How to Add a Printer
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Printers in the GISLABS network
Printer Name Location Type Description IP Address
Brother HL-5140 | Instructional Lab (K 273) | Local Prints b & w 132.160.42.61
series Printer
HP DeskJet Instructional Lab (K 273) | Local Prints color 132.160.42.62
870Cxi Printer
Lexmark E321 Research Lab (K 274) Local Prints b & w 132.160.42.89
Printer
HP LaserJet 5 Research Lab (K 274) Network Prints b & w N/A
Printer
HP DeskJet Research Lab (K 274) Network Prints color N/A
1220C Printer

To Set Default Printer
1. Click Start - Settings = Printers
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2. To set a certain printer as default, choose the printer you want to use, then right click
the printer. If the printer you want to set as default is not on the list, skip step 3 and

move to step 4.
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3. Click Set as default printer,
B3 Printers

to use that printer. Congratulations your done.
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To Add a Printer
4. Double click Add Printer
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5. Once the Welcome to the Add Printer Wizard dialog box pops up, click Next

Add Printer Wizard

Welcome to the Add Printer
Wizard

Thiz wizard helps you install a printer or mak g printer
cohhechions.

To cantinue, click Mext.

6. Depending on the location of the printer you want to add, there are two options for doing
this. Select Network printer if it is attached to another computer or connected directly to
the network. Select Local printer if the printer is directly attached to your computer.

Adding Network Printers

e Select the Network printer radio button instead of the Local printer.
¢ Note: you do not have to have an ADMINISTRATIVE account to add a network
printer.

Add Printer Wizard

Local or Hetwork Printer
Iz the printer attached to pour computer?

If the printer iz directly attached to vour computer, click Local prinker. [Fit iz attached ta
another computer, or directy ta the netwark, click Metwaork, printer.

= Local pritter

¢ Back ( Mest > Cancel
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e Select one of the options given. Once you have selected the appropriate radio
button click the Next button to continue. Find a printer in the directory option allows
you to search for printers in the network. Type the printer name ... option allows you
to manually search for printers in the network, and Connect to a printer on the
Internet or on your Intranet option allows you to enter the URL address of the printer
manually.

Locate Your Printer
How dio pou want to locate wour printer?

If you don't know the name of the printer, you can search for one in the nght location
that has features vou want.

“What do you want to do’?

" {Find a printer in the Directang

" Tupe the printer name, or click Mest to browse for a printer

W ET I

€= Conrect to & printer o the [ntermet ar of par intranet

URL: |

< Back Mewt > Cancel

e Click the In: list box or click the Browse button to start the search on a certain
network location. Click the Find Now button to start searching.

..',l."'r Find Printers ;IQIEI
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e The results of the search show all the printers found on the network. Double click the
printer that you want to use.

I
]

,.EI" Find Printers il

File Edit “iew Help
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Marne: I
Stop |
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Model: I
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LE#Remate Sensing Lab Lexmark E321 Lexmark E321 GISLABS-
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e Select Yes if you want the selected printer to be your default printer, otherwise
select NO, Then click the Next button.

Add Printer Wizard

Default Printer

rour computer will alwaps seny

documents to the default printer unless you specify
othenwize,

M you want pou

" Yes

Windows-bazed programs to use thiz printer az the default printer?

¢ Back (i Mext = i ) Cancel
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e Finally, click the Finish button. Now you can use the printer. Congratulations.

Add Printer Wizard

Completing the Add Printer
Wizard

Y'ou have successfully completed the Add Printer wizard.

V'ou zpecified the follmwing printer settings:

HFP Deskdet 1220C Printer on AREART

Comment;

To close this wizard, click Finizh.

Cancel
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Adding Local Printers

e Select the Local printer radio button, then uncheck the Automatically detect and

install my Plug

nd Play printer checkbox, then click the Next button.

e Note: You must\have ADMINSTRATIVE rights to add logal printers.

Add Printer Wizard

Local or Netwark Printer
|z the printer 4ttached to your computer?

If the: printer iz

ctly attached to your computer, click Local printer. 1F it is afttached to
another col i i

k. Metwork printer.

' Local printer

I Autarnatically detect and inztall my Plug and Play printet
= Netw i

£ Back (I Mest » I, Cancel |

N\ Z

e You then have to select the port the printer is using from the list box. LPT is the
parallel port used by older printers while USB is the printer port used by newer

printers. After selecting the correct printer port click the Next button.

For example, to add the HP DeskJet 870Cxi printer located at the Instructional lab, you have to

select the Create new port radio box instead of the default radio box.

Add Printer Wizard

Select the Pyinter Port
Computers \communicate with printers through ports.

Select the port\pou want your printer to uze. | the port iz not listed, youlcan create a
new pork.

= Use the following port:

Fort | bescription | PFrinter | -
LPT1: Flirter Port
LPTZ: Priter Fart
LPTZ: Prirter Port i
COM1: Senia| Port
CaMz: Serial\Port
[nLY s Cenal B :I

e Mozt computers uze the LPT1: part to communicate with & lo

' [Create a new port;

Standard TCF/IP Port

< Back /I Mext > I\ Catcel |
\ /
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e The Add Standard TCP/IP Printer Port Wizard dialog shows up. Click Next.

P Printer Port Wizard

Add Standard TCP,

ey

Welcome to the Add Standard
TCP/IP Printer Port Wizard

“ou uze thiz wizard to add a port for & netwark. printer.
Befare continuing be sure that:

1. The device is tumed on.
2. The netwark iz conhected and configured.

To continue, click Mest.

x|

< Back

e Enter the IP address in the textbox, and then click Next.

Add standard TCP/IP Printer Port Wizard

Add Poit

For which device do vou want to add a port?

Enterke Printer Mame or IP address, and a port name for the desired device.

IP_132160.42.62

¢ Back ( Hest > p Cancel
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e Select the device port if the device has multiple ports, otherwise just click Next.

Additional Port Information Required

Additional R
The devi

'ort Information Required
haz multiple Paorts.

The selected devick has multiple ports. Chooze the port from the given list. 1f the port pou want
to uze is nat in the lish then go back to the previous page and make sure that the infarmation
that you entered iz conect.

—

< Back l Mest > , Cancel
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e Click Finish to complete the process of adding the TCP/IP Printer port.

Add Standard TCP/IP Printer Port Wizard ﬂ

Completing the Add Standard
TCP/IP Printer Port Wizard

You have selectad a part with the following characteristics.

ShMP: Mo
Protocal Radaf Part 3100
Dhewice: 132.160.42 62

Port Magne: IP_132.160.42 B2
Adapter Type: Hewlett Packard JetDirect Ex [multi part)

To complete this wizard, click Kinish.

< Back ' Cancel |

e Once your done adding the Printer port, select it from the list box. Click Next.

Add Printer Wizard

Select the Printer Port
Computers communicate\with printers through ports.

Select the port you want yolr printer to use. [ the port is not listed, vou can create a
new park,

Port I Description\ I Printer Iﬂ
COMZ: Serial Port

COM4: Serial Port

FILE: Print ta File

IP 13216, Standard TCPNF Port Brother HL-5140 zeries
IP_132.16... Standard TCPAP Port

-

Mate: Mozt computers use the LPT1: port to communicate with a local plinter.

" LCreate a new pork;

Tupe: Standard TCP/IP Part / ~l

< Back (i Mest » jl Cancel |
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Select the Manufacturer name and Printer name from the text box or if you have the
driver saved on a disk, click the Have Disk button. If you don’t have a disk click Next
to continue.

Add Printer Wizard

Add Printer Wizard
The manufacturer and model determine which printer bo uge.

{Q‘ Select the manufacturer and model of vaur printer. IF vaur prinker came with an installation
it disk. click Have Digk. If wour printer is not listed, consult pour printer documentation for a
compatible printer.

LB

M anufacturers: Frinters:

Fuijtsu = | | HP DeskJet 8550 -
GCC HF Desklet 870C

eneric —1 | HP Desklet 870Cze

Gestetner HP Desklet 870CH (-,
HF HF Cesklet §80C

IEM HF Desklet 882C

Lisi=beann j HP Masl 1ok 2000 j

Windows pdate | Have Disk. .. |

< Back (i ﬂe:-:t)l Cancel |

Accept the default name & whether you want it as the default printer. Click N7xt.

Add Printer Wizard

Mame “our Printer
'ou muzt azgign a name far this printer.

Supply a name far thiz printer. Some programs do not zupport zerver and printer name
combinations af mare than 31 characters.

Printer name:
HP DeskJet B70Cx

Do you want your Windows-based programs to uge this printer az the default pringer?

< Back Hext m Cancel
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Once the Printer Sharing Dialog box pops up, you can click the

are as radio box and

enter the name of the printer in the textbox, to share the printef with other computers
located in the network or you can click the Next button to priake the printer not shared.

Add Printer Wizard

Printer Sharing
Y'ou can share this printer with other network, use

Indicate whether vou want this printepAa be available to other uzers. [f pou share this
printer, you must provide a share,pdme.

* Do nat share this printes
" Share as: ILe:-:markE

< Back (I Mest » )I Cancel |

e Select Yes to print a test page or No if you don’t need to print one. Then click the

Next button.

Add Printer Wizard

Print Test Page
To confirm that th

<Eac(| Meut > I \ Cancel |
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Finally, click the Finish button. Now anyone logged on to this computer can use the printer.
Congratulations.

Add Printer Wizard

Completing the Add Printer
Wizard

Y'ou have successfully completed the Add Printer wizard,

Y'ou specified the following prinker settings:
M amne: HP Desklet B70Cx
ared az <Mot Shared:
Port: IP_132160. 42 62
kodel: HF DeskJet 870Cx
Default: 0
Test page:  Mb

To cloge thiz wizard, click Firish)

Cancel
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