--------------------------------------------------------------------------------
How To Add a Network Printer

First step: Click Start on the lower left corner of the desktop
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Step Two: Select Printers and Faxes
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Step Three: Select Add Printer 
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Step Four: Click Next
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Step Five: Select Network Printer
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Step Six: Select Find Printer in Directory and then click next
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Step Seven: type in the two letters that represent your building followed by the room number; Do not include a space (see the following example for the Terrell building, room 107) then click Find Now.
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Step Eight: select the printer that closely resembles the model number of the printer in which you want to add.
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Step Nine: select YES when asked if you want to make the printer the default printer for the computer you are using.
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Step Ten: Select Finish.  You have successfully added a printer.  Congratulations!!
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