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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

Maintain User Profile

[menua] | | 4 [ Back |[ Save |[ Cancel || Exit |[ System | [ Password |
User POO446880
Changed By 06,/28/2013| 08:07:52 Status Saved
- Address Defaults Parameters
Perzon
Title - =l
Last name Anderson
First name Cynthia
Academic Title
Complete name Cynthia Anderson
Language English e
Work Center
Function
Department General Services
Room Number Floor Building code
Communication
Telephone 717-214-3445 Extension
Mobile Phone =]
Fax 717-783-6241 Extension [=]
E-Mail Address cyanderson@pa.gov
Comm. Meth Remote Mail - Other Communication... |
Company
el
Company ATTNn: Bureau of Procurement Eid Room / 555 walnut Street &th Flo|
3. Select the DEFAULTS tab
Address - Defaults Parameters
Start menu
Logon Language
Decimal Motation 1,234,567.89 «
Date Format MM /DD /Y YYY -
Time Format (12/24h} [z4 Hour Format (Example: 12:05:10) -|
Spool Control
QOutputDevice |
[ Print immed.

[] Delete After Output

Perszonal Time Zone
Time Zone EST
Sys. Time Zone EST
CATT
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4. In the Spool Control Section, select the match code in the OutputDevice field

Spool Control
OutputDevice

[] Print immed.

[ ] Delete After Qutput

[

5. Asearch box will display

a.
b.

C.

Select the RESTRICTIONS tab to open search criteria

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

Locate your printer and select the ENTER (Green check) button

Spool: Qutput device (1)

— =]
- i Restrictions —
Output Device [Gs: i
Device type :
Location/ztatus |
Maximum No. of Hits
L |2 [ I G |
ODev = |Dev.... Location/Status Message
G5-ZZND RWG45_HPLJSN HPLJ4000 | Harrizsburg, 22nd & Forster Sts., Room G459 |E|
GS-ZZND RMG50_HPLJSN HPLIS Harrisburg, 22nd & Forster Sts., Room G50
G5-Z22ND RMG54_IMGZC20 HPLJ4000 | Harrisburg, 22nd & Forster Sts., Room G54
G5-ZZND RMGE_HPLJ45] HPLJ4 Harrisburg, Z22nd & Forster Sts., Room G& —
G5-22ND_RMG44A_HPLI301S HPLJ4000 | "Harrizsburg, 22nd & Forster St=., Room G44-4A"
GS-2ND CONFRM1_HPLJ4730 HPLJ&0O0 | "333 Market 5t, 2FIr.Conference Rm 17
G5-AB01 RM100_IMG2520 HPLJ4000 | Harrizburg, 18th & Herr Sts., Arsenal Bidg., Reom 100
G5-AB02 RM202_HPLJ4050 HPLJ400O0 | Harrizsburg, 18th & Herr Sts., Arsenal Bldg., 2nd Fl.
G5-AB03 RM313_HPLJ4050 HPLJ4000 | Harrisburg, 18th & Herr Sts., Arsenal Bidg., 3rd Fl.
GS-ANNEXBSS RM107_HPLJE150 ZHPE150 | "DGS Annex Bldg. 55, Rm. 107 o
GS-BOBALIWAREH_XWCKM20IMFP HPLJ4000 | Harrizburg, Bobali Warehouse
GS-BRIMCHECKHPS150_CHECK ZOHPOGQ | "408 North Office Building, Room 408, BRIM®
GS-CAN3235G45_CANIR3235 ZLANS "Harrisburg, 22nd & Forster Stz Room G45°
GE3-DEMON COTTAGE_IMAGZ330 HPLJ4000 | DGS Annex Complex - Dixmont Cottage Building #7
GS-ELMOFFICE_Kyocera-FS2020D HPLJ4000 | Harrizburg, Eimerton Warehouse o
GS-ELMWAREHOUSE_HPLJZ300 ZHRZZ200 Harrizburg, Elmerton Warehouse
G5-FPOS CUBE1358_HPCLJ4500 ZHP4500 | Harrisburg, 555 Walnut 5t., Forum Place, 8th Fl., Cube 1359
GS-FPO& CUBE162_RICOTO01 HPLJ4000  "Harrisburg, 555 Walnut 5t., Forum Place, 6th Fl., Cube 162" |E|
ElZ)E]
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6. The information will populate into the OUTPUTDEVICE field

Spool Control
OutputDevice G5-FPOE CUBE16Z_RICOFOOL

[ Print immed.
[ Delete After Qutput

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

Maintain User Profile

| Menu‘| | | 4 | Back || Save || Cancel || Exit || System 4 | | Password
User FOO446880
Changed By 06/28,/2013|08:07:52 Status Saved
Addrezs ©  Defaults Parameters
Start menu

Logon Language

Decimal Motation 1,234,567.83
Date Format MM /DD /Y Y'Y il
Time Format (1224} 24 Hour Format (Example: 12:05:10) -
Spool Control
OutputDevice G5-FPOE CUBE16Z_RICO7FO0L
[ Print immed.

[ Delete After Qutput

Personal Time Zone

Time Zone EST
Sys. Time Zone EST
CATT

[ Test 5

8. Exit the system properly



