Printer Mapping Instructions for Fort Meade

Below are step by step instructions to map printers at Fort Meade.
1. To connect to a printer on the DISANet — click “Start”
2. Putyour cursor over “Settings”
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3. Click on “Printers and Faxes
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4. Under Printer Tasks, click “Add a printer” to open the Add Printer Wizard
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5. Click “Next”

Add Printer Wizard

wWelcome to the Add Printer
wWizard

Thiz wizard helpz you install a prinker or make printer
connections.

through a USE port [or any other hat pluggable
port, zuch az [EEE 1394, infrared, and =0 onl, you
do not need to uze thizs wizard. Click Cancel ta
cloze the wizard, and then plug the printer's cable
into wour computer or point the printer toseard pour
computer's infrared port, and turn the printer on.
whindows will automatically install the printer For pou.

jr) If wou have a Plug and Play printer that connects

To continue, click MNext.




6. Click “A network printer, or a printer attached to another computer”, and then click “Next”.

Add Printer Wizard

Local or Metwork Printer
The wizard needs to know which type of printer to set up.

Select the option that describes the prinker you want bo uze:

{(®)i netwark, printer, or a printer attached ko anather computer

i J To et up a network printer that iz not attached to a print zerver,

uze the "Local printer’ option.
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7. Click “Find a printer in the directory”, and then click “Next”.

Add Printer Wizard

Specify a Printer
If wou don't know the name or address of the printer, you can zearch for a printer
that meetsz your needs.
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8. Walk to the printer/copier you want to print to and write down the printer/copier name into the
space provided below. The printer name will be displayed on a label on the top of the

printer/copier. All printer/copier labels will begin with HQS and are followed by additional
numbers and/or letters.

Printer Name:

HQS HQS

HQS HQS

9. Enter the exact name of the printer you wish to connect to and select “Find Now”.
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10. If you wish this printer to be your default printer, select “Yes” on this screen. Otherwise, select
”NO”.

Add Printer Wizard

Default Printer

Your cornputer will always send documents to the default printer unless vou specify
othenwise.

Do wou want to uge this printer az the default printer?

11. You will see this screen if you are successful. Select “Finish”.

Add Printer Wizard

Completing the Add Printer
Wizard

You have succeszsfully completed the Add Printer Wizard.
'ou zpecified the following printer settings:

Mame: PRMZPR120 on ZAGRER

Drefault; Yes

Location: BLDG 2RM B104

Cormment; Herow Workcentre Pro C3545 Color Copier

To cloze this wizard, click Finigh.
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New Printer Naming Convention
A Combat Support Agency for DISA @ Ft Meade

SITE_BLDG_FLR_RM_DEVICE(#)_CLASS
AN N NN 7
HQS_OPS_3 J56A_PRT# U

SITE (Other sites may use this standard at a later date)
HQS= HQS@ Ft Meade

BUILDING
OPS = Operations CMD = Command ACQ = Acquisition WHS = Warehouse
LAB = Lab CMN = Common

FLOOR (Self Explanatory)

ROOM Room or cubicle nearest the device
DEVICE (#)
PRT = B&W Printer CPRT = Color Printer XPRT = Xerox Workcentre

# = For additional devices

CLASSIFICATION
U = Unclassified C = Classified (Secret) J = Classified (JWICS/TS)




