How to Add a Network Printer to Your Computer
(NCHAS Domain)

Learn how to add a network printer to your Windows computer. This guide will walk
you through the process of finding and installing a printer shared on your network,
ensuring you can print documents from any computer.

1 Click here
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2  Type "printer"

3 Click "Printers & Scanners"

Documents  Web  Settings  People  Folders

Best match e

1 Prinfers & scanners

|e

! Systdm settings

Settings Printers & scanners
System settings

[ Add a printer or scanner

Find and fix problems with @ Open
* printing

Get quick help from web
Let Windows manage my default

printer Setting your preferred default printer

Enable or disable Windows Checking current print jobs in queue

[T el ol Connecting a wireless printer easily

E_‘ Change advanced color Connecting a scanner to your device
~ management settings for

Search the web
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4  Click "Add device"
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wd a setting

& devices > Printers & scanners

inter or scanner

IS (Plotter) HP Designlet T2600 on printsrv

icrosoft Print to PDF
IS - Brother HL-LB260CDW - Common Area on printersrv
IS - Brother HL-LB260CDW - Common Area on printsrv

neNote (Desktop)

5 Click "Add a new device manually"

etooth & devices > Printers & scanners

Printer

Ra.-:reation - Lanier IM C4500 - Copy Room on PRINTERSRV T s

Printer

Recreation on PRINTERSRY Add device

Printer

Quarters ] Kyocera TASKalfa 3554ci KX on PRINTERSRY Add device

Printer

PW Bldg E - Sanitation - HP OfficeJet Pro 8730 on PRINTERSRY .
i Add device

Printer

PW Bldg D - Parts - Zdesigner ZT410 Label Printer on PRINTERSRV

Add device
Printer

The printer that | want isn't listed

GIS (Plotter) HP Designlet T2600 on printsrv

Toner/i v

Microsoft Print to PDF

MIS - Brother HL-L8260CDW - Common Area on printersrv

MIS - Brother HL-L8260CDW - Common Area on printsrv

OneNote (Desktop)
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6 Click "Select a shared printer by name"

Settings Q  Find a setting

Christopher Haras Bluetooth & devices > Printers & scanners

cheras@northcharleston.org
Printer

. Add device
Home = Add Printer

System T
Add device

Find a printer by other options

Bluetooth & devices
© My printer s a little older. Help me find it.
: 5 Add device
Network 8 internet () Find Sorinter in the directory, based on location or feature

e () Select a thared printer by name
Personalization | Nad device

Apps Example: \\computemame\printemame or
http://computername/printers/printemame/ printer Add device

Accounts =
i ) Add a printer using an IP address or hastname
Time & language (O Add a Bluetooth, wireless or network discoverable printer
() Add a local printer or network printer with manual settings
Gaming
Accessibility

Privacy & security Cancel
Windows Update

MIS - Brother HL-L8260CDW - Common Area on printersrv

7  Click here

i

Settings Q. Find a setting

Cheistapher Heres Bluetooth & devices > Printers & scanners

ras@northcharleston.org
Printer

. Add device
Hoe = Add Printer

System :
Find a printer by other options Add device

Bluetooth & devices
() My printer is a little older. Help me find it.
= h Add device
Network & internet (O Find a printer in the directory, based on location or feature

o © Selsft 2 shared prifher by name
Personalization e

Apps Sxample: \\computername\printername or
http://compeername/printers/printername/. printer Add device

Accounts &
) Add a printer using an IP address o hostname

Time & language () Add 2 Blustooth, wireless or network discoverable printer

(7) Add a local printer or network printer with manual settings
Gaming

Accessibility
Privacy & security Cancel

Windows Update

MIS - Brother HL-L8260CDW - Common Area on printersrv
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8  Type "\\printersrv\"

@ Tipt

Printers are normally labeled with the name of the department they are in. In this
instance, we are connecting to the printer in the Executive area
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9 Find the printer you are trying to connect to

5 Add Printer

System 7
Add device

Find a printer by other options

Bluetooth & devices
() My printer is a little older. Help me find it.
B - Add device
Network & internet (O Find a printer in the directory, based on location or feature

s © Select a shared printer by name
Personalization .

W\printersnd\| Browse...

Apps W\printersr\Building Breakroom Canon Generic Plus PCLG
\\printersn\Building Inspections - Kyocera TASKalfa 3554ci KX Add device
Accounts “\printersn\Building Inspections 2 - Kyocera TASKalfa MZ4001ci KX
\printersr\Code Enforcement - Copy Room
Time & language \\printersn\Facilites LANIER IM C4500 PCL &
\\printersrv\Fire Admin Blk 8 W - Kyocera TASKalfa MZ5001ci KX
Gaming \printersr\Fire Admin Color - Kyocera TASKalfa MZ5001ci KX
W\printersrAGIS (Plotter) HP Designlet T260
\\printersn/\HR RICOH IM C6000 PCL &
\\printersr\Kyocera TASKalfa MZ35{ Ici K¥ - Planning 1 Zoning

Accessibility

Privacy & security
gl \\printersnAMIS - Brother HL-L8260CK Commen &'ea

\iprintersn/\MIS - HP Laserlet P4015n - Uemman. Mea
\\printersr\Planning and Zonining
\\printersrv\Police Adrmin Front

LDURREIEME  printersti\Police Admin Front - Kyocera TASKalfa MZ3501ci KX

Windows Update

MIS - Brother HL-LB8260CDW - Common Area on printsrv

OneNote (Desktop)

Printer preferences

Windows protected print mode
This feature helps ensure the late: rity standard for printer software. Turning this on may limit the availabil

10 Click "Next"

Find a printer by other options Add device

(0 My printer is a little older. Help me find it
i Add device
(OFind a printer in the directory, based on location or feature

© Select a shared printer by name
Add device
\\printersrv\Kyocera TASKalfa MZ6001ci K>

Browse...

Example: \\computername\printername or
http://computername/ printers/printername/ printer Add device

() Add a printer using an [P address or hostname
() Add a Blutooth, wireless or network discoverable printer

(0) Add a local printer or network printer with manual settings

MIS - Brother HL-L8260¢ mmon Area on printersry

MIS - Brother HL-L8260CDW - Common Area on printsrv

OneNote (Desktop)

Printer preferences

Windows protected print mode
This feature helps ensure the ate: tandard for printer software. Turning this on may limit the a y of some
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11 Let the installation download and finish

Q. Find a setting

Christopher Heras Bluetooth & devices > Printers & scanners

cheras@northcharleston.org
Printer

9 Add Printer

stemn

Find a printer by other options

etooth & devices
() My printer is a little alder. Heln me find it.
. Windows Printer Installation x
ptwork & internet (O Find a printer it

© Selectashared Connecting to Kyocera TAGKalfa MZBQ01ci KX -

rsonalization : £
Executives on printersny

Wiprinterst
Example:\| Finishing the installation...

http://com
() Add 3 printer 4
(0 Add 2 Bluetoot

() Add 3 lacal printer or network printer with manual settings

ivacy & security
indows Update

MIS - Brother HL-L8260CDW - Common Area on printersrv

12  Click "Next"

You've successfully added Kyocera TASKalfa MZ6001ci KX - Executives on
printersrv

Printer name: Kyocera TASKalfa I i KX - Executives on printersny

This printer has been installed with the Kyocera TASKalfa MZ6001ci KX driver.

Microsoft Print to PDF

MIS - Brother HL-L8260CDW - Common Area on printersrv

MIS - Brother HL-L8260CDW - Common Area on printsrv

OneNote (Desktop)

Made with Scribe - https://scribehow.com

Browse...

Add device

Add device

Add device

Add device

Add device
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Add device
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13 Click "Set as the default printer" if you wish for this printer to be the main printer

=9 Add Printer

You've successfully added Police Central - Kyocera TASKalfa MZ5001ci KX on
sprintersrv

Setast e default printer

To check if your printer is working properly, or te see troubleshosting information for the printer, print a
test page.

Print a test page

| Finish | Cancel

14 Click "Finish"

You've successfully added Police Central - Kyocera TASKalfa MZ5001ci KX on
sprintersrv

Set as the default printer

To check it your printer is working properly, or to see troubleshosting information for the printer, print a
test page.

Print  test page

_ Finsh | § cancel
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15 Unfortunately on Google Chrome, occasionally the browser does not see the
changes you've made. Follow these steps in order to print to the device through
the browser

16  Open Google Chrome

Print a test page

4 Apps

Add device
Accounts

P Time & language
Gaming
Accessibility
Privacy & security

Cancel
Windows Update

B Microsoft Print to PDF

MIS - Brother HL-L8260CDW - Common Area on printersrv

MIS - Brother HL-L8260CDW - Common Area on printsrv

OneNote (Desktop)
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17

S PC Locatio...

18

Click on the 3 vertical dots in the top right corner

@ Appr wn HD £ i fou and... 2 S

¢ Al Mode

+

Innoj Softw... Lansweeper Microsoft Entra ... MIS PC Form Add shortcut

Click "Print"

€t Al Mode

+

Lansweeper Microsoft Entra ... MIS PC Form Add shortcut
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Help
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19 Inthe "Destination" section, click on the drop down arrow

Print

Gmal mages G 1 e

Destination B saveasPOF

Pages

Layout Portrait

2 Al Mode
More settings

20 Click "See more..."

Print

Gmail mages  Z i e

Destination

other HL-L8260CDW - Common Area on printersrv

Pages &P Designlet T2600 on printsrv

s See more..

¢ Al Made
More settings

Made with Scribe - https://scribehow.com



21 Here you will see the printer we've added

Select a destination

Q. earch destinations

22 After selecting the printer, the printer should now appear in the Destination
section.
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