
1. To add a printer to your laptop, click on the black apple 
in the top left hand corner of your screen and select 
system preferences.

2. In System Preferences click on the Print & Scan icon in 
the second row on the right side of the 
window.

3. To add a new network printer, click 
on the plus sign at the bottom left 
corner of the window.

4. A short list 
of nearby 
printers will 
appear labeled 
by the printer’s 
model number. For 
the computer lab 
color printer, select 
HP Color Laserjet 
CP2025n. (We will 
rename the printer to 
make more sense for 
you in the future.)

5. To rename the 
printer, double click on 
the printer name in the 
left panel. This will 
open the Print Queue 
window. (This is also 
how you could delete 
printing if a job was not received by the printer, or jammed in the future.)

Click on Settings at the top of the Print Queue window and type in the name of the 
printer that makes the most sense to you. (For instance, Computer Lab color printer). 

This name will only appear for you on your laptop, so the same printer could be called 
something different by multiple users without confusing anyone.
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To add a classroom printer that is not directly connected to the network, repeat 
steps 1-3 above, but click on Add Printer or Scanner after the plus sign instead of 
selecting a printer. Then click on the Windows printer icon at the top of the window.

Select elementary from the list on the left and scroll down the list 
of connected computers to find the 
computer that the classroom 
printer is connected to on the 
network. (i.e. saddler4)

Use your network login and 
password to connect to the 
computer.

Another name will appear in the 
far right pane of the window. Click 
on that name. (Again, you can 
always rename it to whatever 
makes sense to you in the future.)

Under the use tab, click on 
Choose a Driver or Printer Model 
and click Select Printer 
Software...

You will need to select the 
appropriate printer model number. 
This is usually displayed on the 
front of the printer. (i.e. Samsung 
ML 2010)

If you do not see the correct 
model, or need assistance adding 
a printer, feel free to call on your 
building tech support staff.

Rename the printer so that it 
makes sense by repeating Step 5 
above and you are ready to print. 
Just make sure that the computer 
that this printer is attached to is 
powered on before you print.
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