
INSTALLING PRINTERS

Using Agency printers is easy.  We follow a naming convention that has named all of our printers after States and Territories.  There 
are also maps located near a printer that will let you know where other printers are based on your current location.  All printers are 
on the network; depending on the printer, capabilities are different.  The Agency has B+W laser printers, color laser printers and 
multi-function scan/copy/fax/print devices.  

To Connect to an Agency Printer:
1. Click on the Start Menu

2. Click “Printers and Faxes”

3. Click “Add a Printer”

4. Follow the prompts until you are asked to 
“Find a printer in the directory” and click 
“Next.”

Type in the name of the printer in whole or in 
part and click “Find Now.”  It can also be left 
blank to display all Agency printers.

The printers that are displayed here can 
be selected one at a time to be 
configured as a printer on your machine.  

Click “OK” when you are done and 
continue through the wizard.
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