
 Printing Rosters 

 
Using the mnemonic XCRS you can create a report that contains roster information 

   

 

 Set: 

 

Academic Level = UG 

 

Term = 06/SU (or any valid term) 

 

Course Section: any valid course 

section 

 

Location = 200  

 

Then click on Save  

   

   

 

 Make sure the Output Device is 

set to H Hold/Browse File 

Output. 

 
You can simply type H in the Output 

Device box to set this parameter. 

 

Then click on Save  
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 Make sure the “Execute in 

Background Mode?” parameter is 

set to N 

 

Then click on Save  

   

   

 

 You will get this dialog box, unless at 

some point in the past when running a 

Datatel report you put a check mark 

in “Close automatically when 

complete”.  I recommend that you do 

NOT have this dialog close 

automatically. If there is a problem 

with the report you will see the error 

message about the report only if this 

dialog box is open. 

 

Once the “Click FINISH to 

complete…” message appears in the 

dialog box 

Click Finish  
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A query is running in the background and the report is being formatted so it may take several seconds for the 
“Report Browser” to open. 

 
 

 
To print the report click on the print button   located on the Report Browser tool bar  

 

 

 
 

  

 

A standard Windows “Printer 

setup” dialog box will open.  You 

can select any printer you have 

access to and click OK to send the 

report to your printer. 

 

This report prints best if you set 

 

Print Formatting  

 

Use Font 

Courier, New 8 

 

Orientation:   

Landscape 
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