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Installing a Network Printer SCHOOLS

Printers and Scanners Install Method Instructions

Click on the Start Menu, Type Printer.

You do not need to be in a search window, you can just start typing once the start menu is clicked. @

Best match

Eg] Printers & scanners
settings

Settings

151 Add a printer or scanner

) Let Windows manage my default
printer

L printer - See school and web results

A printetf

o C(Click on Printers & Scanners when it appears in the list.
e Select Add a printer or scanner

Printers & scanners

Add printers & scanners

Add 3 printer or scanner

B )

A list will load...

Searching for printers and scanners

*Important Step*
o Scroll down to the bottom of the list and select: “The printer that | want isn’t listed”

@ Printers & scanners
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HP Color Laserjet MB52 (E6AS89]
i

g] HP LaserJet M402an (362364}
Printe:

& HP Laser/et M402dn (SB1649)
i

Printers & scanners t

Ig] Adebe POF

|J€|] CRC-HelpDesk-M402-01 on PS-ESAD-Dl.everett ki2waus




e C(lick the option “Find a printer in the directory, based on location or feature” and click Next.

0 Add Printer

Find a printer by other options

¢ Find and select the printer you wish to install, click OK or double click.

B
File Edit View
In: | ] Entire Directory ~ Browse...

Printers  Features Advanced

Find Now
Name: ‘ ‘
Stop
Clear All
Model; ‘ ‘
7
0K
Search results
Name Location Model ~
P59 CRC-HelpDesk-M402-01 CRC/HelpDesk HP Universal Prii
B CRC-HR123-K5501i-01 CRC/HR Kyocera TASKalf:
P9 CRC-HRFinance-K8032Ci-01 CRC Kyocera TASKalf:
P CRC-HR-IFAS-K8052Ci-01 CRC Kyocera TASKalf:
P CRC-HR-K420i-01 CRC/123 Kyocera TASKalf:
9 CRC-HR-MA426F-01 CRC HP Universal Prii v
< >

* If you are not seeing your location, please click Browse.

Find a printer by ather options

o Click on the + to expand Entire Directory.

| Ertre Drectory v | Do
Example

hHpe/fc  Panters Femwes Advances

o Click your Location and say ok.

o Then click Find Now to see only your locations printers.

e [t will begin downloading and installing the driver. Once successful, Click Next.

e Your setup is now complete, Click Finish.

You will now see your newly added printer in your Devices and Printers list. @

Questions or Comments...

Please contact the Help Desk Team at 425 385-4357, M-F 7am-4pm. Thank you!



Please be sure to remove any unwanted printers to cleanup your printers list.

THANK YOU!

s Devices and Printers

< « 4 Ha » Control Panel » All Control Panel lterns » Devices and Printers

Add a device Add a printer See what's printing Print server properties Remove device

~ Devices (7)

~ Printers (9)

== ? S, > = =

See what's printing —
Set as default printer X X
CRC-LITSWorkro EHS-OFF o t Print Microsoft XPS OneNote
om-K4034ci-01 M-K8003 Printing preferences F Document Writer
on EPSKYOC Printer properties
EPSKYOCERA ... rett.lc12,

Create shortcut

&) Remove device
Troubleshoot

Properties )
EHS-OFF-PRINT] & Metwork Connected Status: 0 document(s) in

Model:  Kyocera TASKalfa 8003...

Q“"’ Category:  Printer

Next Page:

Contains instructions for the same process as above but

using a different install method.

Only proceed if above steps were unsuccessful.

Thank you!



Control Panel Install Method Instructions

e Click Start menu, Type Control Panel.
* You do not need to be in a search window, you can just start typing once the start menu is clicked. @

Al Apps Documents Web More v

Best match

‘ = Control Panel
App

Apps

2 Settings

0 Control Panel|

Page 3

e C(Click in the Search Control Panel box and type: Printer

Printer - All Control Panel ltems — [m| X

« v A » Control Panel » All Control Panel ltems ~ E@nlel

? Devices and Printers
i View devices and printers
Advanced printer setup
Change default printer
Add a device
) Device Manager

| Color Management
' Change advanced color management settings for displays, scanners, and printers

.‘_"" Network and Sharing Center

ey
@ Troubleshooting

Find and fix printing problems

°Search Windows Help and Support for "Printer”

e Select Devices and Printer

printer - Control Panel — m} X

« v > Control Panel v O printer x

@c::sand Printers
5-‘6: ices and pri

Advanced printer setup
Change default printer
Add a device

&) Device Manager

| Color Management
! Change advanced color management settings for displays, scanners, and printers

.‘_"' Metwork and Sharing Center

-
F‘ Troubleshooting
[

Find and fix printing problems

oSEarch Windews Help and Suppert for "printer”



e Click Add a printer

e Devices and Printers - m} X
L ) v A Fa « Hard.. > Devicesa... v O Search Devices and Printers P
=- @

v Devices (5)
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HP E243 HP E243 Logitech® Wheel Mouse
llluminated Optical
Keyboard

v Printers (10)
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Important Step:
e Please select “The printer that | want isn’t listed”

" Add a device

fohoose a device or printer to add to this PC

Searching for devices

A

CRC-202-2600n-a on PS-ESAD-01 3 CRC-304-2055dn-01 on PS-ESAD-01
Printer Printer
CRC-ACCT-2100-01 on PS-ESAD-01 3 CRC-ACCT-3015-01 on PS-ESAD-0M
Printer Printer
CRC-ACCT-M506-01 on PS-ESAD-01 3 g;t:;gﬁxm-ams-m on PS-
Printer .

Printer v

I

The printer that | want isn't listed

e Click the option “Find a printer in the directory, based on location or feature” and click Next.

0 Add Printer

Find a printer by other options

(O My printer is a little older. Help me find it.

(®) Find a printer in the directery, based on lecation or feature
(O Select a shared printer by name
Browse...

Example: \\computername\printemame o
http://computername/printers/printername/. printer

() Add a printer using a TCP/IP address er hestname
(O Add a Bluetooth, wireless or network discoverable printer

(O Add a local printer or network printer with manual settings



¢ Find and select the printer you wish to install, click OK or double click.

File Edit View
In: | =] Entire Directory

Printers  Features Advanced

Name: |

Location: | CRCf

Browse...

Model: |

Search results:

Browse:

Find Now
Stop
Clear All
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= CRC-HelpDesk-M402-01 CRC/HelpDesk
B CRC-HR123-K5501i-01 CRC/HR

59 CRC-HRFinance-K8052Ci-01 CRC

= CRC-HR-IFAS-K8032Ci-01 CRC

9 CRC-HR-K420i-01 CRC/M23

B9 CRC-HR-M426F-01 CRC
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HP Universal Prii
Kyocera TASKalf:
Kyocera TASKalfz
Kyocera TASKalf:
Kyocera TASKalfe
HP Universal Prii v
>

Find a printer by ather options

| Extre Dvectary
Example
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Moz
Ernuse For Lacasi
ot the sparomists locamar
R
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* If you are not seeing your location, please click Browse.

o Click on the + to expand Entire Directory.
o Click your Location and say ok.

o Then click Find Now to see only your locations printers.

¢ |t will begin downloading and installing the driver. Once successful, Click Next.

e Your setup is now complete, Click Finish.

You will now see your newly added printer in your Devices and Printers list. @

Questions or Comments...

Please contact the Help Desk Team at 425 385-4357, M-F 7am-4pm. Thank you!




