How to Add aPrinter

For Windows

1. On your keyboard, hit the Windows and R key together (Or Right-Click on Start and
select Run)
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2. If you use a personal computer, you will be prompted to enter your username for
campus email and the password.
Windows Security X

Enter network credentials
Enter your credentials to connect to: print

“JEEF name |

..Q. | Password |

Domain: CSNTPROD

[] Remember my credentials

o The user name or password is incorrect.

Cancel

o Example: username@morrisville.edu
o Enter your campus password
3. Type ‘\\print’ (Morrisville campus) or ‘\\printern’ (Norwich campus) and click OK.
=) Run =

=== Typethe name of a program, felder, document, or Internet
resource, and Windows will cpen it for you.

Open: |\\prinﬂ ]

QK Cancel Browse...

4. This will open a folder with the campus printers.
5. Find the printer you are looking for and double-click the printer. Printer locations are
listed at Printer Paths.


mailto:username@morrisville.edu
https://www.morrisville.edu/contact/offices/help-desk/online-help/printer-paths
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6. Then the driver software and the printer will be added to your computer.
7. The following window appears when the printer installs successfully.
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< >

Now you can select this printer for the dropdown.
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For Mac
Please contact the campus Help Desk for the installation.
Additional Tutorials

How to set a default printer in Windows 10
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https://support.microsoft.com/en-us/help/4028622/windows-10-how-to-set-a-default-printer
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