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Adding a Network Printer (rev02.06.2012):

Occasionally the automatic process for adding printers will not work and
you need to add the printer manually. This tutorial will help you do this.

1. First, go to START and click Devices and Printers on your right side.
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2. Click add a printer on top
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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 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.




4. Select your printer you want and click next. If you don’t see your

Select a printer
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| Printer Name Address

@HS-PR-CP on SASD-15 High School

% HS5-5V5 on 5ASD-15 High Schoaol

@ MS-MC on SASD-15 Middle School
@ MS-MC-CP on SASD-15 Middle School
@ MS-0F-COPIER on SASD-15 Middle School
@ MS-PR-CP on SASD-15 Middle School
@ M3-RM130 on 5A5D-15 Middle School

# The printer that I want isn't listed

5. Click the first option of “Find a printer in the directory, based on
location or feature”.

Find a printer by name or TCP/IP address

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

(") Select a shared printer by name

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

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




6. Select your printer you would like
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B ALT-SCH Alternative School HP Universal Printing PCL 5 3
E= D0-4000 District Office HP Universal Printing PCL 5
=1 D0-4250 District Office HP Universal Printing PCL 5
B DO-LANIER District Office PCL& Driver for Universal Print
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It will then install the printer on your computer.

Downleading the driver...

Connecting to H5-C42 on
SASD-15.sasd.spooner.kl2.wi.us




8. Once installed, it will tell you it has successfully added your printer
and gives you an option of clicking next.

You've successfully added H5-C42 on SASD-15

Brinter name: HS-C42 on SASD-15

This printer has been installed with the HP Universal Printing PCL 5 driver,

9. Click next, and It will bring you to the finish screen. Click finish and

the printer should be added.

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

Brint a test page
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10. Once finished you should be able to print to that printer. Keep in
mind of the restrictions that Staff & Students have in regard to pages.

If you still can’t add the printer after these steps, please submit a helpdesk
on what computer you are trying to add the printer and one of our friendly
technicians will be happy to help you.



