
Default Printer Setup 

(in SAP GUI) 

 

 

1. AFTER LOGGING ON TO THE SAP GUI you will be at the SAP Easy 
Access Menu.  Type in Transaction Code SU3 and hit the Return key 
(see screen shot below): 
 

 

 

  



2. The following screen will appear and you should click on the Defaults 
tab. 

 

 

3. Click on the right side of the OutputDevice box so the Pick List icon  
appears.  Click on the Pick List icon. 

 



4. When the following box appears, click on the . 

 

 

5. This will bring up a list of all of your available printers.  The standard 
printer options are as follows: 

Select OutputDevice To Print From: 
Frontend Printer SAP GUI (PC) 
Frontend Printer via MAC SAP GUI (Mac) 
Frontend Printer via PDF SAP Portal 
 

On the Spool: Output device (1) box, highlight the printer you want as 

your default printer, then click on . 

 

 



6. Your Maintain User Profile screen should look like this.  Make sure to 

check the Output Immediately option box.  Then click on the Save  
icon. 

 

 

7. If you need to change your default printer, make sure to highlight the 
OutputDevice and delete it.  Then repeat Steps 3 – 6. 

 


