Printing LEAP/SLEAP Forms and Reports

Scope

The SFA LEAP/SLEAP Financial Partners Channel is required to keep
certain forms and reports on file. The following section lists instructions
for printing forms and reports. The following forms and reports are
required to be maintained on file:

Application Certification Page
Signed Drug-Free Certification Page

Policy

N/A

Responsibility

SFA LEAP Manager

Distribution

Ownership

N/A
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Activity Preface

N/A

Printing LEAP/SLEAP Formsand Reports-SFA
LEAP Manager

1. Refer to the Create and View Reports procedure to displayed your
desired report. The Report: request ID Window appears, displaying
the selected LEAP/SLEAP application form.
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2. To print the Report, Click the Special dropdown
|&cti0n Edit ‘@uery Go  Folder Special ﬂelp| and then Click Copy, and the
report is copied to your default Internet Browser. (Internet Explorer,
Netscape, etc). The Internet Browser Window appears.
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3. Tosavethereport as atext file, Click File and then Click Save As
form the menu bar, a Save Web Page Window appears:

Save Web Page E

Savejn:i{'—iﬂzaﬂk LI _EFJ

| 1Doe

|1 Fullshat

_IHPTi

@ .-'-‘-.nticipated Auward B eport

File name: Save
Save a3 type: | Text Fils [<ta) =] Cancel
Encoding; !Westem European MWindows) j

4. Type the desired file name into the File name field. (When renaming
the file, keep the same name as the report you are printing. Make sure
you identify and remember what directory you saved the file to).
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Click the Button in the Save Web Page Window. The
Internet Browser Window appears.

5. Click onthe L%l Button in your Internet Browser Window to close it.
The Report request: 1D Window returns.

6. Click the [X] Button to Close the Report request: 1D Window. The
Requests Window returns.

7. Click the L2l Button on the Requests Window. The Navigator
Window returns.

8. Open Microsoft Explorer.
9. Locate the document in the directory you saved it to.

10. Double Click on the document. The following Notepad Window
appears with your report information:

i text - Notepad = E
El= Edi  Semich Help
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11. From the Notepad Window Click File [Eie_Edt Seach Heln] gnd then
Page Setup, the following Page Setup Window appears:
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Page Setup

- Paper - Preview
e %
Source: Iﬂ.utnSeIect Tray |

— Ornientation —Marginz (inches]
% Portrait Left: 0.7a" Bight; 0ra"

7 Landscape Top: |1 u Battom: i1 L

Header: |&f

Eoater: |F'age &p

0k, I Cancel Printer...

= Orientation——

" Parlrait

12. Click the Landscape button L | to change your print view and

then Click the Button.

FYI: Depending on the type of printer driver you are using, you
might not have to select the Landscape configuration as indicated
above to ensure the text prints correctly on the page.

13. Click Edit [Ele_Edt Sesch Heb] and then Set Font, the following Font
Window appears:
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Font
Font: Font style;
Timez Mew Homan IFIeguIar Ok,
Times New Foman C |
T Trebuchet 5 Italic i
T verdana Bold
T webdings Bold Ikalic
% YWiestminster __1
YWingdings
T wingdings 2 _"_i .:!
— Sample I
A aBbVyez
Scoripk:
i"v'-.-"estem :_!

14. Select Times New Roman from the Font: section and then Select
Regular from the Font style section and Select 10 from the Size:

section and then Click the Button.

15. Click File [Ele_Edt Sesch Heb] gnd then Print to print your report.

16. Click on the L] Button in the upper right portion of the Notepad
Window to Close it. Thiswill take you back to the SFA LEAP

Manager Window.

End of activity.
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Printing LEAP/
SLEAP Forms &
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Mgr

Printing LEAP/
SLEAP Forms &
Reports-SFA LEAP
Mgr

— Refer to Create &

View Reports
procedure to
displayed your
desired report.
Report: request ID
Window appears,
displaying selected
LEAP/SLEAP
application form.

@

To print Report,
Click Special
dropdown & then
Click Copy, & report
is copied to your
default Internet
Browser. (Internet
Explorer, Netscape,
etc). Internet
Browser Window
appears: (2)

To save report as a
text file, Click

File & then Click
Save As form menu
bar, a Save Web Page
Window appears: (3)
Type desired file
name into File name
field. (When
renaming file, keep
same name as report
you printing. Make
sure you identify &
remember what
directory you saved
file to). Click O
Button in Save Web
Page Window.
Internet Browser
Window appears. (4)
Click on OButton in
your Internet
Browser Window to
close it. Report
request: ID Window
returns. (5)

Click OButton to
Close Report
request: ID Window.
Requests Window
returns. (6)

Click OButton on
Requests Window.
Navigator Window
returns. (7)

Open Microsoft
Explorer. (8)

Locate document in
directory you saved
it to. (9)

Double Click on
document. following
Notepad Window
appears with your
report info: (10)

— From Notepad Window

Click File 0& then
Page Setup,

following Page Setup
Window appears: (11)
Click Landscape
button [to change
your print view &
then Click [Button.
(12)

Click Edit & then
Set Font, following
Font Window appears:
(13)

Select Times New
Roman from Font:
section & then

Select Regular from
Font style section &
Select 10 from Size:
section & then Click
[Button. (14

Click File [& then
Print to print your
report. (15)

Click on DButton in
upper right portion

of Notepad Window to
Close it. This will

take you back to SFA
LEAP Mgr Window.

I

(16)
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