Information Resource Center Training Center Petaluma

Adding a Network Printer

Connect to a This job aid will show you how to connect to a network printer and change your
Printer default printer settings.

Step Action

1. Click the Start button >> select Settings >> click Printers and Faxes
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3. Click the Add a Printer icon in Printer Tasks box in top left panel.

Printer Tasks

[Z] Add 2 printer

4, The Add Printer Wizard will open in a new window.
Click Next button twice

Adding a Network Printer Page 1
Revised: 08/20/07



Information Resource Center Training Center Petaluma

If... Then.

You want to A. Select Find a printer in the directory.
browse for the .

printer you wish B. Click Next
tO ConneCt tO N Add Printer Wizard

Specify a Printer
IF you don't know the name or address of the printer, you can search for a printer f
that mests your needs.

“wihat printer do you want to connect to?

' Find a printer in the directony

= Correct to this printer [or to browss for a printer, select this option and click Next]:

Marme: I
Example: Yhserversprinter

" Connect to a printer on the [ntemet or,on 2 home or office network:

UAL: |
Example: http: A/server/printers/myprinter/. printer

¢ Back Cancel |

C. Type the name of the printer (or a short
string of letters that should be part of
the name) in the Name textbox (usually
found on a label on the front of the
actual printer).

In this Example we typed ‘IRC’ to search
for all the printers that include IRC in their
names.

<% Find Printers
File Edit “ew Help

In I@ Erttire Directary j Browss... |
Frinters | Fealuresl Advancedl

Stop

Clear &l

Name:  |IRC

Location: I

Iodel: I

D. Click Find Now button

E. From the resulting list, select the
Printer name that is accessible to you
in the area you are working. In the
Example below we have selected the
‘IRC4’ printer which is located in the

OR IRC Satellite.
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4% Find Printers

File Edit Yiew Help

In: I@ Erttire Directorny j Browse. |

Prinkers IFealuresl Advanced |

Mame: I IRC
oo |

Stop

Location: I

Clear All
Model: I

ok |

Mamne I Locationl Model | Server Mame

@CCQIE Lexmark C912 d11ms-wkrpefp03.main. ads.u:
'-';'EIF:_-.Z-'{ Samsung ML-21 L& d1ims- ,ads, L
@IRCZCQlZ Lexmark C912 di ims-wkrpefp03.main, ads, u:
@IRCZ OKI B6300(PCLAY d11ms-wtrpefp03.main. ads.u:
@IRC OKI BE300(PCLEY d1ims-wkrpefp03.main, ads,u:
4 | I

|5 itemis) Found i

F. Click the OK button
G.Goto Step 6

You know the A. Click the Connect to this printer
server location option

and name of the
printer you want
to connect to...

B. Type in the name of the Server and
Printer under the MAIN Domain, using
the suggested format.

\\ServerName\PrinterName

Example below uses:
\D11MS-WTRPEFP0O3\IRC4

Add Printer Wizard

Specify a Printer O
If wou don't knaw the name or addiess of the printer, you can search for a printer v
that mests your needs.

‘Wwhat printer do you want to connect to?

" Find a printer in the directory
' Connect to this printer [or to browss for a printer, select this option and click Mext:

Mame: [¥\D1TMS-wTRPEFPI3UACA

E=ample: W\serveriprinter

" Connect toa printer o the [ntermet orona home ar office network:

uRL |

Example: hittp:#serverfprinters/myprinter/. printer

< Back I Hext > I Cancel

C. Click Next.
D. Goto Step 6
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6.
Default Printer
If... Then.
You want this to be your default Select Yes to set as
printer OR it is the only printer you default.
will be using...
You do not want this to be your Select No to set as
default printer OR you are connected | default.
to other printers...

7. Click Next >> click Finish

Adding a Network Printer Page 4

Revised: 08/20/07



	Adding a Network Printer
	Connect to a Printer


