Adding a new network printer at Fox Hill School

1. From the Start menu, select
Printers and Faxes.

2. On the left side of the window, in
the Printer Tasks section, click on
the link for Add a Printer.

3. In the Add Printer Wizard
window, click Next.
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4. At the Local or Network Printer

window select the radio button: “A
network printer, or a printer
attached to another computer”

Click Next. \
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The wizard needs to know which type of prnter to set up.

Select the option that descrbes the printer you want to use:

() Local printer attached to this computer

{#}A networlc printer, or a printer attached to another computer:

] To set up a network printer that is not attached to a prnt server,
\:!-‘,) use the "Local printer” option.
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5.In the Find Printers window, choose the
Burlington Network from the top pull down menu,
then Type the name “fh” in the name field and
click Find Now.

— > (the names of all the Fox Hill (FH)
printers will appear below)

6. Select a Pod Printer and then click OK.

7. When prompted select the radio button “yes” to
make the printer your default printer for now.
Click Next.

8. Click the Finish Button.
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Default Printer

Your computer will ahways send documents to the default printer unless pou specify
othenwise.

Do you want to use this printer as the default printer?

&) Yes
Mo

Add Printer Wizard

Completing the Add Printer
Wizard

You have successfully completed the Add Printer \Wizard.
“Y'ou zpecified the following printer zettings:

M ame: FH-P3CL on fheserver]
Default: Yes
Location: Fox Hill-Pod 3 Lazerjet 4650n

Comment:

To close this wizard, click Finish.
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