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) / £t A0l GKS adil NdatrolPawiéld 2y |

| Internet
Mozilla Firefox

Q& Remote Desktop Connection

\@ Microsoft Office Outlook 2007

@ SQL Server Configuration Manager
& Backup and Restore Center

BB cormmand Prompt
) Notepad

> AuPrograms

Start Search

3) / £ A0l G LINA Yy G SNE

dzyfdFdpeNdhelptintédRmehuNS | YR { 2 dzy R

(| B |

@Ov » Control Panelﬁbr
-

Vth||Seamh7 B

o

e Control Panel Home .
System and Maintenance

Get started with Windows
Back up your computer

Classic View

Security

Check for updates

@ Allow a program through Windows
Firewall

Network and Internet
View network status and tasks
Set up file sharing
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Programs
Uninstall a program
Change startup programs
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User Accounts
@ Change account type

Appearance and
Personalization

Change desktop background
Customize colors

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input
methods

Ease of Access
Let Windows suggest settings

Optimize visual display

Additional Options
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Choose a local or network printer

? Add a local printer
i Use this option only if you don't have a USB printer. (Windows automatically
installs USB 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.
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Select a printer
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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

‘ Browse...

Example: \\computername\printername or
http://computername fprinters/printername/. printer

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

[ Next J[ Cancel




8) A box will popup called find printers. In the box next to Name: type in your School according to the
listbelow.¢ KSy Of A0]1 GKS GCAYR b2gée odzidzy
9 High School = WHS
Daniel Boone = DBE
Rebecca Boone = RBE
Warrior Ridge = WRE
Blackhawk = BHM
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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
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box is not checked, this option can be changed later.
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Type a printer name

Printer name:

whs-ib-hp4300 on warren-hs01

[V] set as the default printer

This printer has been installed with the HP Universal Printing PCL 6 driver.

[ Next J[ Cancel ]

11) Click next to finish the install.
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Selecting An Installed Printer As Your Default Printer:

Follow these steps to set a printer already installed as your default printer:
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System and Maintenance
Get started with Windows
Back up your computer

Security

Check for updates

@ Allow a program through Windows
Firewall

Network and Internet
View network status and tasks
Set up file sharing

Hardware and Sound

Play CDs or other media automatically
Printer

Mouse

Programs
Uninstall a program
Change startup programs
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User Accounts
@ Change account type

Appearance and
Personalization

Change desktop background
Customize colors

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input
methods

Ease of Access
Let Windows suggest settings

Optimize visual display

Additional Options




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