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Summary: | A guide on how to add a printer that is not on the network and is accessible to a laptop or
desktop through a USB connection.

THE PROCESS:

Step 1: Connect the printer to your computer using a USB cable and turn on the printer.

Step 2: Go to Settings:

e Click the Start Menu icon on the taskbar: .

e C(lick the gear-shaped icon that w

appears at the bottom-left of the B vebex reams
poP_Up WlndOW. l Windows Accessories
l Windows Administrative Tools

== Windows Defender Security Center

l Windows Ease of Access

l Windows PowerShell

l Windows System
&, winscp

w8 word

H 1 Settings ir] = [m] ®
Step 3: Click on Devices:
5% SETTINGS | Find a setting
= 8 S rd
-]

System Devices Network & Internet Personalization

Display, notifications, Bluetooth, printers Wi-Fj, airplane mode, Background, lock

apps, power mouse VPN screen, colors

L O C &

Accounts Time & language Ease of Access Privacy
Your accounts, email Speech, region, date Narrator, magnifie Location, camera
sync, work, family high contrast
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Step 4: AClick on Printers & scanner in the left menu, then click Add a printer or scanner:

[ Lo Settings cl = o x

9% DEVICES | Find a setting £ |

|
! s R T Add printers & scanners

Connected devices

Add a printer or scanner
+ P
Bluetooth

Mouse & touchpad :
P Printers & scanners

a-
Pen

Foxit Reader PDF Printer
AutoPlay

USE E Microsoft Print to PDF

Typing

Step 5: The computer will search for connected

printers and will add detected printer to Printers & scanners
the list of available devices:

Add printers & scanners
O Refresh

Searching for printers and scanners

Step 6: Confirm the device that was

added by scrolling through the Printers & scanners

listed devices:
EEII] EHS-Quincy-208 on EHS-PRT-QNY-121

HP Deskjet F4400 series
App available for this device
Get app

Open queue Manage Remove device

B Microsoft Print to PDF
App available for this device
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Step 7: Upon confirmation, the added printer will available to utilize when printing is required

Print
g] Copies: |1 .

Printer
Adobe PDF

B reaty .

EHS-Quiney-175 on EHS-PRT-QNY-121 |+

Paper Jam: 4 documents waiting TEST Prnter

EHS-Quincy-177 on EHS-PRT-QNY-121

Toner Low

EHS-Quincy-178 on EHS-PRT-QNY-121

Error: 1 document waiting

EHS-Quiney-179 on EHS-PRT-QNY-121

Error: 6 documents waiting

EHS-Quincy-183 on EHS-PRT-QNY-121

Ready

EHS-Quincy-187 on EHS-PRT-QNY-121

Ready

EHS-Quincy-190 on EHS-PRT-QNY-121

Ready

EHS-Quincy-191 on EHS-PRT-QNY-121

Ready

EHS-Quincy-192 on EHS-PRT-QNY-121

Ready

EHS-Quincy-194 on EHS-PRT-QNY-121

Toner Low

EHS-Quincy-195 on EHS-PRT-QNY-121

Ready

EHS-Quincy-196 on EHS-PRT-QNY-121

Ready

EHS-Quincy-197 on EHS-PRT-QNY-121

Ready

EHS-Quincy-208 on EHS-PRT-QNY-121

Ready

Adobe PDF

Ready

HP Deskjet F4400 series

Ready

Microsoft Print to PDF 4] |or1 p

Ready
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