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ePrint
ePrint Overview

ePrint is an easy to use, web-based application for stor-
ing and sharing reports. Opening ePrint requires a web 
browser (IE is recommended) and Acrobat Reader.

In ePrint, reports are stored in Repositories (just 
like folders). 

The following Repositories are available to users 
with approved access: 
 
HR Reports 
VIMS- HR Reports 
Finance Reports 
Student Reports 
 
Of these Repositories, Finance and HR are 
used most often.  Finance is the only repository 
opened from Banner Self-Service. All the other 
Repositories are opened directly from ePrint. 
Choose the Repository to open from the drop 
down menu on the log in screen.

More about Repositories
Reports in the HR Repository are generated by HR 
Organization Security whereas reports in the Finance 
Repository are generated by Finance Fund or Orga-
nization Security (a drop down menu on the Finance 
screen allows you to choose whether to see Reports by 
Fund or Org). 

Banner Security controls report access in ePrint. Users 
must have “view access” to see reports. Additionally, 
some pages in reports may be screened according to 
other security access. 





Open HR Repository directly from ePrint at https://eprint.wm.edu.

Open Finance Repository from Banner Self-Service (through myWM).

Special Note
Reports do not appear in the Report 
list if you do not have access.
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ePrint
To open the Finance Repository

Log on to myWM. 
Click the Banner Icon (top right of screen) to 
open Banner Self-Service.
Click Finance.
Click ePrint Finance Repository. 
 








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ePrint
To open the HR Repository

Open a browser window and go to:   
https://eprint.wm.edu

Enter your Banner ID and password.

Select the Repository from the drop down list.

Click Enter.

 
 
ALWAYS check the “s” behind https. The 
“s” signifies you are using a secure con-
nection to view ePrint. ePrint should open 
automatically with the https.   
 
ALWAYS properly exit ePrint by logging 
out and closing the browser window.








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ePrint
Inside ePrint

The Report Selection page shows a list of avail-
able reports. Use the icons to the left to open and 
navigate the reports.

Reports can be opened in PDF or TEXT format. 
Select a format by clicking the icon. PDF is the 
preferred format (required Acrobat Reader).

After finding the report you need, use the drill   
( ) to open a list of reports ordered by the 
dates they were generated. 
Use the Search ( )icon to find specific 
pages within a report.
When you open a report you will see only the 
Funds and Orgs you are authorized to view.  
 
Note: “There are no pages for you to view” -  
This message means either the Fund or Org 
has not had any activity or you do not have 
security to see the report.
If you have access to more than one Org, 
you can select an individual Org to capture a 
report.
Use the Next button to see more reports in the 
Repository.















Note about Reports in PDF Format: Depending on your browser settings, PDF 
documents may not always open in a separate browser window. If the report 
opens in your browser window, use the Back button to return to ePrint.
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ePrint
My ePrint

My ePrint  - a new menu item - allows you to 
group reports or change the display order.  This 
is most useful for users who have multiple 
reports. 

Use the Help feature for further directions on 
using My ePrint. 




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ePrint
Searching

After finding the report you need, use the drill   
( ) to open a list of reports ordered by the 
dates they were generated. 
Use the Search ( )icon to open the Pick 
Pages screen. If you are in the Finance Re-
pository, in the Page Key field click the drop 
down menu to choose to see your reports by 
Fund or Org.  
 
Pick Values Manually 
Opens a screen with a list of Orgs available 
to you. Select the Orgs to include in the 
report. Once Orgs are selected, click Get the 
Report to open the PDF. 
 
Search 
Enter an Org code and click search to open 
one org.

 
Range 
Enter range of Orgs to view.

Saved Searches

Enter name to save the search.







B
B   e  p  r  i  n  t .        .        .        .        .        .        .        .        .        .        .        .        P a g e  �

ePrint
Exiting ePrint

FINANCE USERS: In the Finance Repository, 
you must return to Banner Self-Service to exit. 
Clicking the Banner logo takes you back to the 
Self-Service menu.  

ALL OTHER USERS: Always log out of ePrint 
properly by clicking the Logout link AND closing 
your browser window.  
 
 






