RSCCD ITS Help Desk — Printers — Connect to a Network or Shared Printer Updated 5/23/18

Information
RANCHO SANTIAGO Tech.r‘ology
Community Callege Disiric: §@apyjCc@S

Issue

Connect to a Network or Shared Printer.

Step 1
To connect to a network printer, click the “Start” button. Start typing the appropriate location as shown, then click to open the location:

e \\sacprint0l < SAC/CEC/DMC

e \\sccprint0l € SCC/OEC
e \\districtprint0O1 < District Office

= 0 i< Filters

Best match

5 \\districtprint01

2l = run command

To connect to a network printer, click the
g "Start" button.

Start typing the appropriate location as shown,
then click to open the location:

® \\sacprint01 < SAC/CEC/DMC
e \\sccprint01 <€ SCC/OEC
o \\districtprint01 < District Office

L

O \districtprint01
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file://sacprint01
file://sccprint01
file://districtprint01
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Step 2
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Click the “Details” icon in the lower right corner, so it shows a new column for “Comments”.

The “Comments” column lists the details of each printer starting with their location.

o = | districtprint01
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A4 E 5 Network > districtprint01

MName

= DO101000A
= p01090008
= DO1090E0A
= p01090004
= DOT11000A
= Do112000C
= p01120E04
= p01120008
= DO1120004
= DO113000A
= p01250104
= p01250204
= p0201000C
= D0201000B
= DO201070A
= p02010004
= D02010F0A
= D02010HDA
= DO225000A
= p0240000A
= p02450004
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Share

v O Search districtprint1

DIST 111 Facilities M43,
DIST 112 Facilities Laserjeff
DIST 112 Facilities Laserjet P}
DIST 112 Facilities M432dw
DIST 112 Facility Planning Xero
DIST 113 Facilities KIP 860
DIST 125-1 Facilities M432dw
DIST 125-2 Laserjet M231nw
DIST 201 Dell C2665

DIST 201 IBC Color Laser)et 2500
DIST 201-7 SBDC Xerox WorkCentre 7845
DIST 201-F IBC Laserjet M40Tdw

DIST 201-F SBDC Laserjet P3015

DIST 201-H SEDC Dell Color HB23cdw
DIST 225 Risk Management Xerox Work(...
DIST 240 ITS Dell C3765dnf

DIST 245 Child Development Laserjet M306

Click the "Details" icon in the
lower right corner, so it shows a
new column for "Comments".

The Comments column lists the
details of each printer start with
their location.
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Step 3

Find the printer you want to connect to, then double click to select it.

i | - = | districtprint01 - m] pd
Home Share View hd 9
4+ ! » Network » districtprint01 v O Search districtprint01 e
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¥ Downloads »* = pO101000A Share DIST 101 HP PageWide 577
Decuments + = D01090008 Share DIST 109 Purchasing Laser)et 9050

[&] Pictures «+ E DOT030EDA Share DIST 109 Purchasing Officejet X451

=2 Ha + E DOT09000A Share DIST 109 Purchasing Xerox WorkCentre 5

= Jericho (\\rsced.org, # 7= D01110004 Share DIST 111 Facilities M452dw : :

= Frocedue e ¢ | EDUIOOE e Find the printer you
E DOT120EDA Share D acilities Laserjet P300

= software (Nsoftware # = Do1120008 Share DIST 112 Facilities M452dw want to connect ’[0, then

|| Help Desk Staff Dact + = Do1120004 Share DIST 112 Facility Planning Xerox Workeen... d bl I k t I ¢ t

|| Desktop Items 7= D0113000A Share DIST 113 Facilities KIP 860 oupie clic O select IL

D, End User Documentatic E D01250104 Share DIST 125-1 Facilities M4532dw

DI Images E 001250204 Share DIST 125-2 Laserjet M2531nw

| System32 = DO201000C Share DIST 201 Dell C2665
E D0201000B Share DIST 201 IBC Color Laserlet 2500

B Desktop = D0201070A Share DIST 201-7 SEDC Xerox WorkCentre 7245

¢@ OneDrive E DO2010004 Share DIST 201-F IBC Laserjet M4D1dw

& Fulgencio, Jericha = DO2010FDA Share DIST 201-F SBDC Laserjet P3015

[ This PC = DO2010HDA Share DIST 201-H SBDC Dell Celer HB23cdw

'+ Libraries E D0Z2250004 Share DIST 225 Risk Management Xerox WorkC...
E D0240000A Share DIST 240 TS Dell C3765dnf

S ll:lelwnrlk“ . w E D02450004 Share DIST 245 Child Development Laserjet M306

63 iterns

3|Page



RSCCD ITS Help Desk — Printers — Connect to a Network or Shared Printer

Updated 5/23/18
Step 4

The system will install the drivers. This may take a few minutes to complete.

Windows Printer Installation >

Connecting to DIST 112 Facilities Laserjet M880
on districtprint01

The system will install the
drivers. This may take a

Looking for a driver..

| few minutes to complete.
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Step 5

Once the drivers have been installed, verify the printer has been added.

Click the “Start” button, then search for “Printers & scanners”.

= O o Filters ~
fnt

Printers & scanners
© System settings

3 Can | help?

?  printers .
I | Once the dl_’lvers ha\fe been
O printers - s web results N installed, verify the printer has

been added.

Click the "Start" button, then
search for "Printers & scanners”.
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Step 6

Verify that the printer appears in the list.

Find a setting

Bluetooth & other devices

Printers & scanners

Mouse

Typing

Pen & Windows Ink

AutoPlay

USB

Printers & scanners

Add printers & scanners

. Add a printer or scanner

Printers & scanners

g:l Adobe PDF

lg] DIST 112 Facilities Laserjet M880 on districtprint01

Ig] DIST 250 ITS Laserjet M506 on districtprint01

lg] DIST 250 ITS Laserjet M725 on districtprint(1

e

By Microsoft Print to PDF
Ch

b Microsoft XPS Document Writer
h

RSCCD_SurePDF5.0.7
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