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Introduction to Print Queue

Throughout QVF, you have the option of waiting to print a variety of items by selecting the “Print Later” option
which sends a print job to the Print Queue. The Print Queue is both document- and voter-based. Document
types are divided into separate tabs and within each tab is a list of voters with a document of that type waiting
to be printed.

The Print Later feature is available for the following document types:
ID Cards

Master Cards

Notices: Challenge, Rejection, Moved Out, Moved Within
AV applications (single and dual)

AV Ballot Labels

Print Master Cards 2%
= Setup ] @& Previewl | S ok | % Cancetl ? ﬂehJ
Card/Notice Type 1 Copies
(% QVF Printed g g 9E g
" Pre Printed —_—

—Print Options
-
ot " Print Now (¢ Print Later
Form Size: n/a

Once you have completed your work and
are ready to print the items you sent to the
Print Queue, retrieve those print jobs by:

2. Click Print Queue Fie SysAdmin Elections DataMaint. Window Help
Default Rt Reports Module Ctl+R

| Local Report Queve Ctrl+l
Qe




Navigating the Print Queue

QVF Desktop Reference Chapter 19: Print Queue

Provided by the Michigan Bureau of Elections
Updated January 2014

You will find a tab listed for each type of document you have waiting to be printed. Within each tab will be the list of

voters with that type of print job

v J Print Queue

& print |

CEX)

B cose| 2 bew |

I Cards | Master Cards | Moved Out Notices | Moved Within Notices AV Appications | Av Batts |

Total Selected: 1 Al

| printed | Not printed

User Generated A
| 102000094/ MCQVF, ERMA JEAN 11/05/2013 | CLONER@09460 ||01/16/2014 2:23:51 PM
102000096 MCQVF, JOSHUA DAVD 11/05/2013 CLONER@O09460  01/16/2014 2:24:21 PM
102000104 MCQVF, KELLY MICHELLE 11/05/2013 CLONER@09460  01/16/2014 2:25:03 PM
102000098 MCQVF, LAUREN MAY 11/05/2013 CLONER@O09460  01/16/2014 2:24:28 PM
102000100 MCQVF, LEROY JAMES 11/05/2013 CLONER@09460  01/16/2014 2:24:36 PM
102000102 MCQVF, LISA ANNE 11/05/2013 CLONER@O9460  01/16/2014 2:24:46 PM
102000092 MCQVF, MARIAN LOIS 11/05/2013 CLONERQ@09460  01/16/2014 2:22:33 PM
v
Quu ark Selection w

Printed

| wot printea

Pr‘nlg All Users

Here is an introduction to the Print Queue screen and the module’s functionality.

Use the Select buttons to select All voters, those voters whose document has already been Printed, or those

Use the Mark Selection buttons to either mark selected rows as Printed or Not Printed
Add a checkmark to the Show Printed box if you want to see printed documents included in the list of voters

with documents yet to be printed. *Print jobs are not deleted until you delete them or they have been

* voters whose document is Not Printed yet.
E:
automatically deleted after 30 days.
. jurisdiction.
e.

Printing from the Print Queue

Add a checkmark to the Show All Users box if you want to see print jobs sent by all QVF users in your

To delete a print job for a voter, select the rows you wish to delete, and click Delete.

To print the documents
for all the voters listed
for that document type:

\. J Print Queue

1. Click Select All

B coe

2. Click Print

| 102000104| MCQVF

102000100| MCQVF
102000102 | MCQVF

102000098 | MCQVF,

102000092 | MCQVF,

ERMA JEAN
, JOSHUA DAVD

KELLY MICHELLE
LAUREN MAY
LEROY JAMES
LISA

ANNE

MARIAN LOS

110520

IH.-‘J""' 3

el

3(| CLONER@09450
)| CLONER@09460
CLONERG0945!

lo111622014
[01/16/2014
[0111622014 22
[0111672014 22436 Pu
[011672014 22446 Pu
01/16/2014 2.22.33 PM

[CLONER@09460
| CLONER@09460
3/| CLONER@09460

3| CLONER@09460

Total Selected: 7

Not Printed
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The next window that appears shows a preview of the document(s) you are about to print. You can also change the
Output Format of the document if it was sent to the Print Queue in the wrong format. You can manage other printing
options (when applicable) before printing from this screen.

Those options include:

a. Output Format

b. Include Extra Label: L —
prints a residential e
address label as well [ T

TS o

as a mailing address
label (default)

Label Size

Show Ballot Number:
includes the ballot
number on the AV
Ballot Envelope label
Sort By

Copies

Save to a PDF

Save to a Comma
Separated Text file
(.csv, compatible with
spreadsheets)

i. Save to Zip file

Q0

SQ ™o

*Clicking Setup will allow you

to change paper size, .
_ ge paper sl Then(s) [gem pm 85 x11°P

orientation, and printer. _ B B ]34 % 4 4 |1 >

When you are finished selecting your options, click OK to print.

After sending the print job to your printer, you will be returned to the main Print Queue screen. The items you printed
will no longer display unless you have a checkmark in the Show Printed box. Remember, even after being printed,
print jobs stay in the Print Queue until either you delete them or they are 30 days old and are deleted automatically.



