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Adding a network printer in Windows 7:

Control Panel

@ Yhware vSphere Client
F ‘ Devices and Printers
Click the start

bUttOI"I, then / Administrative Tools *
Devices and
Priﬂters HE'F' and SlJF'pI:Irt

> All Programs Run...

"Shut down | »

OV

b Fﬁ » Control Panel » Hardware and Sound » Devices and Printers »

Addadevice |Addaprinter | Click Add a printer

4 Devices (4)

—

DELL E2210H EITP75680397 Basic Optical USE Composite
Mouse Device

4 Printers and Faxes (5)

FSADM-FrontCo  FSDEDU-Printon  FSIT-USM-Color  FSPE-OfficePrint  IT_Copy_PA on
pier on apprintdsv on apprintddy on apprintdsy apprintd3wv

apprintd5v
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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 USE printer. (Windows autematically installs USE printers
when you plug them in.)

< 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.

Click add a network printer

Select a printer

Printer Mame Address

L1 LabSWRC-Print on APPRINTOZV SU Womens Resource Center
@LabMCNZ-CoIor on APPRIMTO3Y McMair Lab
@AMU_CoIor_Pay on APPRINTO3V AMU Lab Downstairs
@AMU_Print_P ay on APPRIMTO3Y AMU Lab MADD3
@ArtLab_CoIor_Pay on APPRINTO3Y ArtLab

@ArtLa b_Print_Pay cn APPRINTO3V Art Lab MAT10

@ EPLab_Print_Pay on APPRINTO3V Ed/Psych Lab

| ab55-Color-Pay on APPRINTO3V Soc SciLab

S ————————————————————EEwwa Scarch again

?} [ printer tnat 1 want I1sn T isted

Click the printer was not listed

[ Mext 1’ Cancel




Find a printer by name or TCP/IP address

i@ iFind a printer in the directory, based on location or feature

() Select a shared printer by name

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

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

Check the tick next to Find the printer in the directory
Then click next

The printer name can usually be found printed on a card, located on the right
side of the printer. The name will start with FS (faculty staff) followed by
department (Example BIO for Biology) and then a brief description of the printer
(Example FSBIO-PRINT). If you cannot find the printer information card, ask a co-
worker that prints to the same printer if they can look up the name for you.

e e

|| Eile Edit View

In: ’: Entire: Directory v][ Browse... ]

| Prrters | Features | Advanced|
2.) Click Find Now
i 1.) Type in printer name ) ([_Fratow_Jj

Stop

Location:

Model:

4,) Click OK

3.) Select the correct printer

Laocation Server Name

B FSBIO-Print-2 HP Laserlet P2015 PCL6E
B FSBIO-Print-3 Science 211 HP Laserlet 4 apprintddv.heme.adl.sou.edu

4|

3 item(s) found

After you click ok, your computer will pull the driver from the network and add
the printer. This will take up to 30 seconds. The printer should now appear in
your devices and printers window. You may be prompted to print a test page,



click ok. You can make the printer default by right clicking the printer icon, and
choosing ‘set as default printer’. The printer should now be ready for use. If you
have any issues, you can call the helpdesk at (541) 552-6900.



