Groupmaker

Initial Set-Up

Go to START, SETTINGS, PRINTERS.  Look for Generic/Text only as one of the printers shown.  If “Generic/Text only” is not a printer option, you will have to add it. 

Go to START, SETTINGS, PRINTERS, then ADD PRINTER

Follow the steps through the Wizard.  

Choose local printer, even if you do not have a local printer (you may get a warning).

If it asks for a port, choose the one it highlights.


From the Manufacturer list, choose Generic; From the Printer list, choose Generic/text only.


Answer NO when it asks if this should be the DEFAULT PRINTER.


DO NOT SHARE.


Do not print a test page.

Finish and exit out of the Wizard. 

Step 1

-Pull up a report that already exists in Banner.  (Examples:  WGNS152, WGNS139)  

- If you have already compiled and run a population selection, go to Step 2.

Select/fill in the following areas:

-DESTINATION TYPE:  file (If you want a printout of the report, choose printer and it will create both a file and a printout.)

-DESTINATION NAME: name the file what you want.  The file name must start with “C:\” and end with “.txt”.  (ex. C:\wgns139.txt)  

-FORMAT:  Leave blank

-BACKGROUND: NO

-TERM CODE: Choose appropriate term

-Choose any other parameters that the report asks for (i.e. major, academic standing, etc.)

-CREATE POPULATION SELECTION: yes
-Run the report

-When the print prompt comes up, select “Generic /Text only” from printer options.

-Click OK

-You should get a prompt that says “Your population selection has been generated.”

-Check in your C: folder to be sure the report you created is there.  [To look in your C: folder, double-click on the “My Computer” icon that is on your desktop.  Double-click on (C:).]

-If you want to actually view the report, double-click to open, then close.

Step 2

-In Banner go to ICGORGMK.

-In the Printer box, type DATABASE.

-Enter the following information in the Values box per correct line:


Application Code:
REPORTS


Selection ID:

Name of the Banner Report or Population Selection (this is case-sensitive and must be typed exactly as you typed it when created)  (ex. WGNS139)


Creator ID:

Banner username of who created report (ex. STCSMH)*


User ID:

Banner username of who created report (ex. STCSMH)*



*These are always the same ID’s and always the initials of the creator.

Segment Name:
Create a one-word name to be used on the Campus Pipeline system (ex. SP02enrolled).  Make a note so you can remember what you named it.

Segment Description:
Describe report (ex. all undecideds enrolled for Spring 2002)

Expiration Date:  
This date is very important – don’t leave this blank.  Choose at least a week from the day of the request.  You could set this to expire at the end of the term.  (ex. 20-DEC-2002)

Report Selection:
Do not enter anything in this box!

-Be sure that Submit is selected at the bottom of the screen.

-Click your mouse in the Submission frame.

-Save.

-Make a note of the Log File information at the bottom of the screen (ex. icgorgmk_######).

Step 3

-Open Remedy Ticket 

Go to the School Services Tab on Pipeline, scroll down and choose Remedy Web.  Put in your Netwrok username and password (ex. stcsmh).

-Select Request for Service.

-From the Summary listing select Campus Pipeline – Groupmaker

-Enter the name of the report  (ex. SP02enrolled), the start date and end date, whether or not the report will be used every term, and the log file information (ex. icgorgmk_######).

Step 4

-When notified by Computer Services that ticket is complete, you may use this Imported Group in Campus Pipeline – personal targeted announcements.

