Tulane
University
FREEMAN SCHOOL OF BUSINESS
Information Technology

TechNote

Installing Network Printers in Microsoft Windows 7

This TechNote describes how to connect to network printers in the Freeman Network. Network-
accessible printers are located in the computer labs in Goldring/Woldenberg Hall 1 and in the Breakout
Room suite located on the second floor of Goldring/Woldenberg Hall 2.

Microsoft Windows7 Professional is the preferred version of Microsoft’s Windows 7 and is referred to in
this TechNote. Some versions of Microsoft Windows 7 Home editions may not have the same layout as
the pictures included here and may not be able to use network printers along with other network
resources.

You will need your Freeman School Network ID and password to perform the steps described in this
TechNote. See a Freeman School Information Technology staff member for help if you do not have your
network login or if you have forgotten your password.

Your notebook computer should have a current, up-to-date virus protection program installed before
connecting to the Freeman network. Information about virus and spyware protection software is

available in the MTC computer labs and on the Freeman web site.

Step One — Map the Printer Folder

Click on the start button or go to the “ button located in the left hand corner of your

screen and right-click My Computer.
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The Map Network Drive dialog box appears, asking for a drive letter and a network location.
e |n the Drive: field, select
P:.
e Inthe Folder: field, type
the path as follows:
Specify the drive letter for the connection and the folder that you want to connect to: \\freemanprint64\ptr64$
e Click Finish.

U Q{ Map Metwork Drive

What network folder would you like to map?

Drive: IP‘: v]

Folder: \\freemanprintb4\ ptréaf hd Browse..,

Example: V\server\share

[¥] Recennect at logon
[7] Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures.

Finish
The Connect dialog box appears, asking for your Freeman network username and password.

Enter Network Password e Inthe User name: field, enter your
Enter your password to connect to: businessg Freeman username using the format:
freeman\username, as shown below.

e Enter your password in the Password:
e — | freemantasmith | field.

| e Select the Remember my password
I Domain: freeman checkbox.

:JE Remember my credentials e Click OK.
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After authenticating to the network, the Printers folder opens and you are ready for the next
step.
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Step Two — Add a Printer

g
Click Start or go to the button to display the Start menu and select Printers and Faxes.
Printers and Faxes is also available from the Control Panel, also located on the Start menu.
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The Printers and Faxes dialog box is displayed.

GC‘) > |@ € Hardware and S5cund » Devices and Printers » Click Add Printer located in the upper
corner of the window below Printer

Add a device Add a printer Tasks.

4 Devices (4)

DS KeyChain HP Basic UISB HP 11950 LCD
Keyboard Manitor

4 Printers and Faxes (7)

Adobe PDF

TWM Printer

What type of printer do you want to install?

2 Add a local printer

Use this option only if you don't have a USB printer. (Windows automatically installs USE printers
when you plug them in.)

= Add a network, wireless or Bluetooth printer

Make sure that your computer is connected to the netwerk, or that your Bluetooth or wireless
printer is turned on.

select the “Add a network,
wireless, or Bluetooth
printer



% The printer that [ want isn't listed

At the bottom of the window select
“The printer wasn’t found.”

i@ Select a shared printer by name

When this window opens
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(@ Select a shared printer by name

and after the last \ the
5 network printer names
should start to appear.

m
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Network printers for

\reemanprinttd\MTC _Fronttd

Example: V\computername\printername or
http:// computername/printers/printername/.printer

() Add a printer using a TCP/IP address or hostname

this step would be;
MTC Front, MTC Rear,
MTC 3, GWH2BRK1,
GWH2BRK2
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B After selecting next the printer driver should
- T
e — start to load showing the window in the
Find a printer by nanse or TCRAP address illustration.
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You've successfully added MTC_Front64 on freemanprint64 The You’ve successfully
_ added window will open
Printer name: MTC_Frontdd on freemanprintod after the printer is

added.

This printer has been installed with the HP Universal Printing PCL 5 (w5.4) driver,

To check if your printer is working properly, or to see troubleshooting information for the printer, print a

test page.

Print a test page
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The You’ve successfully
added window will
appear notifying you
that all steps were
completed successfully.
Repeat the steps until all
five printers are
installed.
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