REMOVING AND CREATING A PRINTER 

ON A WINDOWS 2000 WORKSTATION

After upgrading the HQ Print Server (HQPS4) this week, some Windows 2000 users have experienced problems with printing. If you are having problems, the following steps will walk you through the process of removing the old setting and adding back a “new” printer setting. 

If you would like assistance with these instructions, please call the NASA HQ IT Help Desk at 358-HELP (4357).

I.  Disconnecting/Removing a Network Printer from your Workstation 
If the “problem” printer is set as your default printer, then once you delete it, Windows will automatically select another printer to be your default. You can change the default printer before or after you remove the affected printer.
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1. From the Start menu, in the lower-left corner of your desktop, choose Settings, then Printers.
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2. Right-click on the “problem” printer’s icon. Select Delete. (NOTE: In the picture above, the default printer is “cx74-hp5simx on HQPS1”, as indicated by the checkmark on the printer’s icon.)
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3. If the printer you selected was the default, you will receive a message similar to that above, informing you of which printer Windows selected to be the default. Click OK.

4. If you want to change the default, right-click on the desired printer’s icon and select Set as Default Printer.

II.  How to Setup a Network-shared Printer:
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1. From the Start menu, in the lower-left corner of your desktop, choose Settings, then Printers.
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2. Double-click on the Add Printer icon.
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3. When the Welcome screen appears, click the Next button.
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4. You will be presented with a choice of installation types. Select the radial button next to Network printer, and then click Next.
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5. Click Next to continue with the installation.
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6. A window will appear stating Browse for Printer; please wait until the Microsoft Windows Network list appears (the panel with Working… will be replaced with a listing of various items).
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7. Scroll down the list and double-click on the entry called HQERD.
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8. You must now select the Print Server name. Scroll down the list and double-click on HQPS4 (NOTE: The Print Server names will be toward the end of the list.)
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9. Scroll down the list of available printers and click on the desired printer name. Click Next.
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10. You will be asked if you want this printer to be your default printer, the one that will be used primarily by Windows applications. Only one printer can be the default for your workstation at any given time. Click on the radial button next to your preference, then click Next.
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11. Click Finish to complete the installation of a Network-shared printer.
If you need assistance, please contact the IT Help Desk at 358-HELP (4357).
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