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

Print

About e~Print | FAG

Help | Logout

User ID:
Password:

MA/\A/\M Repository: |HR Reports

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

Personal Information Employee m_

Budget Queries
Encumbrance Query

Wiew Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template
eFrint Finance repository

Far Chart W Grant users, For documentation click here,
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To open the Finance Repository

Log on to myWM. %
B>

| Click the Banner Icon (top right of screen) to
open Banner Self-Service.

Login-:->
Click Finance.

m  Click ePrint Finance Repository. wnseri

_
password:
[Etogin
Find your username and password

Login help
10 TR o v myihd guest login

Banner Blackboard e-mail calendar groups log

back to

@
B my WM Home Tab

Personal Information
Bddresses, contacts, e-rmail, rmarital stabus, SEN, Pl [4] back to

my WM Home Tab
'MAMM/\» Finance

Create or review financial docurnerts, budget inforrr

Personal Information  Employee
Employee

Tirne sheets, ime of, benefis, leave or job data, pa

Budget Queries
Encumbrance Query

Wiew Docurment

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template
FRS/Banner Translator

'WAWWM ePrin‘t Finance reposi‘tor\_\'{
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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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P r ‘i n t About e~Print | FAQ Help | Logout
User ID:
’\/\/\/\/\/\/‘\» Password: |
Repository: |HR Fepors ||
Enter

.\_/\/\/VWV\/\/'\/\/\/\/\/\/‘\» Repository: |

¢

P r‘ 'i n t About e~Print | FAQ

Help | Logout

User ID: |castef

Password: |

Test'WTRN COAS-W
Student Test Reports
HR Test
Powerd¥IM3S - HR Repors
SUNGFinance Reports
THIGNER TRUCATION

P r ']. n t About e~Print | FAQ

<

User 1D: [
Password:

Repository: | HR Feports
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Inside ePrint

NS N N
| The Report Selection page shows a list of avail- Banner Select Report from Repository Finance Reports e

able reports. Use the icons to the left to open and ePrint

. About Banner ePrint | FAQ | My ePrint Change Re
navigate the reports. - —
Repository Message is Available

| Reports can be opened in PDF or TEXT format. T ——

Select a format by clicking the icon. PDF is the .

preferred format (required Acrobat Reader). > —— S

PD; TEXT P. fwrbdst Monthly Budget Status Report

u After finding the report you need, use the drill POE TR — ATl ety P

( P‘ ) to Open a IISt Of reports ordered by the .\> PDF TEKT - fwrprec_V_exc Payroll/Finance Discrepancy Report - VM

dates they were generated. R

. . . 1 P. fwrprec_V_rpt Payroll/Finance Recon Report - VM
m  Use the Search (" / _)icon to find specific o5 158
P.. fwrprec_W_exc Payroll/Finance Discrepancy Report - WM
pages within a report
. PD; TEXT P. fwrprec_W_rpt Payroll/Finance Recon Report - WM

m  When you open a report you will see only the ot 5o o

Funds and Orgs you are authorized to view. Lats - i K

P‘D¥ TEXY o~ . nhrecrt Orgn Payroll Distribution
Note: “There are no pages for you to view” -
This message means either the Fund or Org | Finance Raporls : FWRBDST W

has not had any activity or you do not have
security to see the report.

m  If you have access to more than one Org, Tille
you can select an individual Org to capture a
report. PFF TEKT P FMonlhily Budysl SLalus Raporl , =Y 10, Feoud 10
i

| 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.

BEPORT : MEPEUTM et = GE Willian snd wary BN DATE 10-May-. 2 ~
B TIME 07:08 A
e

Arpiied T n.

sTesneactiong I Eaen tatazs
Begin T B R s T i 0 mecas para: 10-mar-anos

£
Fiseal Year: 2006 Chart of Recounts.

Fringe

*NOTE* Mo installaciom rate found for the £ollowing set of keys; procseding with a rata of 0 for the data shown.
CHRRT EMIIOVEE CLRSS EFFECTIVE ORTE

w 15 27-TAN-2006
*NOTE* Mo installsrionm rate found for the following set of kays; procseding wath a rata of 0 for the data shown.
CHRRT EMTIOYEE CLRSS EFFECTIVE ORTE

W 15 16-APR-2008

™ ENFLOYEE HAME POSITIGN SUTFII OB BESIN TATE
530371074 kemcdt, Whitley Warfiald SToalw 27-3mH-3008
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| 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.
EPRINT

~ ePrint
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Banner Select Report from Repository Finance :::::iol::pom

. BTFLEM
ePrint

About Banner 2Print | FAQ | My ePrint Change Repasitory | Help | Logout

Message is Available

Finance Reports

e

Report Description Latest Date
P;DF TE“ P. fwrbdst Monthly Budget Status Report Tue May 04, 2010 2:05pm
P‘DF TE}" P., fwrgrnt Payroll Labor Distribution by Grant Fri Apr 30, 2010 10:54pm
Banner My ePrint for Repository Finance Reports ::.::::Dp:pms
- Bl BTFLEM
ePrint

About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

Finance Reports : My ePrint

Configure Report Groups Reorder Search Settings Set List Length
Modify Groups | Reorder Groups | Create Group

Group name: Copy from this group:

Available reports:

FWRBDST_W-Monthly Budget Status Report
FWRGRNT-Payroll Labor Distribution by Grant =
FWRPREC_V_EXC-PayrollfFinance Discrepancy
FWRPREC_V_RPT-PayrollfFinance Recon Rept
FWRPREC_W_EXC-Payroll/Finance Discrepanc

FWRPREC_W_RPT-Payroll/Finance Recon Rep \i
GURFDED-Data Dictionary of Tables and Views <

NHRECRT-Orgn Payroll Distribution

Selected reports:

[(ave ) Canes1 |

1,
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Banner Report Detail: FWRBDST_W Finance Reports Repository|

] After finding the report you need, use the drill R
( =) to open a list of reports ordered by the
dates they were generated. Himatce epovts S EWHAIST W

About Banner =Print | FAQ | My =Print Change Rapository | Halp | Logout

m  Use the Search (" / _)icon to open the Pick : S B
Pages Screen. |f y'ou are in the Finance Re_ ';DF TEXT / i Monthly Budget Status Report , ‘), Period 10/April Tue May 04, 2010 2:05pm
pository, in the Page Key field click the drop

down menu to choose to see your reports by v

Fu nd or Org : FWRBDST_W : Pick Pages

Pick Values Manually Page Key: Fund ~

Opens a screen with a list of Orgs available Pick Values Manually | Search:
to you. Select the Orgs to include in the Page Key:|Fund v|
report. Once Orgs are selected, click Get the ' )
Report to open the PDF. . “ Pick Yalues Manually

Search

Enter an Org code and click search to open

one org Saved Searches: Range: [ 1

Range
Enter range of Orgs to view.

Finance Reports : FWRBDST_W : Pick Pages : Fund

SN SRS 7112100 127000 7]1C2000 104100
Enter name to save the search. 122000 132000 F1c4000 105000
7123000 141000 71105000 106000
71124000 7142000 71108000 107500
71125000 7143000 71102000 109025
71125800 7161000 71103000 F1L010
71126000 71163000 71104000 7 1M2000

’ / Get the Report
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] 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.

B

Banner Blackboard e-mail calendar groe

] ALL OTHER USERS: Always log out of ePrint
properly by clicking the Logout link AND closing

your browser window. Help | Legout
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