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Using the Report Manager to Print the General Ledger Report for 
the Bursar’s Office 

 
 The following outlines the process for Printing the Admissions General 

Ledger Report for the Bursar’s Office.  This is a new procedure that will go 
into effect when E-Commerce goes live on October 14, 2003.  After 
printing the report, it must be delivered to the Bursar’s Office daily. 
 
This Job Aid is an addendum to the “Accessing and Printing Reports” 
section of the Admissions Back Office Training Guide. 
 

 

 
Home PeopleTools Report Manager Inquire Report List 

 1. Locate the GL report within Report Manager. 

 2. Verify that the Request Date/Time column displays either last night's date or early 
this morning. 

 3. Verify the Status column indicates that the report 'Posted' 

 4. Click View. 

 5. On the next page (Report Log/Viewer), select the PDF output that was generated. 
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 5. View the report.  It may be necessary to click  or  to page through the document. 
  

 

 6. 
Click  at the top of the page to print the report 

 7. Verify that the Fit to Page checkbox is checked. 

 8. Click OK. 

  

 

 9. Click  in the upper right hand corner of the screen to close the report. 

 10. Deliver this report to the Bursar’s office that day per the campus process. 
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