ICT Helpsheet Adva
ADD A PRINTER

To add a printer, click the Start
button and click the “Devices
and Printers”

@

ICT Service Desk 01993 866400

ServiceDesk@advanceuk.org
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Then click the “Add a printer” button at the top

of the page:

}-@‘-DE?iEES and Printers

Ii; ;.H.; ;; P"‘B + Caontral Panel = Hardware and Sound + Devices and Printers

fdd a device  Add a printer

* Devices (3) ——————{Start the Add Printer Wizard, which helps

woll install a prinker




Click the “Add a network, wire-
less or Bluetooth printer” option:

See below:

2% add Printer [x]

T
-y o= Add Printer

What type of printer do you want to install?

<» Add alocal printer
Lise this option only  vou don't have a USE printer. {Windows automatically installs USE printers when you
phug them in.)

<% Add a network, wireless or Bluetooth printer
Make sure that wour computer is connected to the network, or that your Bluetooth or wireless printer is
turned on. [}

Let it search for printers, and then
click on the “The Printer that |
want isn’t listed” button:

22 Add Printer ’
@ = Add Printer

No printers were found.

Printer Name [ Agdress

= Search again

<% The printer that I want isn't listed

%




Leave “Find a printer in the
directory, based on location or
feature” selected and click

Next:

Find a printer by name or TCP/IP address

= [Find 2 printer in the directary, based on location or featurel
" Select a shared printer by name

! Browise.., |

Example: \\computername\printemarne or
http:/fcomputemame/printers/printername/. printer

" Add 3 printer using a TCP/IP address or hostname

B® Find Printers

[ Model
O B B ]
Camnon Ganeric PCLE Driver
Camon iR 3225 PCLE
Canon iRZSZS{2530 UFRIILT

@anzszswshzs Jublies House, Greenfelds, Redditch Canon iR2525/2530 UFRIILT

9 Canon-C2020H2SiteS? 954 Wantage Road, Dideot Canaf iR-ADY C2020 20300 UFRIIT

¥ BrotherMPC7360M@5ieT3 Ske 73 Brother MFC-7380M Printer =
{108 tem(s} Found v




Downloading the driver. ..

YWindows Printer Installation

Connecting to HP-L1-3015_UPD@Finance on
PRINT 1l.advanceuk.local

Or use the filter by entering your
search times and click “Find Now”.
Once you’ve found your printer
highlight it and click OK:
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B HP-L3-3015_UPDEFinance Finance Department, Witney 15t Floor  HP Universal Printing PCL 5 {v5.5.0) PR ‘
LodHP-1 30050 LPD@Finance Finance Department, Witney HP Universal Printing PCL 5 (v5.5.00 |
"= Canon-iR3235@Finance Finance Department Print Room, Wik...  Canon iR323S[IR3245 PCLE PR |
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If you haven’t had a similar printer on
your computer before, it may need

to install a driver. It should do this
without prompting you. Please
contact ICT if you have any

issues during the install:

Zancel




Verify that the printer name is G |
correct and click Next:

_sfully added HP-L1-3050_UPD@Finance on PRINT1

—T b1 ||--;-._ 1-9050_UPD@Finance on PRINTL

This printer has been installed with the HP Universal Printing PCL 5 (v5.5.0) driver,

The printer has been added to
your computer. Click to print
a test page and/or click

Finish:
[Sagdproter @
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You've successfully added HP-L1-9050_UPD@Finance on PRINT1

To check if your printer is working properly, or to see troubleshooting information for the printer, print a
test page,

[ Printatestpage |




