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Adding A Network Printer



Step 1: Click on the “Start” button in your task bar and select “Devices and Printers”.



Step 2: Click on the “Add a Printer” link at the very top of the window.



Step 3: Click on the “Add a network, wireless or Bluetooth printer” bar.



Windows will look for every printer in the county. We don’t want to dig through a list of every printer in the county. So click on “The printer that I want isn’t listed”. (We are lying since our printer is actually in



there. But, hey, we are too lazy to search through 5,000 printers to find it.)



Step 4: Make sure that “Find a printer in the directory, based on location or feature” is selected and click “Next”.



Now we should see our old friend the “Find Printers” dialog box from Windows XP.



Step6: Type 632 into the name field and click “Find Now”.



Now we have a list of only the printers at McConnell  which we can browse for the room number of the printer we would like to use.



Step 7: When you find the printer you want, just double-click on it and the server should push the correct driver down for you and you are all done.



Things to keep in mind: 1. Every printer you add increases your login time. Don’t add every printer in the building just because you can unless the idea of waiting fifteen minutes for your laptop to login interests you. 2. Don’t set the network printer as your default printer as you may forget and send something you don’t want seen by students or others to the network que. 3. Don’t print more than one copy of any document. Making copies on a copier is way, way cheaper than a laser printer not to mention that our lease on the copy machines covers toner costs. We have no such deal for the network printers.
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Step 3: Click on the â€œAdd a network, wireless or Bluetooth printerâ€� bar. Windows will look for every printer in the county. We don't want to dig through a list of every printer in the county. So click on â€œThe printer that I want isn't listedâ€�. (We are lying since our printer is actually in ... 
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