
Before you begin:  
Click on the 
Computer Name 
tab and locate 
the Full Com-
puter Name and 

Before you begin:  You will 
need to know the computer 
name of the machine that 
the printer is attached to 
before you can set up the 
printer on the laptops. To 
find this, right click on the 
My Computer icon and se-
lect Properties.  



Step 2:  Enter the 
name of the com-
puter on the 
Open line. In this 
example, the com-
puter is 
esmith5400 so en-
ter it as:  
\\esmith5400 then 
press 

Step 3:  If you entered 
in a valid computer 
name, you should re-
ceive a login box. En-
ter the classroom 
login preceded by the 
domain name. In this 

Step 4: A window 
should then pop up 
with the computer 
name as the title.  
Locate the desired 
printer and right 

Step 1: On the student 
laptop, go to Start—
Run or hold down the 
windows key and 
press R  



Step 5: You will 
receive a Con-
nect to Printer 
warning box. 
Click YES to con-

Step 6: A window 
with a searching 
flashlight will ap-
pear until the con-
nection is complete. 
Once the flashlight 
window disappears, 

Step 7: Now  you 
will need to set 
the default printer. 
Return to Start—
Run or hold the 
windows key and 
press R to bring up 
the Run window. 



Step 8: You will see 
all of the avail-
able printers for 
your laptop in this 
window. Right click 
on the desired de-
fault printer and 
select Set as De-
fault Printer to 
make it your de-
fault printer. 

Step 9: The desired 
printer should now 
have a Checkmark 
next to it which in-
dicates that it is 

Step 10: Celebrate 
because YOU ARE 
DONE!!! 


