Changing Printers to EMSLPS1
Option 1

1. Click on Start|Run.  

2. In the Run dialog box, type in the new path to the printer and clock OK.  If the printer’s path was \\PNLPS2\PRT0989 it is now \\EMSLPS1\PRT0989. [image: image1.png]e
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3. The server will automatically install print drivers on your computer.  The printer dialog box will appear on your screen.  The printer has been successfully installed and will be available for use. [image: image2.png]& PRT0989 on emslps1
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Option 2

1. From the control panel, double-click the Printers and Faxes icon.  [image: image3.png]L




2. In the Printers and Faxes window, double-click the Add Printer icon to launch the Add Printer Wizard.  [image: image4.png]



3. Click Next on the Welcome Screen.

4. Select “A network printer, or a printer attached to another computer” when prompted for an option that describes the printer you want to use.  Click next. [image: image5.png]Select the option that descibes the printer you want to use:
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5. Click on “Connect to this printer” and type in the path to the printer in the Name: text box.  The name should be similar to the example \\emslps1\prt0989.  Click next.  [image: image6.png]rd
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6. The Completing the Add Printer Wizard will appear.  Click Finish.  The server will automatically install print drivers on your computer.  The printer has been successfully installed and will be available for use.

Option 3

1. Open Internet Explorer and go to the URL http://emslprint.  You will be directed to the EMSL Printers Webpage.  [image: image7.png]Bl £ Vew Favrtes Took Hep
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2. Scroll through the list until you find the printer you wish to install.  Click on the printer name (i.e. PRT0989). [image: image8.png]S— R B . I A o e T
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3. In the printer properties window, click on connect.  [image: image9.png]P [=] 3
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5. The server will automatically install print drivers on your computer.  The printer dialog box will appear on your screen.  The printer has been successfully installed and will be available for use.

To Remove Old Printers from Your System
1. From the control panel, double-click the Printers and Faxes icon.  [image: image11.png]L




2. Right-click the printer you want to remove and select delete.  [image: image12.png]Printing Prefererces
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3. Answer yes to the confirmation dialog box.  [image: image13.png]



4. The printer will be removed from your system.  If it was your default printer a different printer will be chosen as default.  [image: image14.png]" Printers and Faxes
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