Report.

    The report query is saved, and the browser refreshes; there is no screen message.

		Click Reporting to return 
    to the Administrator Reporting page or Home to return to 
    the Job Management page.

    The browser refreshes and displays the appropriate page. 
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[bookmark: View_saved_query]To 
  view a saved report 


		On the Job Management page, click 
    Administrator Tools.

    The browser refreshes, and the Administrator page appears. 

		On the Administrator page, in 
    the Tools area, in the Choose Option list box, click Reporting.

    The Administrator page refreshes and displays the Reporting area. 
  

		Click Refresh Reporting 
    Tables to update all the jobs available for reporting.

		Under Reports, click the 
    name of the report you wish to view. 
    		Click View Report. 
        

        The report parameters are displayed. 

		Scroll to the bottom of the 
        page and click Run Report to open the report.

        The Administrator page refreshes and displays the report. If you need 
        to save or print the results see the section 
        above on printing and saving reports.




  

		Click Reporting to return 
    to the Administrator Reporting page or Home to return to 
    the Job Management page.

    The browser refreshes and displays the appropriate page.
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[bookmark: Delete_saved_query]To 
  delete a saved report 


		On the Job Management page, click 
    Administrator Tools.

    The browser refreshes, and the Administrator page appears. 

		On the Administrator page, in 
    the Tools area, in the Choose Option list box, click Reporting.

    The Administrator page refreshes and displays the Reporting area. 
  

		Under Reports, click the 
    name of the report you wish to delete. 
    		Click Delete Report. 
        

        The Administrator page refreshes and the selected report is deleted.




  

		Click Home to 
    return to the Job Management page.

    The browser refreshes and displays the Job Management page.
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[bookmark: Configuration_manager]Configuration 
  Manager 


The system configuration can be changed 
  by using the Configuration Manager. Consult the Installation and System 
  Administration Guide for allowable changes that can be made.


 [bookmark: Change_system_configuration]To 
  change the system configuration [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.

    The browser refreshes, and the Administrator page appears.

		On the Administrator page, under 
    Tools, in the Choose Option list box, click Configuration 
    Manager.

    The Administrator page refreshes and the Configuration Manager 
    area displays.

		Make any required changes and 
    click Update.

    The browser refreshes. Click Home to return to the Job Management 
    page. 

    . 
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[bookmark: Resource_file_manager]Resource 
  File Manager


There Resource File Manager allows 
  changes to the text strings that are displayed and printed in the system. Consult 
  the Installation and System Administration Guide for allowable changes 
  that can be made.


 [bookmark: Change_resource_files]To 
  change resource files [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.

    The browser refreshes, and the Administrator page appears.

		On the Administrator page, under 
    Tools, in the Choose Option list box, click Resource file 
    manager.

    The Administrator page refreshes and the Resource file manager 
    area displays. 

		From the Select resource file 
    drop-down menu, select a resouce file to view or edit.

		Click View Resource File.

    The page refreshes with all the messages present in the resource file selected.

		Make any required changes and 
    click Update.

    The browser refreshes. Click Home to return to the Job Management 
    page.
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[bookmark: Pricing]Pricing


 [bookmark: Read_and_edit_prices]To 
  read and edit prices [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management 
    page, click Administrator Tools.

    The browser refreshes, and the Administrator page appears.

		On the Administrator page, under 
    Tools, in the Choose Option list box, click Pricing Configuration.

    The Administrator page refreshes and displays the Pricing Configuration 
    area.

		On the Administrator page, in 
    the Pricing Configuration area, review the list of all the configured 
    options and associated costs and prices. You may have to scroll down the page 
    to see the entire list.  

		For each pricing option, type 
    a numeric value. The value can be set per impression or per 
    document by clicking the drop-down menu beside each value.

		If an item has an Impression 
    Count Tier there are two values associated with an option. One is 
    for a count less than (lte) and the other is for a count 
    greater than (gte) a set amount. The impression count tier 
    values are preconfigured before installation and cannot be modified.

		When you have completed editing 
    the prices, scroll to the bottom and click Update.

    The Administrator page refreshes, and the changes are displayed. 

		Click Home to return to 
    the Job Management page.

    The browser refreshes and displays the Job Management page. 
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[bookmark: Licensing]Licensing


 [bookmark: Read_and_add_licenses]To 
  read and add licenses [image: Click this icon to see a demonstration of the procedure.]


		On the Job Management page, click 
    Administrator Tools.

    The browser refreshes, and the Administrator page appears.

		On the Administrator page, under 
    Tools, in the Choose Option list box, click Licensing.

    The Administrator page refreshes and displays the Licensing area.

		On the Administrator page, in 
    the Licensing area, review the license key and the list of all licensed 
    XWDSS components.  

		In the Add License  text 
    box, type the new license key.

		Click Add License.

    The Administrator page refreshes, and the changes to the licenses are displayed. 
    Ensure that any changes are registered on the screen.

		Click Finish to return 
    to the Job Management page.

    The browser refreshes and displays the Job Management page. 
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