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TECHNOLOGY

ADDING A PRINTER IN WINDOWS 10 - QUICK GUIDE

INTRODUCTION

This guide includes step-by-step instructions for adding a new printer, managing printers, and adding a
print code if your department or area requires one.

ADDING A NEW PRINTER

Printers are added through the Printer Installer, which is a web-based print handling solution. To begin

the process:

1. Visit csun.printercloud.com/.

2. CSUN's Printer Installer window opens as a map and displays printers based on building/area.
Your view will reflect the areas/buildings you have been approved to access.
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3. From the left navigation pane, drill down to the location of the printer you want to add.
4. Mouse over the printer you want to install and select the Install Printer button.

0180E

Printer Name:
1 5Q 180E HP

Model:
HP LaserJet 4100 Series PCL6

Location:
5Q@/1/180

Comment:

Menu « e
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5. Inthe Confirm installation window, select the Set as default printer checkbox if you want to
set it as the default, and then select the Yes button.

Confirm installation

ek Selected Printer: SQ180EHP

Do you want to install this printer?

I|_ Set as default printer I

6. The installing progress window displays.

Installing SQ 180E

“wiaiting for service to be available
Obtaining printer details

Checking your current printer configurations
Obtaining driver

Installing driver

@ @aed

= LCreating printer

Y- . .
~ Final configurations

7. When the installation is complete, the Notice window displays confirming the installation. Select
the OK button.

-
'-@' 'SQ 180E HP' has been successfully installed.

OK

Note: If you do not see the printer under Devices and Printers, right-click in the Devices and Printers
window to refresh configurations or view the next section to manage printers from the Printer Installer.

Managing Printers Using the Printer Installer

1. In Windows 10, select the Start button located on the bottom, on the left.

o Type here to search

2. Scroll to, and select Printer Installer.
3. The available options display.
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- Printer Installer
h-.|." Add Printer
Delete Printer
5 Refresh Configurations

v Set Default Printer

'1’ View Installed Printers

4. Use these menu options to manage printers from the Printer Installer (add, delete, refresh, set
default, view). For example, if you have added a printer and it is not showing, use the Refresh
Configurations option to refresh the window. If you need to set a default printer, you may also
do it from here.

Adding a Print Code and Setting the Default Printer

These instructions apply to users who are required to use print codes. If you do not know your print code,
contact your immediate supervisor.

Ricoh Printer

To add a print code and set a Ricoh printer as your default printer:

1. Inthe Windows search box, search for and select Control Panel.
2. Select Devices and Printers.
3. Right-click on the printer, and then select Printing preferences.

= ==

See what's printing
5Q 250L RICOH Set as default printer

Printing preferences

Printer properties
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4. In the next window, select the Detailed Settings tab > Job Setup, enter the printer code into the
User Code field, select the Apply button, and then select the OK button.

| Frequently Used Settings | Detailed Settings IConﬁguratioanbout|

Menu:
Current Setting -
2 Job Setup | Jab Setup Restore Defaults
B Basic
B Paper Job Type:

@ |Normal Print 'l [ ’ Details... ]

: cover/slip/Designate
i,|2 Sided/Layout/Booklet
=] Output Settings

] Finishing

E Print Quality:Standard

B Print Quality:Advanced User Code:
Quality Up to 8 digits

@ Effects

Document Size:

Letter {8.5" x 11") 6] ‘ Authentication...
Print On:

Same as Original Size
Reduce/Enlarge:

off

Classification Code:
(Up to 32 alphanumeric characters [a-z,A-Z,0-9,"-"]}

’ Settings Summary ]

l Reqgister Current Settings... l

[ oK H Cancel ”’ Apply m Help

5. To set the printer as the default, select the Windows Start E button.
6. Scroll to, and select Printer Installer.
7. Select Set Default Printer.

- Printer Installer

Add Printer

Delete Printer

Refresh Configurations

Set Default Printer

View Installed Printers
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8. Select a printer from the list, and then select the Set Default Printer button.

ct new default printer — O >

iy
1

[4+]
[1+]

Adobe PDF

Fax

ticrozoft Print o PDF
icrozoft %P5 Document Writer
0% 034 RICOH
POFCreator

Send To OneMate 16
Send To OneMate 2010
Send To OneMate 2013
Shagit 11

Snhagit 12

S0 16QL RICOH

S0 130E HP

S0 135 RICOH

S0 250 RICOH

51 2500 RICOH a
LN 160 Canon on PRINTERS #

Set Default Printer

IR ERNRRNRRNNAND

..._'

Sharp Printer

To add a print code and set a Sharp printer as your default printer:

4. In the Windows search box, search for and select Control Panel.

5. Select Devices and Printers.
6. Right-click on the printer, and then select Printing preferences.

UN 120F SHA See what's printing y

Set as default printer

Printing preferences

Printer properties

Create shortcut
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7. Select the Job Handling tab, check the User Number checkbox, enter your print code in the
User Number field, select the Apply button, and then select the OK button.

| Main | Paper | Advanced | Special Modesﬂ Job Handling ”Natermarks | Colar |
| S |

UserSemngs:[UﬂﬁﬂEd x ” Save.. l ’ Defaults ]
] Retention User Authentication
Retention Settings [[JLogin Name
(@) Hold Only | \
() Hold After Print
_ Sample Print D Password
|:| Password | ‘
I:I User Number

@D Create PDF for PC Browsing

efault Job I
Document Filing Settings DUserName
() Quick File | |
@) Main Folder

() Custom Folder [ Job Name
‘ Storedto... | | ‘
@‘ Printand Send... | @ Notify Job End

[] Auto Job Control Review

[ ok J[ cancel [ mppy [ He ]

8. To set the printer as the default, select the Windows Start E button.
9. Scroll to, and select Printer Installer.
10. Select Set Default Printer.

- Printer Installer
h-.'." Add Printer
Delete Printer

Refresh Configurations

Set Default Printer

'l-, View Installed Printers
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11. Select a printer from the list, and then select the Set Default Printer button.

iy
1

Select new default printer - O X

ticrozoft Print o PDF A
icrozoft %P5 Document Writer
0% 034 RICOH

POFCreator

Send To OneMate 16

Send To OneMate 2010

Send To OneMate 2013

Shagit 11

Snhagit 12

S0 16QL RICOH

S0 130E HP

S0 135 RICOH

S0 250 RICOH

S0 2501 RICOH

Set Default Printer

ARTRTRRRTRDRDD

UN 120F SHARP
UM 160 Canon -
UIN 1600 Canon on PRINTERS v =058

Canon Printer

11

To add a print code and set a Canon printer as your default printer:

1. Inthe Windows search box, search for and select Control Panel.
2. Select Devices and Printers.
3. Right-click on the printer, and then select Printer properties.

Open

Open in new window

UN 160 C

See what's printing
Set as default printer

Printing preferences

Printer properties
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4. Select the Device Settings tab, and then select the Settings... button.

% HEDCO-242-CANON-IRG055 on coeprint Properties =

| Denios Setings. Ao

Output Opticns

Font Sattings Fom to Tray Assgoment., |
e ———
ok [ Cencel [ ree

5. Inthe Department ID/PIN Setting window enter in your departmental or personal print code into

the Department ID field, and then select the OK button.

Department ID/PIN Settings (=3

Allow PIN Setting

Depattment 1D:

Confirm Department ID/PIN When Printing

[ ok nJI[ canced [ Hep

6. To set the printer as the default, select the Windows Start E button.

7. Scroll to, and select Printer Installer.
8. Select Set Default Printer.

- Printer Installer

5,-1." Add Printer

Delete Printer
5 Refresh Configurations
¢ Set Default Printer

View Installed Printers
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9. Select a printer from the list, and then select the Set Default Printer button.

iy
1

Select new default printer - O X
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icrozoft %P5 Document Writer
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NEED HELP?

Contact the IT Help Center by phone (818-677-1400), online at (https://csun.topdesk.net/) or in person in
(University Library, First Floor, Learning Commons).
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