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How To…
Add a Network Printer

What if I cannot find a network printer to connect to my school computer?
What if I’ve added the printer, but still cannot print?
I. On the Desktop, Click on My Computer
II. Look down the left-hand side and click on Control Panel
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III. Click on Printers and Faxes
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IV. Look Down the left-hand side and click on add a printer
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V. Click on Next
VI. Switch the setting to A network printer, or a printer attached to another computer and click Next
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VII. Click on  Browse for computer and click Next
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VIII. Search for the desired printer, click on it and click Next
IX. You may or may not be prompted to input a username and password. If so, enter your login name and password
X. If you would like to make this you primary printer, click in the box. Click Enter
Top
What if I’ve added the printer, but still cannot print?

I. First, check the physical components of the printer. Make sure all the plugs are fully plugged in and the computer is turned on
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II. Next, make sure there are no problems with the printer itself. Some common issues are (a) paper jams, (b) no paper, or (c) the printer is offline.

a. If there is a paper jam, follow the instructions on the printer’s screen 

b. If there is no paper, add paper to the appropriate tray

c. If you’ve checked all the connections and the printer is still offline, contact your network administrator
III. If problems persist with the printer itself, contact you network administrator for maintenance 
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