Using Ghostview to Print an RPA or an NPA in Modern DCPDS
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1.  To print a hard copy of the RPA, click “ACTION…PRINT” from the Menu Bar at the top of the window while the RPA is displayed on your screen.  (You can also click the Print button on the Toolbar.)
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2.  The Printing window displays.  At this point, you have the option of printing the Request for Personnel Action (RPA) or the Notification of Personnel Action (NPA, or SF50); however, the latter option is grayed out until on or after the effective date of a finalized personnel action.  

To continue, click once in the white area of the Printer box (located above the OK button).
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3.  The Printer Selection window displays.  Click the 0default_prn printer (the first one in the list) and click the <OK> button to automatically populate the Printer data field.  Click the <OK> button again on the Printing Window to generate the print request.

Note:  You can also print RPAs and NPAs individually, or for a specific employee, or in a "batch" mode using the modern DPCDS reports function.
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4.  The Note box appears with your Request ID.  Make a note of the number and then click the <OK> button.

Note:  At this point nothing has been sent to your printer.  You have only generated a request for a report.
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5.  In order to print the report, you must open and view the report request that you just generated.  To do this, click “HELP…VIEW MY REQUESTS” from the menu bar at the top of the screen.
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6.  The top request will be the last report you generated.  Once the phase column says “Completed” (use the F8 key to refresh the screen until it does), click the <Report> button at the bottom of the Requests window to open Ghostview and view the report on screen.
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7.  The Ghostview program opens, displaying the RPA (or NPA).
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8.  To print the report, choose “FILE…PRINT” from the Ghostview file menu at the top of the screen.  (You can also click the Print button on the Toolbar.)
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9. Select the printer you wish to output to from the list of printers in the Queue box (bottom left box on the print screen).  If you print to a laserjet printer, select “Laserjet” from the Device box (top left box on the print screen); if printing to a deskjet or inkjet printer, select the “Deskjet” option.

Click the <All Pages> button once and then click the <OK> button.  The RPA or NPA will print to the chosen printer.
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10. To exit Ghostview and return to the Modern screens, choose “FILE…EXIT” from Ghostview’s menu bar at the top of the window. 

Click once in the white area here.





This is the report request you just generated (the most recent request will be first).





You must wait for the Phase column to say “Completed” (use your F8 key to refresh the screen and see the current status).





3.  Click the “All Pages” button to ensure that the entire RPA will print.





2.  Select “Laserjet” or “Deskjet” from the Device listing depending upon your printer type (Laserjet or Deskjet/Inkjet).





1.  Choose the printer you wish to output to from the “Queue” box.








