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How To Add a Printer to a MacBook-School & Home
It does not matter what application you have open, the directions to add a printer are always the same. Follow the steps below to add the printer(s) that you will need throughout your day:

1. Go to “File”—“Print…”

2. A new window will appear with the “Printer” option. 

3. Use the drop down arrow, to see the list of printers available on the laptop. Select “Add Printer” at the bottom of the list to enter a new printer:
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4. Another new window will appear. Select the “Default” Tab. 


5. Scroll through the list to select the printer you want to add. Select the printer by highlighting it.
6. The highlighted printer will appear in the “Name” field below the list. You may rename the printer. 
7. Under “Print Using” click the “Generic PostScript Printer” for most printers in the school.
8. You will be asked to enter your user name and password in order to print. Be sure this is accurate before you say “ok.” You may check “Remember this password in my keychain” if you don’t want to enter user information each time you print. 
9. A banner paper with your name, the date, and the time will print first every time you send something to print. Your document will print after this banner. The purpose of this banner is to track printing in case it is sent to the incorrect printer and to track how much printing individual users are doing.


** Printing from Home **

1. Plug the USB cord from your printer into your laptop in one of the USB ports on the left side.

2. Under “Print Using” click “Select Printer Software” then type several characters of the printer model you are trying to print to in the search box (i.e. HP DeskJet F4200 – you would type F4200).  Choose the closest printer driver available and click “OK.”  If the printer you have is not listed, choose either the “Generic PostScript Printer” or “Generic PCL Laser Printer” from the previous screen.
3. Select “Add” to install the printer.
4. You are now able to select this printer to use.
Complete these steps for each printer you add!
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