Adding Printer(s) to the Print Server

Outlined is a step-by-step process to assist in setting up each printer on the desktop to the new print server,
printsrvl. If assistance is needed during conversion please contact Technical Support (Helpdesk) at 18632 or
helpdesk@domail.maricopa.edu

Before starting gathering the following information & and perform these tasks:
Collect the new printer(s) name (All printers have been labeled with new names)

1.

Check printer(s) for paper

.| Programs 4
Open the Start menu and select the option
titled Run

Documents b

A new window will appear titled KEun. In the

. Type the name of a program, folder, docurnent, or
Wmdow'labeled Open Please type . E Internet resource, and Windows will open it For vou,
e \\PrintSrvli\ the name of the

Each printer is labeled with its name. e
Example: \\PrintSrv1\printer0067.

Select OK > oK I Cancel | Browse

=l

Warning: Depending on the speed of the computer, this operation may take several minutes, up to 5, to complete.

4.

Do not touch the keyboard or mouse during this time period.

Printers

Select YES @ Befare you can use the printer “\printsrv] Sprinter0061 " it must be set up

computer. Do pou want "Windows ta set up the printer and continue this operation?
Y Ho |

oh your

%% Printer0061 on printsrvl =]
. Printer  Document  View Help
When the printer has been successfully added s e s T i
to the print server a new window will open. A S
test page should be should be run to verify AR
installation of printer. Locate the Printer o
R A B ancel bl D aeuments
menu. Select the option title Properties. A i | 5
new window will appear. U= it i e e




& Printer0061 on printsrv] Properties

Color Management | Secuity | Devics Settings |

6. Select the button titled Print Test Page. e | O | I eree
Please make note of the time on the
desktop. The test page will not document
what computer generated the test page.
However, a time stamp will be registered on
the page. Making note of the time this action N
is performed and checking against the test oo Ves Papat avaibl
page can help to match printouts. Lo - ~

Losstiors [DOVDB Ta0- 759815

Comment.  |DO%408 Tag - 759816

HP Desklet 1600CMAPS

Staple: Mo
Speed 8 ppm
(4 s sl S =

Piining Picferences.. | it Test Page |

ok || ceneel | e |

Printer0073 on printsr¥1

1f5 3 3 3 A test bei it to the inter. D i th
7. A notification window will appear. Please o TR 1 e B 7 0 o e P
read instructions with in this window and then Ees
Th briefly d hi "z abill
select OK. -After test page has been successful a3 proves toChal it 2k the

printer driver.

proceed to step 8.
performed once and to the one prin
be defined as the DEFAULT PRINTER.

If the test page printed, click OF.
If the test page did nat print, click Troubleshoot,

Troubleshoat... |
8. It is necessary to define ONE printer as the 4 rinter0 DG lfonlint Tl =1 ES
. . ___' Printer Document View Help
default printer. Locate and Open the Printer F | S [ [ [ S

menu. Select the option titled Set As t s Dofat Firte
As Default Printer  Piing Prferences..
Eause Erinting

Caricel Al Masuments

The default printer: The printer to which the Shaiing..

bl
system directs a print request if you do not specify LA beristhe cefaul piner. 7
. Properties
a printer when you make the request. -
0sE

Please repeat steps one (1)
through eight (8) for each printer already
installed in the desktop



