
Sage 200 Technical Tip 
 
 
Print Spooling 
 
It is usually the case that most Sage 200 users will choose to “preview” their reports on 
screen rather than “spool” them, however there are some benefits in using the Print 
Spooler in Sage 200, especially for month-end or management reports. 
 
When you preview a report on screen you will see a button at the top of the screen called 
“Spool”. This will save a copy of your report into the spooler for future use :- 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once “spooled” you can then access the spooler by clicking on the icon below:- 
 

 
 

 
 
 
 
 
 
 



Once the spooler window is open you can choose to do the following actions :- 
View the report 
Print the report 
Email the report 
Delete the report (if you have permission to do so) 
 
You can also use the FILTERS options at the top of the screen to search for a report by :- 
Name 
User Name 
Date Ranges 
Company 
 
Any report saved into the spooler will stay there until you decide to delete it. 
 
You can, therefore, save all of your month-end, year-end, financial reporting and anything 
else into the spooler and view / print them for future use. 
 
 
 
 
 
 
 
 


