
Printing an Application 
 

There are 3 ways to print application pages from the GMS: 
 

Selecting the (1) Application Print Tab, (2) Print All Button or (3) Printer Friendly Link 
 

Application Print 
The Print All function can be accessed from the Application Print tab within the application itself to create a single PDF 
document of an entire application. The Print All function creates a PDF document that needs to be manually printed. The Print 
All is a scheduled process which occurs every hour, on the hour, between 7:00 am and 8:00 pm. In some cases (if it is ordered 
after 8:00 pm), your completed print application will be ready the next day after 7:00 am. A notification e-mail will be sent to 
you once the link is ready. 
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After clicking on the Application Print tab within the application, select the green hyperlink next to the name of the 
grant application (i.e., Title I).  Placing a check mark in the checkbox next to the program name will allow all of the sub-
sections to show. If you only wish a single part of a section, click the checkbox and the sub-tabs will show (i.e., 
Guidance, Program Information). Place a check on each page that you require to be printed. 
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One may also select the link to expand the selection of pages (i.e., Staff – opens Instructional and Non-instructional 
staff pages). Select the checkbox next to the page or pages that you wish to print. When you have completed your 
selection of pages to print, click on the Request Print button.  

 
 
 

The print job now displays under Requested Print Jobs.  Click on the green hyperlink to see the pages that were requested to 
print. 
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An e-mail notification will be sent when the print job is completed and ready to be printed. 
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The print job will run on the hour between 7:00 am and 8:00 pm and will create a PDF document available by clicking on the 
link that will appear under Completed Print Jobs. You may click on the green hyperlink to see the pages that were requested 
to print. 
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The requested print job may also be seen on the Application Select page by clicking the radio button next to the application 
you requested to print and then clicking on the hyperlink. If another user has ordered a print job, their request will also 
display. 
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Print All Button – On the Application Select page, you can click on the Print All button to request a print job of the entire 
application.
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The name of the person requesting the print job, date and time will display as a green hyperlink. The print all function also 
runs print jobs between 7:00 am and 8:00 pm every hour. 
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An e-mail notification will be sent to the user who requested the print job when the request has been received. 
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Another e-mail will be sent upon completion of the print request.
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Returning to the Application Select page, the print job is available by clicking on the green hyperlink. 
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Upon opening the hyperlink, the completed print job will display as a pdf shown below. You can now save and/or 
print the document. 
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Printer Friendly – You can also print individual pages by clicking on the Printer Friendly link in the upper 
right hand corner of each application page. Immediate copies will be available from your printer. 
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