Adding an Active Directory Printer

The instructions in the job aid describe how to add a printer to computers running Microsoft Windows 7 or Windows 8.
Please follow the instructions carefully that apply only to the operating system that your computer is running.

Windows 8

If you have a computer that is running Windows 8, follow these steps to install a printer:
1. Using your mouse, point to the upper-right corner of the screen, and then click the Search icon.
2. All of the programs installed on your computer are listed here.
3. Inthe search field, type ‘Control Panel.’
4. Click the Control Panel tile to open it.
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5. When the Control Panel opens, click ‘Devices and Printers.’
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Skip to Step 3 of this job to continue.

Windows 7

Step 1: Click on the Windows icon in the
bottom left hand corner of the computer
screen.
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£ = Step 2: On the sidebar of the Windows
ontrol Panel
o menu, click on Devices and Printers.
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Step 3: Click on Add a Printer.

5434A-M-RS0G06 Microsoft
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What type of printer do you want to install?
|
% Add alocal printer
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 cannected to the netwark, or that your Bluetooth ar wireless
printer is tumed on.
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@ = Add Printer
Select a printer
Printer Name - Address i
@SSIEA'NEWT(hrSUppDI‘t'HPBSL‘S'Ul on PROL.. SDCS/Other Sites/IMC L
E¥5516A-TchrSupport-Right-IR2200-01 on PRD... SDCS/Qther Sites/IMC
E¥5516A- TeacherSupport-Left-BldgA-IR2200-0... SDCS/Other Sites/IMC
= i ==
E55824- CommTrnsltns-HP4050-01 on PRDIM... SDCS/Other Sites/IMC -
QSSSE-IMCBIdgC_Trans\ations-HPleU-Ul .. SDCS/Other Sites/IMC
E%156204-B11-IR2018-01 on PRDIMCDFPOL SDCS/Other Sites/IMC

< The printer that I want isn't listed

Search again /

Step 4: Click on Add a network, wireless or
Bluetooth printer

Step 5: Locate the printer in the list (printer
list may take some time to load; the list is
completely loaded when green bar stops
moving).

Select the printer from the list by clicking on
it with the mouse and then click the Next
button and proceed to Step 16 on page 4.
Note: If the printer is not listed, proceed to
Step 6 below and complete Steps 6-15.
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Select a printer

Printer Name : Address ol
05516A-NewTchrSupport-HP3525-01 on PRDL.. SDCS/Other Sites/IMC L
¥ 5516A-TchrSupport-Right-IR2200-01 on PRD... SDCS/Other Sites/IMC

955164 -TeacherSupport-Left-BldgA-IR2200-0... SDCS/Other Sites/IMC |
@SSBQA—BU\\d\ngA—HP-ﬂ]ﬂﬂ—ﬂl on PRDIMCDF...  SDCS/Other Sites/IMC

5582 A-CommTrnsltns-HP4050-01 on PROIM... SDCS/Other Sites/IMC
@SSSZA—Canrans\at\nnsIMCBIdgC—IRZZ?[]—Dm SDCS/Other Sites/TMC g
@SSSZA—IMCBIdgC_Translatinn;—HPdlﬂﬂ—ﬂl o... SDCS/Other Sites/IMC /
0 56204-B11-1R2018-01 on PROIMCDFPOL SDCS/Other Sites/TMC S

= The printer that I want isn't listed
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Step 6: Click on - The Printer that | want
isn’t listed.

@ = Add Printer
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Find & printer by name or TCP/IP address

@ Find a printer in the directory, based on location or feature

Eonnect to tHIS printer:

Example: V\computername\printername or
http://computername/printers/printername/.printer

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

| () Add a Bluetooth printer
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D) Find Printers
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File Edit View

In: [: Erttire Directory

v][ Browse... ]

SDCS/Other Sites/TMC

Printers | Features | Advanced
Find M
Name:
Stop
Location: SDCS/Other Sites/IMC/ Browse...
Clear Al
Model:
=2
(Search results:
MName Location Model ol
B 5831 A-Admin-ChildDev-BldgD-IR227... SDCS/Other Sites/IMC Canon iR}‘_El—I
9 5831 A-CalSafe-IR1600-01 Canon iR1E

Step 7: Select - Find a printer in the
directory, based on location or feature.

Step 8: Click the Next button.

Step 9: Click the Browse button.




Browse For Location
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L}

Choose the appropriate location.

E|: Entire Directory
=8 socs
H == DMZ
EdCenter

High Schools
Middle Schools

Elementary Schools

Step 10: Locate the category in which your
_~| school is contained (i.e. Elementary

d Schools). Click on the plus symbol to

expand the category where your school

would be listed. Expand as many categories

as needed to locate your school.

Selected location:  SDCS/Other Sitesf
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Browse For Location

Choose the appropriate location.

Step 11: Click on the name of your school to

. select it.
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Selected location:  SDCSMiddle Schools/Challenger

Step 12: Click the OK button.
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Find Printers e

Fle Edit View _~ Step 13: Your school site should now be
b (3 e Dioctoy *] ooy listed in the location. Click the Find Now
— button to refresh the printer list under
Name: Search results.
Location: SDCS/Other Sites/IMC/ Browse... —
Step 14: Select the printer in the results
S area that you wish to add by clicking on it.
MName Location Model o
RTINS ST e RV Pr—
L4 5434 A-EdTech-MPG000-01 SDCS/Other Sites/TMC Drivel
@Hi ﬁ- L i‘E'MEﬁ 00-01 ﬂnrvmwnu( DCLE
51 5458 A-Inst-Dist-Srvs-IR2270-01 SDCS/Other Sites/IMC Canon iR2Z . s
P51 5458 A-RML02-HP Colord700-01 SDCS/Other Sites/IMC HP Color L Step 15 CIICk the OK bUtton Proceed to
P 5460 A-BatesPrinter- HP1200-01 SDCS/Other Sites/IMC HP Laserlel = Step 16 below.
4 1 | 3
52 item(s) found
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Windows Printer Installation RS

Connecting to 5434A-EdTech-MP&000-01 on

PRDIMCDFPO1.sdcslocal Step 16: Windows printer installation will

begin. Do not click anything in this window.
Finishing the installation...

Cancel

52

& o= Add Printer

You've successfully added 5434A-EdTech-MP6000-01 on PRDIMCDFPOL

Printer name: 5434A-EdTech-MPE000-01 on PRDIMCDFPOL

This printer has been installed with the PCLG Driver for Universal Print driver,

Step 17: Click the Next button.
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- Step 18: The printer has been added

You've successfully added 5434A-EdTech-MP6000-01 on PRDIMCDFPO1 successfully.

To print a test page, click on the Print a test
_~ bage button.

Vou can choose a default printer for home, work, and other places you go. Set up multiple When finished, click the Finish button.

default printers...

/

To check if your printer i g properly, or to see troubleshooting information for the printer, print a
est page.

Print a test page

Finish
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Step 19: Once the printer has been added
successfully, the printer will be in the list of
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5434A'EdT’E(h'M GOLDHL (HP ) Kiﬂ Virtual V\;;;nsnft Office V;’\-\;rnsuﬂ XPS ) -;Send To p ri nte rs a n d faxes .
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pROACDE01 = | Note: the printer with the green check
( . .
mark is the default printer.
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