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Instructions for Working with Output 
 

 
 
The work with all spooled files screen gives you access to your reports that are waiting 
to be printed.  By typing the appropriate number in the OPT area, you can delete, 
display, change and print the various reports.   
 
NOTE:  The files name QPJOBLOG are created each time a user signs on, and will 
automatically be deleted after seven (7) days. 
 

To display the spooled files: 
1. Press Esc 
2. Type 1 
3. Press Enter 

 
Available Options 
 

2 = Change (see next page for more details) 
3 = Hold (allows print to be held for printing at a later time) 
4 = Delete 
5 = Display (displays the report on the users screen) 
6 = Release (prints reports that have been held) 
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Using the Change Option (Option #2) 
 

The change option allows you to redirect the report to another printer, change the 
number of copies, select a page range to be printed and save the file so it can be 
reprinted. 

 
To redirect the report to a different printer: 

1. Tab down to Output queue 
2. Type the desired printer address 
3. Press Enter 

 
To change the number of copies: 

1. Tab down to Copies 
2. Type the desired number of copies 
3. Press Enter 
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To specify a page range to be printed: 

1. Press F10 for additional parameters 
2. Press PageDown 
3. In the field labeled Starting Page, key the page number where the print is 

to begin 
4. In the field labeled Ending Page, key the page number where the print is 

to stop, or *END to print the rest of the report 
5. Press Enter 
6. Type 6 in the OPT column 
7. Press Enter 

 
To save the file so it can be reprinted: 

1. Press F10 for additional parameters 
2. Press PageDown 
3. In the field labeled Save file, type *YES 
4. Press Enter 
5. Type 6 in the OPT column 
6. Press Enter 
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Using the Display Option (Option #5) 
 

The display option allows the report to be viewed on the screen.  In addition to paging 
up and down and left and right, there is a Find function that will allow the user to locate 
a specific value. 

 
Available functions: 
 
F3 = Exit 
F12 = Cancel 
F16 (Shift F4) = Find 
F19 (Shift F7) = View page to left 
F20 (Shift F8) = View page to right 
 

To find a value in the report: 
1. Tab down to the Find area 
2. Type the data to be located exactly; this field is case sensitive 
3. Press F16 (Shift F4) 
4. To locate the next instance of the value, press F16 again 

 
To change the view to the top of the report: 

1. Type T in the Control area 
2. Press Enter 

 
To change the view to the bottom of the report: 

1. Type B in the Control area 
2. Press Enter 


