DISPATCH LOG-ON

ENTER: CIC

1. Log-into 1ISD2

2. At the HSD screen,
typein DSP2

3. PressENTER
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DISPATCH LOG-ON

DATE: HOKDAY,

TINE: 1:36 P (13:36) Type DSP2 again
TERN 10 HHOY

WETHAHE : HHOJI

SIGHON 1S COMPLETE, CLEAR SCREEN T0 CONTINUE and
dspall

PressENTER

DISPATCH LOG-ON

Depending on profile, the
o first screen lists the reports
User “;Emm Deseription: JESSIE SHLA you are authorized to access.
) Reciptent besariptin
0 HISFEDREP FEDERAL REPORT
HISREFUGE] REFUGEE (1]43
Enter the letter S next to the
group(s) of reports you want
to view and press ENTER.




DISPATCH REPORT SELECTION SCREEN

Y ou have several options at the Dispatch Selection Screen:
1. Search by specific report number

2. Sort reports by dates

3. Page down, PF8 key, until you find the needed report

DO NOT DELETE ANY OF THESE REPORTSI!!!

SORTING BY DATES

TAB down to the START DATE field:

1. Youcanenter justaSTART DATE, or

2. You can further define the parameter by also entering an END DATE
3. PressENTER

SELECTING A REPORT TO VIEW

To select a specific report to view:

1. TAB to the report you want

2. Typeintheletter S

3. PressENTER B




VIEWING A REPORT

Unless you have a very large monitor, you will only see part of the report
on your monitor.

Press the F11 key to scroll to the right of the report.

VIEWING A REPORT

Thisis the right side of the report.

To scroll back to the left, press the F10 key.

LOCATING A REPORT

The LOCATE command is used to take the user to a specific
report on the SELECTION SCREEN. This eliminates the scrolling
down process.




LOCATING A REPORT

1. At the COMMAND line type in the letter | (for locate)
2. Enter a SPACE

3. Typein the REPORT NUMBER

4. Pressthe ENTER key

LOCATING A REPORT

The requested report appears on the SELECTION SCREEN with the most
recent report listed first.

To view the report enter the letter S next to the report and press ENTER.
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PRINTING THE REPORT

At the COMMAND LINE, typein code for what you want to print:

PA —Prints all of the report

P — Prints the page

P# - Prints the number of pages as indicated by the “#"

PS/PE — Type in PS (Page Start) use the P8 to scroll down to the end of the
last page to print, type in PE (Page End)




PRINTING THE REPORT (continued)

Atthe COMMAND LINE, typein X1
Pressthe ENTER key

PRINTING THE REPORT (continued)

At the COMMAND line:
Typein X1, this brings up alist of all available printers
PressENTER

PRINTING THE REPORT (continued)

Press the P8 key, scroll down, to find the appropriate printer
TAB to the printer, type the letter S
PressENTER




PRINTING THE REPORT (continued)

Once the printer is selected, the Viewing Print Request Screen appears
Press ENTER again
Message appears: REPORT HASBEEN PRINTED 16

DISPATCH CONSIDERATIONS

Print requests may produce up to 9 or more
pages of “banner” paper

Problems with the Dispatch system are reported
through the “Point of Contact” at local 1SD

office




