Adding a Network Printer on Campus

Users can add any network printer that they have access to. For example any Ridge High staff member
can add a Ridge High media center printer to their desktop or tablet. To add a network printer click on
the “Start Menu” and select “Printers & Faxes”.

This will bring you to the “Printers & Faxes” control panel for your computer. Select “Add a Printer”

from the “Printer Tasks” menu shown here. . printers and Faxes
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This will start the add printer wizard. - ] 4 /._ ) Sez
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Welcome to the Add Printer Address [ Printers and Faxes

Wizard

Printer Tasks

This wizard helps wou install a printer or make prinker
connections.

[5] Add a printer
O If you have a Plug and Play printer that connects
1 through a IJSE port [or any other hot pluggable "’.; i' SEI'IIj | Fax

port, such as [EEE 1394, infrared, and so on), you
do not need to uze this wizard. Click Cancel to

close the wizard, and then plug the printer's cable
inta your computer ar point the printer taward pour
computer's infrared port, and turn the printer on. See Also
‘windows will automatically install the printer for you.
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To continue, click Mest.
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Click on the “Next” button to begin the installation process. One the next screen, select the “A network
printer..” option and click “Next”. On the next screen, make sure “Browse for a printer” is selected.
Then click “Next” to proceed.
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Specify a Printer
| wow don't know the name or address of the printer, you can search for a printer
that meets your needs.

Wwhat printer do you want to connect ta?

() Connect ko this printer [or tob&m a printer, zelect this option and click, Hext):

h arnie:
Example: Yhzerverhprinter
() Connect ko a printer on the [nternet or on a home o office network:
URL:

Example: hitp://server/printers/myprinter?. printer
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On the next screen, double click “NDPS printers” so that two options, “NDPS Controlled Access

Printers” and “NDPS Public Access Printers” appear.
Add Printer Wizard

Browse for Printer
Whet the list of printers appears, select the one you want to uze.

Frinter:

Shared printers:
284 Microsoft Windows Netwaork

/% NDPS Controlled Access Printers
L% MDFS Public Access Frinters
L4 Netwiare Metwaork

Frinker information
Comment:
Status: Documents waiting:
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Double click “NDPS Controlled Access Printers”. That will open an option labeled “BTSD-TREE”.
From here we will be browsing for the printer you need. Printers are named according to the following
convention:

BUILDINGCODE-ROOM-MODEL
So RH-LMC-5000n means the HP Laserjet 5000n in the Ridge Media Center. WA-227-Dell5200n
would mean the Dell 5200n printer in Room 227 at William Annin. In this document we will install the
HP Laserjet 4050n printer in Ridge Room 411.

We will double click the “BTSD-TREE”,
then double click the “BTSD”
then double click the “rhs” (since this printer is in Ridge)
then double click the “Printers”
Now look for the desired printer in the list. In this example, find RH-411-HPLJ4050n, select it, and

click “Next”.

Browse for Printer
When the list of printers appears, select the one you want o use.

Erirter: | WWBTSD-TREENAH-411-HPLI4050M. Printers.ths. BT

Shared printers:

¢ RH-411-HPBLT100 ~
s FH-411-HPLI4050N
= RH-413-HPLI40R0N
& RH-413-HPCLI4700
& RH-504-HPCLIZE00
&5 RH-508-DELLS 2500

& RH-524-HPCL) 2650dn w

Printer information

Comment:
Status: Ready Documents waiting: o
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You will then be prompted with a Yes/no dialog box. Click Yes.

Connect to Printer

“ou are about ko connect ko a printer on BETSD-TREE, which will automatically install a print driver on your machine. Printer drivers may contain viruses
! ar scripts that can be harmful ta your computer, It is imparkant ko be certain that the computer sharing this printer is trustwarthy, Would you like to
continue?




When it's finished installing, you will be asked if you would like this to be the default printer. You or

mai not want to do this, dei endini on how often iou will be printing to this specific printer.

Default Printer

*Your computer will alwaps send dosuments ta the default printer unless you specify [ ’
athenize

Do you want ta use this printer as the default printer?

Finally, click “Finish” and you will now see the network printer in the list of available printers in the
Printer Control Panel.

Add Printer Wizard

Completing the Add Printer
Wizard

You have successfully completed the Add Printer Wizard.
You specified the following printer settings:

Marne; FAH-411-HPLJA0G0M Printers. the BETSD on B
Drefault; Tes
Location:

Comrment;

To cloze this wizard, click Finigh,
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