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Note:  Printer icon must be “in color” before SAP will allow you to use the printer 
icon to print.  Icons that are gray are not valid selections.  
 
 

 
 
 
 
Output Device:  To print to your local printer type LOCL in Output device. 
 

 
 
 
Information Message: You should get a pop-up box “Format set to..”, click on 
green check 

Left click on 
Printer icon 

LOCL 

Green Check 

Press Enter or left-click on 
the Enter icon (green check) 
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Continue:  Left-click on the continue button 

 
 
 
 
Spool Request message:  You should receive a message at the bottom of your page 
“Spool request…..” 

 
 
Network Printers:  You may also print to a network printer. To view the network 
printers that are set up in SAP, use drop-down box. 

 
 
Network Printer:  Select appropriate printer by double clicking on appropriate line.  

 
 

Continue button icon 

Use drop-down box - Output device 
should be blank.        1 

Press enter or left-click on 
enter icon.            2 
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Default Printer: To set your default printer – System > User profile > Own data 
(left-click on Own data) 

 
 
Defaults:  Left click on the Defaults tab. To have your printer default to your local 
windows printer, type in LOCL in the OutputDevice box.  Left click on Output 
immediately, if it is not already selected. 

 
 
SAVE – Left click on the save icon (diskette). 
 
Printing when printing is not available:  SAP will allow you to do a print screen 
by using the “Customizing” icon and selecting Hardcopy.  This will print what is 
currently displaying on your screen.  

 
 

Use drop-down box to find 
appropriate printer.      1 

SAVE    2 
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Printing when “Customizing” icon is not available:  Sometimes you wish to print 
something and SAP will not allow, you can always use the “Print Screen” key on 
your keyboard and paste into Word.  

 
 
Internal Error:  If you receive this message, the report is too large and you will 
have to go to transaction ‘zshow_spool’.  This will probably on reports that were 
executed in the background, please see “Running Jobs (Execute) in the 
background”handout for additional information.  

 
 
ZSHOW_SPOOL:  Enter the Spool number and then execute. 

 
 


