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This article details the steps required to connect to the P-A network printers in BPS.
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CONNECTING TO P-A NETWORK PRINTERS

MSU Physics-Astronomy IT Helpdesk

Option 1: Connecting via IP Address

NOTE: You may need to install a driver for the printer before attempting to connect.

Connecting to P-A Network Printers, 14.0

PA HELPDESK
7/11/23

To connect to a network printer in BPS using its IP address, perform the following steps:

1. Open the Windows Control Panel by opening the start menu and searching for “Control Panel”.
2. Make sure the Control Panel window is set to display “Large Icons”. The button for this setting is
in the upper-right corner of the window, as pictured below:
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3. Click on “Devices and Printers”

EE All Control Panel ltems

4 B8 > Control Panel » All Control Panel ltems

Adjust your computer’s settings View by: Large icons

Administrative Tools @ AutoPlay a% ?\ijﬁ:zgvigcj{)%sm e % BitLocker Drive Encryption
E Color Management ';_'] Credential Manager Date and Time Default Programs

i &

..*’_ Device Manager Devices and Printers ag) Ease of Access Center File Explorer Options
& File History A Fonts ,}{r Indexing Options Internet Options

Network and Sharing
Center

5 Mail (Microsoft Outlook
Keyboard B 2016 <% Mouse

Programs and Features

21 kE ¥

=
5

Pen and Touch Phone and Modem ‘1; Power Options

—

&! Recavery 9 Region E% RemoteApp and Desktop ’w Security and Maintenance
&

8

Connections

Sound 1{%7 Speech Recognition Storage Spaces @ Sync Center

System g Tablet PC Settings Taskbar and Navigation E Troubleshooting

User Accounts Work Folders

e &

ﬂ Windows Defender
Firewall

4. Click on “Add a printer”
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5. Click “The printer that | want isn’t listed”

Choose a device or printer to add to this PC
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6. Select the option “Add a printer using an IP address or hostname” and click “Next”.
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7. For the device type, select “TCP/IP Device”. For the other two boxes, enter the IP address of the
printer, as shown below. Make sure the check box for “Query the printer and automatically
select the driver to use” is checked. Click “Next”.

Type a printer hostname or [P address

Device type: TCR/IP Device e
Hostname or IP address: | <PRINTER_IP_ADDRESS> |
Port name: | <PRINTER_IP_ADDRESS=> |

[ Query the printer and automatically select the driver to use

Autodetect detects WSD and TCP/IP printers.
To search for IPP printers, please select IPP from the drop down box

Mext Cancel

8. The system will start its attempt to connect to the printer. If successful, it will ask you to set a
name for the printer. This can be any name of your choosing.

9. OPTIONAL: Click the “Print Test Page” button to print a test page.

10. You may be asked if you want to share the printer. Select “Do not share this printer.”

11. Click “Finish”. You should now be connected to the printer.
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Option 2: Connecting via Windows Auto-discovery

NOTE: You will need to know the name of the printer to use this method.
To connect to a printer using Windows auto-discovery, perform the following steps:

1. Follow steps 1-4 from the “Connecting via IP Address” section above.
2. The system will begin scanning the network for available printers. This may take a few minutes.
Once it’s finished, it will display a list of printers.

Choose a device or printer to add to this PC
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<=2 “Printer :} Multi Function Printer
<= . :
Printer Printer
Printer Printer W
I
The printer that | want isn't listed
Mext Cancel

3. Select your printer from the list and click “Next”. The system will attempt to connect to the
printer. This may take a few minutes.

4. Once the printer is connected, it will appear in your list of printers in the Control Panel. Click on
the printer and check the “Status” at the bottom of the screen. If it says “Device setup in
progress”, then you will need to wait a few minutes before using it.

5. Once the automatic setup finishes, you should be able to use the printer.
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