How-To Connect to a network printer (Windows 7)

Step 1 (Connecting to current printer):

-Click on the link(s) emailed to your COC email. Example- \\falcon\BONH106HP4KPS-1.

-Once the printer(s) you selected connects to your computer, a new window(s) will open (figure 1), close this window(s).
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Step 2 (set as default printer): **Follow step 2 instructions if the printer that just connected is to be your preferred

printer.

-Open the Start Menu, then navigate to <Devices and Printers>, and left mouse click (Figure 2).
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Step 2 (cont.):

-Right mouse click the printer you just connected to, then left click “Set as Default Printer” (figure 4).

(Figure 3)

’,— #3 ¢ Contiol Panel ¢ Hardware and Sound ¢ Devices and Printers

Add a device Add a printer =) - -

= Devices (8)

BOMNHIO -MEAL FPDZZISW FPD2a85wW Microsolt UsSE Keyboard Wireless Oplical
Wireless Mouse 5000
Transcever

< Printers and Faxes (3)

BONHLOISHP4KP Microsoft XPS
5-1 on falcon Document Writer

# Unspeahed (2)

B3 B

oDYMO oYmMo
LabelWniter DUD LabelWrniter DUD

J 11 items

(Figure 4)

4 Printers and Faxes (3)

See what's printing
BCMHA -
51 o Set as default printer
« Unspe Printing preferences
Printer properties
[~ Create shortcut
Troubleshoot
S Remowve dewvice
D Properties
Label




Step 3 (Deleting printers):
-If there is a printer(s) you are not using anymore, or disconnected, please continue with step 3.

-With the “Devices and Printers” window open, right mouse click on the printer you want to delete, and then left click
on delete (figure 5).
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Step 4: Close all windows that the instructions had you open. You are now ready to print.



