
Need to add a printer?

Here’s how!



Then click on Printers and Faxes.

Click on Start.



Click on Add a printer.



Click Next.



Make sure the 
“Automatically detect…” 
box is NOT checked.

Then click Next.



Select “Create a new port.”

Then select “Standard 
TCP/IP Port.”



Click Next.



Click Next.



Type in the name of the 
printer you want to add. (Be 
sure to include 
.INST.HCPSS.ORG after the 
name of the printer.)

NOTE: You only have to type 
it in once. It’ll automatically 
appear in the other box.

Then click Next.



Click Finish.



Select the 
Manufacturer of 
the printer you 
want to add.

Then select the type of printer. 
(If you’re unsure what type of 
printer you have, take a look at 
the printer itself. It should say 
what it is on it.)



Choose a name for the printer. 
(Generally, naming it the 
location where it lives is a good 
idea. For example: Media for the 
printer in the media workroom, 
or 9th grade planning.)

Then decide whether or not you 
want this to be your default 
printer. If it’s the one you print to 
all the time, then YES. You want 
it to be the default printer.)



Then click Next.

Make sure the “Do not share this 
printer” option is selected.



Do you want to print a test page? Yes. 
Yes you do.

Then click Next.



Click Finish.



A box should pop up letting you know 
your test page is printing.

CHECK THE PRINTER. Make sure the 
Test Page has printed.

Then click OK.



Your newly added printer 
should appear here with the 
check mark indicating it is the 
default printer.



And……  
You’re done!

Happy printing!!
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