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Setting Default Printers in Sierra 
 
Sierra allows users to select the method they want to use to print documents. Options include printing 
the file to a computer program like OneNote or sending it to an email address. Therefore, users may 
choose a different printing method each time. Most users, however, want to print to paper and have the 
same printer selected automatically by the software when they log in. Sierra also allows setting a default 
printer for the different kinds of documents printed and printers used. These instructions explain how to 
set those defaults.  
 

There are four steps you have to follow to complete the setting of defaults.  
 

Selecting a Receipt Printer 
 

The receipt printer is used to print date due slips, transit slips, hold slips, etc. To set a receipt printer 
default, click on File in the upper left corner of any screen. Highlight Select Printer and click Receipt 
Printer.  
 

 
 

A pop-up box will appear. Click Local Printer, then click OK.  
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In the next pop-up, in the “Name:” box, be sure the correct receipt printer is displayed. If it’s not, click 
the down arrow key to show all printer options, then click on the printer you want to use. When the 
correct printer is displayed, click OK.  
 

 
 

Selecting a Standard Printer 
 
Now you must select a standard printer. This is the device where you print reports, paging lists, etc. The 
process is exactly the same as selecting a receipt printer – click File and highlight Select Printer – except 
this time you click on Standard Printer.  When the box with the printer selections appears, be sure the 
standard printer you want to use appears in the “Name:” box before clicking OK.  
 

Selecting a Print Template 
 
Once again, go to File, then Select Printer, but this time click on Print Templates. In the “Select output 
type” box, click the down arrow and scroll all the way to the bottom. Click on Transit Slip. When that 
template is displayed in the box, click OK.  
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Another pop-up will appear. In the “Name:” box your receipt printer should display. If not, click the 
down arrow and pick the correct receipt printer.  
 

At the bottom of the pop-up is a line saying “Save this printer selection.” In the box in front of that line 
there should be a check mark. If not, click to put a check mark in that box. Then click Print.  
 

 
 
 
Selecting the Transit Slip as your default Print Template ensures that forms print to the correct printer. 
For example, if your transit slips are trying to print to the standard printer, setting the Transit Slip as 
your print template default usually solves that problem.  
 

Saving Your Default Choices for Future Sierra Sessions  
 

The previous three steps have set the defaults for the current session of Sierra. In order to ensure that 
Sierra remembers these defaults in future sessions, there is one final step you have to take.  
 

At the top of the screen, click on Admin, then Options. A pop-up will appear. Click on the Printing tab at 
the top of the box to change the display. In the section labeled “Printing Defaults” be sure the radio 
button in front of “Last use on workstation for login” is selected. Then click OK.  
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To complete the process, you must log out of Sierra, then log back in with the same login on the same 
computer. This process must be repeated whenever Sierra is installed on a new computer or when a 
new printer is added. It must be done with each login, even if the same computer and printers are used.  
 
 
 


