Tutorial: How To Add A Network Printer To Your
User Account.

Click Start then Printers and Faxes
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Click Add a printer
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Printer Tasks

'd Add a printer-=+—— Click Herg

&5 Setup faxing

Click Next
Add Printer Wizard

Welcome to the Add Printer
Wizard

This wizard helps you install a printer or make prirter
connections.

- lf vou have a Plug and Play printer that connects

1 through a USE port {or amy other hot pluggahble
port, such as IEEE 1354, infrared, and =0 on), you
do not need to use this wizard. Click Cancel to
close the wizard, and then plug the printer’s cable
inta your computer or poirt the printer toward your
computer’s infrared port, and tum the printer on.
Windows will automatically install the printer for you.

To continue, click Mext.

Click Here
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Click the radio button next to “A Network Printer” and then Click Next
Add Printer Wizard

Local or Network Printer
The wizard needs to know which type of printer to set up.

Select the option that describes the printer yvou want to use:

) Local printer attached to this computer
{#) A network printer, or a printer attached to another computer

Click Here and Here

' Ta set up a network printer that is not attacked to a print server,

y use the "Local printer” option.

[ < Back ” Mext l[ Cancel ]

Click “Find a printer in the directory” and then click Next

Add Printer Wizard

Specify a Printer
if you don't know the name or address of the printer, you can search for a printer
that meets your needs.

What printer do you want to connect to?

@-ﬁnd a printer in the directony Click Here then Here

(") Connect to this prirter for to browse for a printer, select this option|and click Next):

Mame: | |
Example: “\serverprinter
(") Connect to a printer on the Intemet or on a home or office network:

URL: | |
Example: http://server/printers /myprinter/ printer

<Back || Net> | | Cancel




Click Find Now

Find Printers

File Edit Wview Help

In: |@ Entire Directony

Printers | Features | Advanced

Mame: |

Location: |

Model: |

Click Here

Click on the printer name you want to install (you may need to scroll the bottom

of the window to see the entire
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printer list) then click OK
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If you want the printer you just selected to be the default printer click Yes
otherwise click No then click Next

Add Printer Wizard

Default Printer
Your computer will always send documents to the default printer unless you specify
otherwise.

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

) Yes
(& No Click on Yes or No, then click Next

Click Finish
Add Printer Wizard

Completing the Add Printer
Wizard

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

Mame: Accourting HP Laserdet 8100 Seres PCL on
Defautt: MNa
Location: Accourting Services Room 121 G5B
Comment:

Click Finish

To close this wizard, click Finish.

< Back ” Finish




Repeat this process for each network printer you want to install. If you have any
trouble with this please submit a CWR http://www.facilities.udel.edu/cwr

How To Delete A Network Printer From Your
User Account

Click Start then Printers and Faxes
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Click on the network printer you want to delete and then click Delete this printer.
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Printer Tasks £& Accounting HP Laser Jet 8100 Series PCL on dri
LY x 4
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[2] Add a printer ﬂ:“ FiRE Er_
o ] Acrobat PDFWriter
i3] See what's printing £21 CITA HP Color LaserJet 4500 on dril
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o EFE FE"FE; L2,FPC HP Color LaserJet 8550 on dril
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Q’ Set printer properties

“AFACIL 4000 on paper

Click Yes

\ ? ) Are you sure you want to remove your connection to the printer 'FACIL 4000' on the server 'paper'?
/Clidq Here

| Yes ] [ Mo ]

Repeat this process for each network printer you want to delete.

If you have any trouble with this please submit a CWR
http://www.facilities.udel.edu/cwr




