Open Internet Explorer Browser. Type http://printers/
Select your current location/office.
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You will see list of all the printers at your location. 
[image: ]

Find the printer you want to add and you may have to scroll down to find the printer. If you do not know the full name of the printer, you have to find the printer on the floor and get the name from the printer.[image: ]
Click on the printer name and following page will appear. On the left side menu under Printer Actions, please click on connect. Once you click on connect, printer driver will be installed.
[image: ]

Click on ‘Yes’ on below window.
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Once installation is complete, you will see the below window with message “The printer has been installed on your machine”. If you want to make this printer your default printer, click on “Click here to open the printer folder on your machine”. This link is below “The printer has been installed on your machine” message.
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[bookmark: _GoBack]



Right click on the printer you just configured and click on “Set as Default”.
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1| | All Printers on wfwps01-p al
Name Status Loca Jobs _Model Comment
QD HP451dn-Color Ready 0 HP Universal Printing PCL 6
QD HPSS-WI656-Cubide 17 Ready Water Front West Floor 07 Cubide 17 0 HPLaserkt 55i Department: DIP : 10.16.67.28 Data Port 7011-068
D SharpMX-M 365N W7656-Copy 1 Ready Water Front West Floor 07 Near Cubides 0 SHARP MX-M365N POL6 Department: ADIP : 10.16.67.29 Data Port
Comp--SHARP MX-4070N PCLE 1 Ready 0 SHARP MX-4070N PCL6 Department:Compliance IP : 10.16.64.46 Cata Port 00
Comp-HP4050-W630-Qutide 159 Ready Water Front West Floor 06 Qubide 159 0 HP Laserket 4050 Series PG Department: Compiiance IP : 10.16.66.36 Data Port W6042-07B
Comp-HPI000- WS60-CUBE180 Ready Water Front West Floor 06 Cubides 180 0 HPLaserket 9000PCL6 Department: Compliance IP : 10.16.66.23 Data Port W6063 01-8
Comp-HPI0S0-WS60-Area 1 Ready 0 HP Universal Printing PCL 6
Comp-HPIS0-WS60-Areas Out of Paper 0 HP Universal Printing PCL 6
Comp-SHARP MX-M365N Ready 0 SHARP MX-M365N POL6
Comp-Sharp-MX-M365NwS60-Outside Conf rm 6034 Ready Water Front West Floor 06 Copy Area 4- Outside CofRm 60341 SHARP MX-M365N PL6 Department: Compiiance IP : 10.16.66.25 Data Port W6033 02 B
Comp-Shar pMX-M356N-WS60-Near Conf Rm 6034 Ready Water Front West Floor 06 Near Corf Rm 6034 0 SHARP MX-M365N POL6 Department: Compiiance IP : 10.16.66.26 Data Port w6033 04 B
Comp- SharpMX-M365N-WS60-Qube150 Ready Water Front West Floor 06 Cube 150 0 SHARP MX-M365N POL6 Department: Compiiance IP : 10.16.66.21 Data Port W6043-08 B
Comp-Shar pMX-M365N-W600-Near Cube 199W  Ready Water Front West Floor 06 Near Cube 199 0 SHARP MX-M365N POL6 Department: Compiiance IP : 10.16.66.24
CompCCSharpMX-MSESN-W6737-C55 Ready 0 SHARP MX-MS65N POL6
CS-HP2420-W270-C62 Printer Offine  Water Front West Floor 02 Cubide62 0 SHARP MX-6500N PCL6 Department:CS IP : 10.16.62.40
CS-HP4000-W270-CubicleS5 Ready Water Front West Floor 02 Qubides5 0 HP Laserket 4000 Series PG Department:CS IP : 10.16.62.37 Cata Port
CS-HP4000A-W270- CI6817 Ready Water Front West Floor 02 Between Cubide 16317 0 HP Laserket 4000 Series PG Department: Qustomer Service IP : 10.16.62.33 Data Port 2032-16-8
CS-HP4000B-W270-C16817 Printer Offiine  Water Front West Floor 02 Between Cubide 16317 0 HP Laserket 4000 Series PG Department: Qustomer Service IP : 10.16.62.34 Data Port 2032-17-8
CS-HP4014-W2761-Letterhead Ready 0 HP Universal Printing PCL 6
CS-HP4700-W210-C81 Ready Water Front West Floor W210 0 HP Universal Printing PCL 6
Ready Water Front West Floor 02 Near Qubide 81 #\W210 0 SHARP MX-5141N PCL6 Department: Qustomer Senvice IP : 10.16.62.36 Data Port W2042-03-8
CS-SharpMX-M365N-W270-C117 Ready Water Front West Floor 02 Qubide 117 0 SHARP MX-M365N POL6 Department: Qustomer Service IP : 10.16.62.29 Data Port W2033-06-8
CS-SharpMX-M365N-W270-Ca4 Ready Water Front West Floor 02 Near Cubide 44 0 SHARP MX-M365N POL6 Department: Qustomer Service IP : 10.16.62.31 Data Port W2041-02-8
CS-SharpMX-M365NW270-C108 Ready Water Front West Floor 02 Qubide 108W 0 SHARP MX-M365N POL6 Department: Qustomer Service IP : 10.16.32.115 Cata Port W2033-15-8 (Conne
EDF-SharphX-5141N-W772 Ready Water Front West Floor 07 Copy RM. 7701 0 SHARP MX-5I41NPCL6 Department: EDF IP : 10.16.67.32 Data Port
EDRC-HP4700-E450-Cubide 84 Ready 0 HP Universal Printing PCL 6
'EDRC-Konica-E450- CopyRM Toner Low 0 KONICA MINOLTA C754SeriesPCl
EDRC-Konica-E450-CopyRM2 Ready 0 KONICA MINOLTA C754SeriesPCL
HP Color Laserjet M476 Ready Water Front West Floor 08 0 HP Universal Printing PCL 6 Department: OFT IP : 10.16.68.52
HR-SHARP MX-6500\-RM2544 Ready HR Copier Room Sharp MX 6500 2nd i 0 SHARP MX-6500N PCL6
ogistics-HPA550-W1636-C7 Ready 0 Microsoft enhanced Point and Print compatibility driver Department: Logistics IP: 10:16.61.31
ogistics-SharpMX-M365N-W1636-17 Ready Water Front West Floor 01 Near Cubide 17 0 SHARP MX-M365N POL6 Department: Logistics IP : 10.16.61.30 Data Port 30
0IO-Sharp-MX-mS65N-E750-Print Pro RM Ready Water Front EAST Floor 07 7326 Print Production RM 0 SHARP MX-MS65N POL6 Department: OO TP : 10.16.67.133 Data Port 7033 -038
OFOS-HP 9050d RM 8132 Ready 0 HP Universal Printing PCL 6
OFOS-Sharp 7040N-CopyRM 2 Ready Water Front East Floor 08 Copy Rm. 2 0 SHARP MX-7040N PCL6 Department: OFOS IP : 10.16.68.139
OFOS-Sharp 7040N-E-RM 8197 Ready Water Front Est Floor 08 Room 8197 0 SHARP MX-7040N PCL6 Department: OFOS IP : 10.16.68.132 Data Port .
OFOS-SHARP MX-1204 -OFOS outside of Library ~ Ready 0 SHARP MX-MI204POL6
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1| | All Printers on wfwps01-p al
Name Status Loca Jobs Model ‘Comment
'aD-HP451dn-Color Ready [ HP Universal Printing PCL 6
aD-HPSSI-W7656-Cubide 17 Ready ‘Water Front West Floor 07 Cubide 17 [ HP LaserJet 551 Department: ADIP : 10.16.67.28 Data Port 7011-06B
aD-SharpMX-M365N-W7656-Copy 1 Ready ‘Water Front West Floor 07 Near Cubides [ SHARP MX-M365N PCL6 Department: ADIP : 10.16.67.29 Data Port
‘Comp--SHARP MX-4070N PCL6 1) Ready [ SHARP MX-4070N PCL6 Department:Compliance IP : 10.16.64.46 Data Port 00
‘Comp-HP4050-W630-Cubide 159 Ready ‘Water Front West Floor 06 Cubide 159 [ HP LaserJet 4050 Series PCL6 Department: Compliance IP : 10.16.66.36 Data Port W6042-07B
Comp-HP9000-WS60-CUBE180 Ready ‘Water Front West Floor 06 Cubides 180 [ HP LaserJet 9000 PCL6 Department: Compliance IP : 10.16.66.23 Data Port W6063 01-B
Comp-HP9050-WS60-Area 1 Ready 0 HP Universal Printing PCL 6
Comp-HP9050-WS60-Areas Out of Paper [ HP Universal Printing PCL 6
Comp-SHARP MX-M365N Ready [ SHARP MX-M365N PCL6
Comp-Shar p-MX-M365Nw560-Outside Conf rm 6034  Ready ‘Water Front West Floor 06 Copy Area 4- Outside Conf Rm 6034 1 SHARP MX-M365N PCL6 Department: Compliance IP : 10.16.66.25 Data Port W6033 02 B
Comp-Shar pMX-M356N-W560-Near Conf Rm 6034 Ready ‘Water Front West Floor 06 Near Conf Rm 6034 [ SHARP MX-M365N PCL6 Department: Compliance IP : 10.16.66.26 Data Port w6033 04 B
‘Comp-Shar pMX-M365N-W560-Cube150 Ready ‘Water Front West Floor 06 Cube 150 [ SHARP MX-M365N PCL6 Department: Compliance IP : 10.16.66.21 Data Port W6043-08 B
‘Comp-Shar pMX-M365N-W600-Near Cube 199W Ready ‘Water Front West Floor 06 Near Cube 199 [ SHARP MX-M365N PCL6 Department: Compliance IP : 10.16.66.24
CompCC-SharpMX-M565N-W6737-C65 Ready [ SHARP MX-M565N PCL6
CS-HP2420-W270-C62 Printer Offiine  Water Front West Floor 02 Cubide62 [ SHARP MX-6500N PCL6 Department:CS IP : 10.16.62.40
CS-HP4000-W270-Cubide55 Ready ‘Water Front West Floor 02 Cubide55 [ HP LaserJet 4000 Series PCL6 Department:CS IP : 10.16.62.37 Data Port 0
CS-HP4000A-W270-C16&17 Ready ‘Water Front West Floor 02 Between Cubide 16&17 [ HP LaserJet 4000 Series PCL6 Department: Customer Senice IP : 10.16.62.33 Data Port 2032-16-B
CS-HP4000B-W270-C16&17 Printer Offfine  Water Front West Floor 02 Between Cubide 16&17 [ HP LaserJet 4000 Series PCL6 Department: Qustomer Senice IP : 10.16.62.34 Data Port 2032-17-B
CS-HP4014-W2761-Letterhead Ready [ HP Universal Printing PCL 6
CS-HP4700-W210-C81 Ready ‘Water Front West Floor W210 [ HP Universal Printing PCL 6
CS-SharpMX-5141N-W210-C81 Ready ‘Water Front West Floor 02 Near Cubide 81 #W210 [ SHARP MX-5141N PCL6 Department: Qustomer Senice IP : 10.16.62.36 Data Port W2042-03-B
CS-SharpMX-M365N-W270-C117 Ready ‘Water Front West Floor 02 Cubide 117 [ SHARP MX-M365N PCL6 Department: Qustomer Senice IP : 10.16.62.29 Data Port W2033-06-B
(CS-SharpMX-M365N-W270-C44 Ready ‘Water Front West Floor 02 Near Cubide 44 [ SHARP MX-M365N PCL6 Department: Qustomer Senice IP : 10.16.62.31 Data Port W2041-02-B
CS-SharpMX-M365NW270-C108 Ready ‘Water Front West Floor 02 Cubide 108W [ SHARP MX-M365N PCL6 Department: Customer Senvice IP : 10.16.32.115 Data Port W2033-15-B (Conne:
EDF-SharpMX-5141N-W772 Ready ‘Water Front West Floor 07 Copy RM. 7701 [ SHARP MX-5141N PCL6 Department: EDF IP : 10.16.67.32 Data Port
[EDRC-HP4700-E450-Cubide 84 Ready [ HP Universal Printing PCL 6
EDRC-Konica-E450-CopyRM Toner Low [ KONICA MINOLTA C754SeriesPCL
 EDRC-Konica-E450-CopyRM2. Ready [ KONICA MINOLTA C754SeriesPCL
HP Color Laserjet M476 Ready ‘Water Front West Floor 08 [ HP Universal Printing PCL 6 Department: OFT IP: 10.16.68.52
HR-SHARP M 00N-RM2544 Ready HR Copier Room Sharp MX 6500 2nd fi [ SHARP MX-6500N PCL6
0aisti 5-HP4550-W1636-C7 Ready [ Microsoft enhanced Point and Print compatibility driver Department: Logistics IP: 10:16.61.31
0gistics-SharpMX-M365N-W1636-c17 Ready ‘Water Front West Floor 01 Near Cubide 17 [ SHARP MX-M365N PCL6 Department: Logistics IP : 10.16.61.30 Data Port >
OI0-Sharp-MX-m565N-E750-Print Pro RM Ready ‘Water Front EAST Floor 07 7326 Print Produdion RM [ SHARP MX-M565N PCL6 Department: OIO IP : 10.16.67.133 Data Port 7033 -038
(OFOS-HP 9050d RM 8132 Ready [ HP Universal Printing PCL 6
'OFOS-Sharp 7040N-Copy RM 2 Ready ‘Water Front East Floor 08 Copy Rm. 2 [ SHARP MX-7040N PCL6 Department: OFOS IP : 10.16.68.139
'OFOS-Sharp 7040N-E-RM 8197 Ready ‘Water Front East Floor 08 Room 8197 [ SHARP MX-7040N PCL6 Department: OFOS IP : 10.16.68.132 Data Port S
'OFOS-SHARP MX-1204 -OFOS outside of Library Ready 0 SHARP MX-M1204 PCL6
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