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WORKING WITH CIMS SPOOLED FILES 
 

 
 
 

 
 
 
 
To work with reports from CIMS without printing them first, submit your report as you normally would in 
CIMS.  When you get to the Submittal Prompt screen above, change the Output Queue to the word 
TEST.  This will essentially “print” your report to a fictional printer that will allow you to utilize the 
features described in this handout.  
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This screen gives you access to your reports that are waiting to be printed.  You get to this screen by 
using your ESC key from any screen in the AS/400.  Under File, you should be able to identify your 
report by looking for the item with a naming convention similar to the job you submitted.  If you have 
several items in your Spooled Files screen, you may need to PageDown to find the one you are looking 
for.  
 

NOTE:  Files named QPJOBLOG are created by the system when you sign on and are 
automatically deleted after seven days.  You can ignore any files with that name. 
 

 
You will be using the menu options at the top of the screen as follows:  
 
 2 = Change Spooled File Attributes 
 3 = Hold for printing at a later time 
 4 = Delete  
 5 = Display on your screen 
 6 = Release reports that have been put on Hold 
 
 
Press F3 twice to return to your AS/400 session. 
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The Change Option allows you to redirect the report to any AS/400 printer, change the number of copies 
to print, select a range of pages to print and save the file so that it can be reprinted later. 
 
To change the number of copies to be printed, Tab down to the field named Copies and change to the 
number you want.  Press F10  and then PageDown to get to additional parameters you can change and 
to specify a printer you want to route the report to.   
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To direct the report to a printer, enter a valid AS/400 printer name in the field named Output queue.   
 
To specify a page range to be printed, insert your starting and ending page numbers in the Starting page 
and Ending page fields.  (*END means to print to the end of the report.) 
 
If you want to save this file so that you can reprint it later, Tab down to the field named Save file and 
change it to *YES.   
 
 
Press Enter to complete your changes and return to the Work with All Spooled Files screen.  If your 
report was put on Hold, enter a 6 next to the file name to print it; if your report was not put on Hold it 
will automatically print to the printer you have specified. 
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The Display Option allows you to view your report on the screen.  Use the following commands to 
maneuver in this screen: 
 PageDown 
 PageUp 
 Shift + F8 (F20) shifts the display to the far right of the report 
 Shift + F7 (f19) shifts the display to the far left of the report 
 
Use any of the following values in the Control  field at the top of the screen: 
 T  will go to the top of the report 
 B  will go to the bottom of the report 
 W+(any number)  will shift your display to the right that number of columns 
 W-(any number)  will shift your display to the left that number of columns 
 +(any number)  will advance your display that number of lines down 

-(any number)  will roll your display that number of lines up 
 

To search for a specific value in your report, enter the data you are looking for in the field named Find 
and press Shift + F4 (F16).  You can continue to press F16 to find the next occurrence of your data.  
This search function is CASE SENSITIVE, so enter your selection exactly as it would appear in the report. 
 
To exit this screen and return to the Spooled Files screen, press F3. 
 


