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Adding or Installing a Printer/MFD 

Windows 

April 2017 

 
 

Most computers are configured to print to nearby printers/MFDs in your physical area.  If necessary, you can 

connect to additional printers/MFDs by using the “print server” to select and map to a printer.  You must be 

connected to the NASA network to perform this operation, either while at HQ or by VPN. 

To add a Multi-Function Device (MFD) to your Windows computer, follow these steps:  

1. Search for the print server name by using the Windows search feature: 

Using the search feature 

Operating System Steps 

Windows 7 

 

1. Open the Start Menu 

2. In the search box, type the 

search term shown in the table 

below and press Enter. 

 

Windows 10 In the Cortana search box in the bottom lower left side of your screen, type 

the search term shown in the table below and press Enter. 

 
 

Search terms 

Printer Type Search term 

MFDs and GFE printers \\hphqprtp02 

All ACES printers and MFD printers \\hphqprtp01 

 

If you cannot locate a particular printer using one search term, try the other.  

The search terms above can be accessed from other NASA centers as well. 

 

2. A network Window will appear with available 

printers.  Locate the device you want to add and 

double click.  It may take 1-2 minutes for a 

Windows Printer Installation window to 

appear. 

 

 

If you receive a message asking if you want 

to open the program, click Allow for each 

window 
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About printer names: Printer names are HQ_ROOM_1. If there is an additional printer in the same room 

location, it will be signified by a “2” in place of the “1”  

3. The appropriate drivers will be installed and the printer will be added to your available printers. A print 

queue window appears, as shown below. 

4. If you would like to print a test page, continue with the instructions below; otherwise you have completed 

the installation process. 

5. Click Printer | Properties. 

 

 

 

 

 

 

6. On the Properties window, click 

Print Test Page. 
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Remove Printer from Windows Computer 

1. Click the Start icon   | Select Devices and Printers. 

2. Scroll to the printer you want to remove | Right-click and select Remove device. 

3. When the Remove Device window appears 

asking you to confirm that you want to 

remove the printer, click Yes. 

 

 

 

 

The printer is no longer listed in your printer list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For assistance, contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov, or call 358-

HELP (4357) or 1-866-4NASAHQ (462-7247). 

 

This document is posted on the ITCD Web site at: 

http://itcd.hq.nasa.gov/instructions.html 

https://esd.nasa.gov/
http://itcd.hq.nasa.gov/instructions.html

