Connecting to a Networked Printer

1. Click on “start” and select Printer and Faxes.
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3. Select the “Next” button. 4. Select the 2™ option and click “Next”.

Add Printer Wizard

Add Printer, Wizard

Local or Netwark Printer
The wizard nezds to know which twpe of printer to et up,

Welcome to the Add Printer
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L ) ) ) Select the aption that descnbes the printer you wank o use:
This wizard helps pou install a printer or mak e printer

cornections () Local pinter attached to this computer
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poit, such as [EEE 1334, infrared, and 50 on), you
do not need to use this wizard. Click Cancel to
close the wizard, and Hn plug the printer's cable
into pour computer or poit the printer toward your
computer's infrared port, and tuin the printer on,
Windows wil automaticaly install the printer for pou i 2 Taset up 2 network printer that iz not attached o a print server,
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o use the "Local printer” option.
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5. Select the 1% option and click the “Next” button.

Add Printer Wizard

Specify a Printer
IF you dan't know the name o addiess of the printer, you can search for a printer
that mests your needs,

What printer do you want to connect to?

(5) Find a printer in the drectory
(7 Connect to this printer [or to browse for 2 printer, selict this option and click Nex)
Name:
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URL:
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6. In the “Name” field, type the abbreviated name for your location (see table below), and
then click the OK button. In the example, | chose “pb6” (Power Bar, 6" floor). That
pulled up a list of available printers for that location. Please keep in mind that even if

you are able to see a particular printer, some printers are restricted to specific units.
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7. Double click on the available printer closest to your work location.
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8. You’ll be asked if you want your newly added printer to be your default printer.
Select either the “Yes” or “No” radio button, and then click on the “Next”.

Add Printer Wizard

Default Printer
' our computer will alvwaps zend documents ko the default printer unless pou zpecify

othenwize.
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9. The last screen will summarize your newly added printer. Just click on
“Finish” to close the wizard window.

10. Repeat steps 2 through 9 if you want to add additional printers.



