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Setting Up a Default Printer in SRM 

This procedure will allow you to establish a default printer in SRM.  The printer will then 

automatically default into your documents. 

1. Select Maintain Users Own Data from the My Settings Workset 
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2. The Maintain User Profile screen displays 

 

3. Select the DEFAULTS tab 
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4. In the Spool Control Section, select the match code in the OutputDevice field 

 

5. A search box will display 

a. Select the RESTRICTIONS tab to open search criteria 

b. Enter your two letter agency designation (e.g. GS*) and hit the enter key on the 

keyboard 

c. Locate your printer and select the ENTER (Green check) button 
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6. The information will populate into the OUTPUTDEVICE field 

 

7. Select the SAVE button to hold the changes made to the system 

 

8. Exit the system properly 


