
Setting up a Printer and Setting Your Default Printer 
 

Setting Up A Printer 

 

1) Login as the user who needs access to the printer. 

2) /ƭƛŎƪ ǘƘŜ ǎǘŀǊǘ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ άControl Panelέ 

 
3) /ƭƛŎƪ άǇǊƛƴǘŜǊέ ǳƴŘŜǊ IŀǊŘǿŀǊŜ ŀƴŘ {ƻǳƴŘ to open the printers menu 

 
 



 

4) /ƭƛŎƪ ά!ŘŘ tǊƛƴǘŜǊέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ on the bar above the printers. 

 
5) /ƭƛŎƪ ǘƻ άŀŘŘ ƴŜǘǿƻǊƪΣ ǿƛǊƭŜǎǎΣ ƻǊ ōƭǳŜǘƻƻǘƘ  ǇǊƛƴǘŜǊ έ ǿƛƴŘƻǿΦ  

 

  



 

6) Select ά¢ƘŜ tǊƛƴǘŜǊ ¢Ƙŀǘ  L ²ŀƴǘ LǎƴΩǘ [ƛǎǘŜŘ έ 

 
7) aŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎƛǊŎƭŜ ƴŜȄǘ ǘƻ άCƛƴŘ ŀ ǇǊƛƴǘŜǊ ƛƴ ǘƘŜ ŘƛǊŜŎǘƻǊȅΣ ōŀǎǎŜŘ ƻƴ ƭƻŎŀǘƛƻƴ ƻǊ ŦŜŀǘǳǊŜέ ƛǎ 

selected, then click the next button to continue

 
 

  



8) A box will popup called find printers. In the box next to Name: type in your School according to the 

list below. ¢ƘŜƴ ŎƭƛŎƪ ǘƘŜ άCƛƴŘ bƻǿέ ōǳǘǘƻƴ 

¶ High School = WHS 

¶ Daniel Boone = DBE 

¶ Rebecca Boone = RBE 

¶ Warrior Ridge = WRE 

¶ Blackhawk = BHM 

 

9) Double click the printer you would like from the list  

  



 

10) Another box will popup asking if this will be your default printer and allowing you to double check if 

this printer is the printer you wanted.  If this printer will be the printer you will print to the most 

then cƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ά{Ŝǘ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ǇǊƛƴǘŜǊέ. If you are in doubt make sure that the check 

box is not checked, this option can be changed later. 

 
11) Click next to finish the install. 



Selecting An Installed Printer As Your Default Printer: 

Follow these steps to set a printer already installed as your default printer: 

1) /ƭƛŎƪ ǘƘŜ ǎǘŀǊǘ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ά/ƻƴǘǊƻƭ tŀƴŜƭέ 

 
2) /ƭƛŎƪ άǇǊƛƴǘŜǊέ ǳƴŘŜǊ IŀǊŘǿŀǊŜ ŀƴŘ Sound to open the printers menu 

 
 

 

 

 



 

 

3)  The printer with the checkbox is the default. To change this to a different printer right click on 

any printer ǘƘŜƴ ŎƭƛŎƪ άSet as DŜŦŀǳƭǘέ. 

 


