Consolidated Staff Print Service — Information $es

Print Service Migration User Manual (Windows User O  nly)

To utilise the new consolidated staff print seryipgeu need to determine the printers that are erolth
servers, and then add them from the new print séis«print”.

Determine which printers to migrate
1. On the desktop, click ti&tart button, point tdSettingsand then cliclPrinters and Faxes.
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2. In thePrinters and Faxeswindow, clickView on the menu and choofbumbnails.
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3. Identify the network printers that are on the strver.

Note: how to identify the network printers that geng to be migrated:

B,
- The network printer ico —@Q has a pipe below, which is different from the Iqménters.
- The network printers have the name patfginter_name on server_nameg“Hermione PCL on ar-
paganini” in this case). The server to be deconionissl is specified in the IT Announcement email. Al
printers on the old servers are required to beategk, other printers on your desktop will not bieetid.
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Install the printer from the new print server
1. On the desktop, click tHgtart button, and then clicRun.
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2. Type\lis-print in theOpen text field and clickOK .

Note: you can typ&is-print.its.unimelb.edu.auif \is-print is not found; and-print.its.unimelb.edu.au
will replaceis-print in the following instructions.
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3. In the newly opened windoWs-print, locate the printer that you have identified poely (“Hermione”
in this example).
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Note: The list is sorted alphabetically; you caa geCommentscolumn for more Information.

4. Double click the printer name.

After a few seconds you will see the print queurdeivHermione PCL on is-print appear. The printer on
the new server is already connected.

_;u Hermione PCL on is-print - Toner Low [;]@
Printer Document View Help

Document Name Status Oowner Pages | Size Sub
sl ' 2]

0 document(s) in queue

5. Open théPrinters and Faxeswindow and you can see that the printer is alreaadihe new print server
is-print .

Now the printer is installed successfully from tiev server to your desktop.
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6. If you want to set this printer as your defguitter, right-click the printer name and cho&@st as
Default Printer in thePrinters and Faxeswindow.

Note: select the printer ag-print NOT the one on the old server.

Note: Please repeat the above procedure for thetiug of other printers you have identified.
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