ICT Help Sheet
How to connect to a networked printer

<Back to ICT Resources menu>

The following describes how to connect to a printer. You may connect to one
or more printers and decide which one to make the default.

First, Log onto a PC

Select Start, Settings, Printers & Faxes on the Task Bar
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Click on Add Printer:
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Follow the steps suggested by the Add Printer Wizard, click on Next

Add Printer Wizard

Welcome to the Add Printer
Wizard

This wizard helps you install a printer or make printer
connections

D If wou have a Plug and Play printer that connects

\y through a USE part [or any other hat pluggable
poit, such as |[EEE 1334, infrared, and so on), you
do not need to uss this wizard. Click Cancel to
cloze the wizard, and then plug the printer's cable
inko pour computer of point the printer toward wour
computer's infrared port, and tum the printer on
Windows will automatically install the: printer for you

Ta continue, click Mest.
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Click against A network printer, or a printer attached to another computer
and click on Next

Add Printer Wizard

Local or Network Printer

The wizard needs to know which type of printer to set up. :

Select the option that degcribes the printer you want ko uge:

€= Local printer atached to this computer

¥ Automatically detect andinstal my Flug and Fley printer

¢ i network printer, or a printer attached to another computer

To set up a network. printer that is not attached to a print server,
\:!) uge the "Local printer'’ option.

< Back I Mext » I Cancel

Click against Find a printer in the directory and click on Next

Add Printer Wizard

Specify a Printer

[f wou don't know the name or addrezs of the printer, you can search for a prinker
that meetz pour needs.

YWhat printer do you want to connect to?

' Find a printer in the directon

™ Connect to this printer [or to browse for a printer, select this option and click Mext);

M arne: I

Example: Yheerversprinter

{” Connect to a prinker on the Internet or on a home or office network:

URL: |

Example: hitp: 4 feerverd printers/myprinter,. printer
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This will bring up the following window:

Select the required printer (i.e. the one identifying your room number - for
example Room 305)
and click on Next



4% Find Printers

File Edit Wwiew Help

*

=10i x|

I I@ Entire Directary

Frinters |Features| Advanced

Marne: I |

Location: I

Model: I

j Browsze...

Find Mow
Stop

LClear all

i !

ok |
Enter the first part of the name of the printers you are interested in,
Eg enter 4 to search for 4" Floor corridor printer/copiers
Enter REG to search for Registry printer/copiers
Then, click on the Find Now button, which will produce:
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Marne | Location | Maodel | Server Mame
gﬁLCnrridnr_SING_SDDDi 4th Floor corridor Kyocera TASKAlFa S000i Kx prinkserver,bso, ac,uk
@4_Cnrridor_DUP_8ElDDi 4th Floor corridar Kyocera TASKalFa S0001 KX printserver.bso, ac.uk
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Stop |
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Tame | Location | Model | Server Mame
@REGle_SING_Kyocera. .. Reqistry Kyocera TASKalFa S000) KX printserver.bso, ac,uk
E_.’ﬁREG_ﬂD_SING_COL _3550 Registry Kyocera TASKalFa 3550 KX printserver.bso, ac.uk
E‘ﬁREG_ﬂD_SING_BW_SSSD Regiskry kKyocera TASKalFa 355000 KX prinkserver,bso,ac,uk
E_.’ﬁREG_ﬂD_DUP_KyDcera_. .. Reqgistry Kyocera TASKalFa S0001 KX printserver.bso, ac.uk
E‘ﬁREG_ﬂD_DUP_COL_SSSD Regiskry kKyocera TASKalFa 355000 KX prinkserver,bso,ac,uk
E_.’ﬁREG_ﬂD_DUP_BW_SSSD Reqistry Kyocera TASKalFa 3550 KX printserver.bso, ac.uk
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Then, highlight the printer/copier you want and click on OK:
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EﬁREG_‘IlD_SING_COL _3850 Reqgistry Kyocera TASKaIFa 3550c0 Ky printserver,bs
E_IﬁREG_ﬂD_SING_BW_SSSD Reqistry Kyocera TASKalFa 3550 Ky printserver,bs
ZSREG_410_DLP Ky B Registry vocera T, 5
E_IﬁREG_ﬂD_DUP_COL_SSSD Reqistry Kyocera TASKalFa 3550 Ky printserver,bs
E‘ﬁREG_ﬂD_DUP_BW_SSSD Registry Kyocera TASKalfa 355000 Kx prinkserver.bs
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After a little while ( you may need to ignore an intermediate window, if one
displays ) it will show you this window:



Add Printer Wizard
Default Printer 0
“Your computer will slways send documents to the default printer unless you specify Qa/
othemise

Do you want ko use this printer as the default printer?
 es
" No
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Click on Yes, if you want to use this printer as the default and click on Next

Click on Finish

Add Printer Wizard

Completing the Add Printer
Wizard

“ou have successfully completed the Add Printer \Wizard
“rou specified the following printer settings:

Marne: LRC_ROOM_305_S000M Direct on PRIMTS
Default: e

Locatior;

Comment: LRC_ROO_305_S000M Direct

Ta close this wizard, click Finish
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Repeat this process for any other printers that you may wish to access from
your PC.



