Installing network printer on Windows 7/8/10

REMINDER: You must be registered on and connected to the MBL-Registered wired or wireless network before you
can connect to a network printer!

1. Open Control Panel, go to “Devices and Printers”

2. Select “Add a printer” near the top of the window

3. Atthe following window, choose “The printer | want isn’t listed”

4. Select “Add a printer using a TCP/IP address or hostname”

5. Inthe “Hostname or IP address” field, enter either the printer’s IP address (10.225.3.107, for
example) or the printers fully qualified name (coursesitprt7.printers.mbl.edu , substitute the printers
name in the front), then click Next

6. Windows will begin looking for the device on the network using the information given.

7. If found, you will be prompted to enter a name for the printer. Enter a descriptive name.

8. After hitting next, you will be prompted to either share or not share the printer. Select “Do not
share” ... Clicking next will bring you to the final screen where you can choose to see if the printer
was installed correctly by printing a test page.

A
= Add Printer

Printer Sharing

If you want to share this printer, you must provide a share name. You can use the suggested name or type
a new one. The share name will be visible to other network users.

(®) Do not share this printer

(O Share this printer so that others on your network can find and use it

| HP Laserlet 42004300 PCL6 Class Driver |

a. If the printer wasn’t found, you'll see this screen:
& o= Add Printer

Additional port information required

The device is not found on the network. Be sure that:

1. The device is turned on.

2, The network is connected.

3. The device is preperly configured.

4, The address on the previous page is correct,

If you think the address is not correct, click Back to return to the previous page. Then correct the

address and perform another search on the network, If you are sure the address is correct, select the
device type below,

Device Type
(®) Standard Generic Network Card ~

Custom Settings
O g

Cancel

® Click next and wait for Windows to finish communicating with the printer. It may
automatically tell you that a driver is already installed for that printer, and will take you to
the Printer Sharing screen.

e This may be indicative of a network connection issue. If you see this screen, first ensure you
are connected to and registered to the MBL-Registered network.



If Windows cannot determine the printer model, you'll eventually see this window:
& = Add Printer

Install the printer driver

- Choose your printer from the list. Click Windows Update to see more models.

=

To install the driver from an installation CD, click Have Disk.

Manufacturer A || Printers i
Brother [E]Brother Color Leg Typel Class Driver

Canon =] Brother Color Type3 Class Driver

Dell =) Brother Color Typed Class Driver

DYMO o [=]Brother Generic Jpeg Typel Class Driver <
=) This driver is digitally signed. Have Disk...

Tell me why driver signing is important

MNext Cancel

m ... look and see if your printer model is listed. There’s no search function, so you’ll have to
scroll through all available options. Be sure to take note of the printer’s model so you can
find it in the list. If it’s not there, select “Windows Update” and wait for an expanded list of
printer models.

m  Once you’ve found the correct printer model, select it and click next.

m  You may see a window that says “Windows detected a driver that is already installed for this
printer” — In this case, go ahead and “Use the driver that is currently installed
(recommended)

Which version of the driver do you want to use?

Windows detected that a driver is already installed for this printer,

(@) Use the driver that is currently installed {recommended)

(O Replace the current driver

m Click next, name the Printer, hit next. Select “Do not share this printer”

o Print a test page to ensure the printer was installed correctly

o If nothing prints, go back and make sure the host name / IP address was entered
correctly. Make sure you’re connected to the network and that the printer is turned
on and also connected to the network (via Ethernet)

o If, after confirming network connectivity, you still have issues printing a test page or
connecting to the printer, contact IT help desk at extension x7654 or email
helpdesk@mbl.edu



mailto:helpdesk@mbl.edu

Installing network printer on macOS / Mac OSX

Click the Apple button and select “System Preferences”
Choose the “Printers & Scanners” icon.
Click the “+” sign at the bottom of the left-hand side, and choose “Add printer or scanner”
At the next window, select “IP”, then enter EITHER the IP address OR the full hostname for the printer, i.e.
“myprintername.printers.mbl.edu” ... You can also change the name of the printer and it’s location so you
know which printer to print to.

a. The operating system will attempt to auto-detect the printer model and choose the best driver.

Once it’s selected a driver to use or you have specified the driver location, choose “Add”

PwNE

Address: |10.225.3102Enter |IP -or- hostname here

Valid and complete host name or address.

4

Protocol:  Internet Printing Protocol - IPP

Queue:

Change the name

Name: |10.2256.3.102 of-the printer here

Location:
Use: | HP LaserlJet PA4010 Series

the OS will attempt to choose the right drwer
Add

b. Ifit doesn’t auto detect the correct driver and attempts to use Generic driver, it may be indicative of
a network issue. Ensure you are connected and registered to the MBL-Registered wireless network.
If you’ve confirmed your registration and connection and it still tries to use the Generic driver, go
ahead and continue.
5. You may get another screen detailing printer options. Unless you need to utilize the specific features of the
printer, you can leave these at the default values.
6. Hit OK. The printer has been installed! In order to do a test print, go to “Printers and Scanners” and double
click on the printer you want to test. The printer spooler will appear. At the top of your screen, choose
Printer, then select “Print Test Page”
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