Installing a Network Printer

USED FOR Windows 7 / Classic Start Menu on Windows 10: Look at 2 to know if you need this version of the

notes. If not, Look BELOW!

1. You must know the name of the printer you are going to install.

2. Click the start menu button - Look for these icons on the bottom left:

Windows 7 | Classic Start Menu

3. Click Devices and Printers
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4. Click on Add a printer

Add adevice | Add aprinter |

Start the Add Printer Wizard, whlch
helps you install a printer
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What type of printer do you want to install?

= Add a local printer
Use this option only if you don't have a USB printer. (Windows automatically installs USB printers
when you plug them in.) L

2 Add a network, wireless or Bluetooth printer
Make sure that your computer is connected to the network, or that your Bluetooth or wireless
printer is turned on.
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6. Highlight the printer of your choice by clicking it
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Select a printer

Printer Name Address =
34
5% Printer-Copier(PPP) on CAUDC3 Chestnut Office L
@ACCT_PRINTER_COPIER on ACCTSRVR ACCOUNTING OFFICE

@ PPP_CHECK_PRINTER on CAUDC3 CHESTNUT

#pPP_L ABLE_PRINTER on CAUDC3

9 PRINTER-COPIER-2(PPP_2nd_FLOOR) on CA... PPP_2nd_FLOOR APT 2 A

#5 RE_MICR_PRINTER on ACCTSRVR Accounting Office by general printer

#95 ACCT PAYROLL CHECK on ACCTSRVR Accounting Office N

e | Seachagan |

# The printer thatI want isn't listed

[ Next ][ Cancel ]

7. if your printer isn’t listed:
A: click, The Printer that | want isn’t listed.
B: click, Find a printer in the directory, based on location or feature (This may look a bit
different in your version)

Find a printer by name or TCP/IP address

i@ Find a printer in the directory, based on location or feature
(") Select a shared printer by name
Browse...

Example: \\computernameprintername or
http://computername/printers/printername/.printer

() Add a printer using a TCP/IP address or hostname

(71 Add a Bluetooth printer

Mext |[ Cancel




8. Up comes a longer menu that you can find your printer on.
A: highlight the printer
B: Click OK

File Edit View
In: [ Entire Directory | [ Bomse.. |
Prnters | Features | Advanced
Find Now
Name:
Stop
Location:
Model:
7’)7
[Search results:
Name Location Model Server Name Comment =
" ACCT_GENERAL  ACCOUNTING OFFICE HP LaserJet 600 M601 MG02 M603...  FWACCTSRVR.caunj.org FOR ACCOUNTING USE ONLY
9 ACCT_PAYROLL... ACCOUNTING OFFICE HP Laserlet PA014/P4015 PCLE FWACCTSRVR.caunj.org PAYROLL OMLY
T ACCT_PRINTER ... ACCOUNTING OFFICE Canon iR-ADV 4025/4035 UFR T FWACCTSRVR.caunj.org FOR ACCOUNTING USE ONLY
TSIRE_MICR_PRINT... ACCOUNTING OFFICE HP Laserlet PA014/P4015 PCLG FWACCTSRVR.caunj.org FOR REAL ESTATE USE ONLY
URE_NETWORK_P... REAL ESTATE HP LaserJet 600 M601 ME02 MG03...  FWACCTSRVR.caunj.org A
P PPP General Pri..  PPP Chestnut Small office HP LaserJet 600 M601 MG02 M603...  PRINTSVRZ.caunj.org 7
TS PPP Printer Copi... Chestnut 1st Floor Canon iR-ADV 4225/4235 UFR T PRINTSVRZ.caunj.org
P Printer-Copier(P... Chestnut 1st Floor Canon iR-ADV 8085/8095 UFR I PRINTSVRZ.caunj.org
TS PPP ACCOUNTL.. ACCOUNTING HP LaserJet 600 M601 MG02 M603...  PRINTSVRZ.caunj.org
" COLOR PRINTE.. COPY ROOM 5th FIOOR Canon iR-ADV C5045/5051 UFRIL  SEPMPRINT.caunj.org
" ACCT_PAVABLE  Accounting Office HP Laserlet MG04 PCL6 FWACCTSRVR.caunj.org
T PPP General Pri... HP Laserlet PA014/P4015 PCLE PRINTSVRZ2.caunj.org
TSI REPPAYEE REPPAYEE OFFICE IN ACCOUNTL..  HP Laserlet M604 PCL6 SEPMPRINT.caunj.org
USIPRINTER-COPIER  5th FLOOR Canon iR-ADV 8285/8295 UFR T SEPMPRINT.caunj.org BULK PRINTING
I TOP_PASP PRIN... TOP/ Accounting area HP LaserJet 600 M601 MG02 M6D3...  SEPMPRINT.caunj.org
T=HR PRINTER HR OFFICE HP LaserJet 600 M601 ME02 MG03...  SEPMPRINT.caunj.org FORHR ONLY
FPLAIN PAPER P...  SECRETARIAL AREA HP LaserJet 600 M601 ME02 MG03...  SEPMPRINT.caunj.org NO MCRE THEN 10 PAGES
P PPP_CHECK_PRL.. PPP Accounting Office HP LaserJet M606 PCL6 PRINTSVRZ.caunj.org
PSPPP General Pri..  PPP General Printer (Lst floor) HP LaserJet 600 M601 MG02 M603...  PRINTSVRZ.caunj.org
"= COLOR PRINTE... 5th Floor Copy Room Canon iPR C750/850 UFR T SEPMPRINT.caunj.org
TS PPP-Label-Printer HP LaserJet 600 M601 MG02 M603...  PRINTSVRZ.caunj.org il
I UL i M M4 LA N £ CCANARATAIT i oo .
40 item(s) found

9. Click Next
10. Windows will begin installing the printer and loading the drivers
11. Onceyour printer has been installed print a test page to be sure your printer is working properly.

To check if your printer is working properly, or to see troubleshooting information for the printer, print a
test page.

Print a test page




Installing a Network Printer
USED FOR Windows 10:
1. You must know the name of the printer you are going to install.

2. Click the start menu button

3. Next select the icon that looks like a gear. It should be located to the left of your screen

4. You’ll come to Windows 10°s windows settings menu.
5. Click Devices

Settings - a x

Windows Settings

System Eig Devices D Phone
0 e B oo | !
@ Network & Internet @ Personalization E_: Apps
R Accounts (F), Time & Language @ Gaming
R, AT o .
7l Ease of Access o Cortana E] Privacy

6. The next screen that comes up depends on what is in your computer. Look for Printers & scanners. Click Printers & Scanners

« Settings - o X

& Home Bluetooth & other devices

[ ] | Add Bluetooth or other device

Devices

Bluetooth
%8 Bluetooth & other devices @ o

»ﬂ; Printers & scanners Now discoverable as “PCOSTO"
0 Mouse Mouse, keyboard, & pen
@ Typing Corsair K95 RGB Gaming Keyboard
o Pen & Windows Ink O Gaming Mouse G300
@ AutoPlay
F

11D Keyboard Device

8 use

2 HID Keyboard Device

O HID-compliant mouse



4. Click on Add a printer or scanner

€ Settings - o x
@ Home Printers & scanners
| Find a setting | Add printers & scanners

Devices 1 it o scarncr <

Ef Bluetooth & other devices

@ Printers & scanners Printers & scanners
Adobe PDF

O Mouse

Typing .. CANON DR-C130

Not connecte

% Fax

@ HP Laserlet Pro MFP M127fn

Not connect

o+ Pen & Windows Ink

@ AutoPlay

(=]

use

@ Microsoft Print to PDF

@ Microsoft XPS Document Writer

5. When you do this, Windows will search for printers around you and bring up a list of available printers. You’ll see Searching
for printers and scanners ..... while this is occurring.

« Settings - [m] x
G Home Printers & scanners

| Find a setting £ ‘ Add printers & scanners

Devices &) Refresh

EB Bluetooth & other devices

5 Printers & scanners
Canon iR1435

0 Mouse Multi Function Printer
Typing Eg] iR5050
Printer
o Pen & Windows Ink Canon MF5900 UFRII LT
Multi Function Printer
(&) AutoPlay

NPI175EB4 (HP Laserlet M604)

Printer

8 use

NPISD946B (HP LaserJet 600 M602)
Printer

NPIF6829E (HP Laserlet M604)
Printer

M NPH83EF6 (HP Laserlet 600 MBO1Y

6a. If the printer you want to add appears in the list...
a. Click on the printer’s name.
b. Click Add Device

& settings o x

@ Home Printers &\scanners

1 PRINTER-COPIER-3 on SEPMPRINT

[ Find a setting A
Printer

Devices GENERAL PRINTER_2 4TH FLOOR on SEPMPRINT
Printer
B Bluetooth & other devices

P> Add device

| & Printers & scanners

Ig] GENERAL PRINTER 4TH FLOOR on SEPMPRINT

0 Mouse Printer

Typing PRINTER-COPIER-5 on SEPMPRINT
Printer

o Pen & Windows Ink TRAINING ROOM PRINTER on SEPMPRINT
Printer

(® AutoPlay

EE'] PRINTER-COPIER-2 on SEPMPRINT
A use Printer

PRINTER-COPIER-4 on SEPMPRINT

Printer

HP400 MFP M425 on SEPMPRINT
Printer

c. After clicking add device you’ll see the installer begin (looks like below)

I I GENERAL PRINTER_2 4TH FLOOR on SEPMPRINT
-



6b.

If the printer you want to add is NOT in the list...

a. You’ll need to scroll down and look for “The printer that I want isn’t listed”

=] x

€ Settings
@ Home Printers & scanners
[[Fnd asetting | o
Color Printer-Copier DP on CRANFORDDCBR2
Printer
Devices
Printer-Copier Front on CRANFORDDC8R2
B Bluetooth & other devices rinter
| @ printers &scanners NPISDO468 (HP Laserlet 600 M602)
Printer
0 Mouse NPIAT7802 (HP Laserlet MFP M130fn)
Multi Function Printer, Printer, Scanner
Typing
Show Wi-Fi Direct printers
o Pen & Windows Ink
The printer that | want isn't listed :
@ AutoPlay
Printers & scanners
A use

Ig] Adobe PDF

CANON DR-C130
Not connected

&~

Find a printer by other options

(O My printer is a little older. Help me find it.
@ Find a printer in the directory, based on location or feature _

(O Select a shared printer by name

Browse..
Example: \\computername\printername or
http://computername/printers/printername/.printer
(O Add a printer using a TCP/IP address or hostname
(O Add a Bluetooth, wireless or network discoverable printer
(O Add a local printer or network printer with manual settings
Next Cancel

b. Then select Find a printer in the directory, based on location or feature

c. Ascreen like the one below will appear. Find your printer in the list and click it and click OK

- O
File Edit View
In: |~ Entire Directory ~ Browse..
Printers  Features Advanced
Hame: “ |
Stop
Location: ‘ |
Clear All
Model: ‘ |
e
oK
Search results:
Name Location Model Server Name Comment
7 GENERAL PRINTER 4TH FLOOR 4TH FLOOR HP LaserJet 600 M&01 M&0.. SEPMPRINT.caunj.org
7 GENERAL PRINTER_2 4TH FLOOR 4TH FLOOR HP LaserJet M604 PCL 6 SEPMPRINT.caunj.org

d. The printer begins installing.

HP LaserJet 600 M601 M602 M603 PCL6




7. After installing the printer you’ll see the image below:
a. Notice that the name of the printer is changed. This isn’t a problem... just something to note. (It gets the name from the
printer driver and not the network name)
b. If you click Open printer app, you’ll get the printer’s software. You can ignore this.

Add printers & scanners

Add a printer or scanner
+ p

HP LaserJet 600 M601 M602 M603 PCL6
Ready

Open printer app

8. (Optional) Please notice two different areas of the printer & scanner page
a. one area says: Add printers & scanners. The other says just printers & scanners!
b. After installing the printer, you can ignore the Add printers & scanners section.
c. Look for the new printer you just installed and click it. You’ll see the option to Open queue or Manage.

& Settings - [m] X
& Home Printers & scanners
Find a setting fel | Add printers & scanners *

Devices + Add a printer or scanner

Bluetooth & other devices

I @ Printers & scanners Printers & scanners *
Adobe PDF
O Mouse
Typing ., CANON DR-CI30

Not connected

Fax

HP LaserJet Pro MFP M127fn
Not connected

& Pen & Windows Ink
® AutoPlay
fi use

Open queue Manage

Microsoft Print to PDF

3

Mirvneaft VDC Nasiiman + \AIritar

9. (Optional) you can click Manage from above and you’ll get the menu below.
a. click Print a test page to test your printer!

< Settings
= HP LaserJet Pro MFP M127fn

Manage your device

Printer status:  Idle

Open print queue
Print a test page _
Run the troubleshooter
Printer properties
Printing preferences

Hardware properties

Have a question?
Get help



