How to install a printer manually:

e Go to printer and find the printers IP address, also notate the version of printer you have, (ie. RICOH MP C3003)
you can find this in the bottom left hand side of the screen on the printer:

RICOH FAX #432-4849

e Then click on the settings button:
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This will bring up the “Windows Settings” page, from here click on “Devices”
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This will bring up the “Bluetooth & other devices”, select “Printers & Scanners”.
Find your printer and double click and click <
“Remove device”
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At this point it will start “Searching for printers and Scanners” after it has cycled through, scroll down to the
bottom of the printer list, click on the blue “The printer that | want isn’t listed”
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On the next screen click on “Add a printer using a TCP/IP address or hostname”, then select “Next”
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This may take a few minutes while it is “Detecting TCP/IP port”, so just let it cycle through.
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Detecting the TCP/IP port...
Windows will automatically move to the next page when the detection is done.
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Next you will see this screen, so leave as is and just hit “Next”
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Additional port information required

The device is not found on the network. Be sure that:

. The device is turned on.

. The network is connected.

The device is properly configured.

. The address on the previous page is correct.
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Another screen will pop up, it’s just the “Detecting the driver model...”, just let it complete
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o The next screen will appear “Install the printer driver”, select your Manufacturer most cases “RICOH” and then
you will be required to select which printer which is the version we had you note in the beginning and then hit
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e For the next screen leave it as “Use the driver that is currently installed (recommended)” and hit “Next”

& @m0 Add Plfnter

version of the driver do you want to use?
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o The next screen will be “Type a printer name”, here you can put whatever name you would like to call it for easy
recall, then “Next”
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MCU T Printer

This printer will b®ggtalled with the RICOH MP C3003 PCL 6 driver.
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e The next screen you can put, your Building number and room number to be more descriptive, as seen below
then hit “Next”
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Printer Sharing

If you want to share this printer, you must provide a share name. You can use the suggested name or type
a new one. The share name will be visible to other network users.
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Share name: | MCU IT Printer |
Location: | Bldg 2044 |
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Cancel

e The last screen will be “You’ve successfully added MCU IT Printer” screen and it will give you the option to print
a test page, and then hit “Finish” and you are done.
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To check if your printer is working properly, or to see troubleshooting information for the printer, print a
test page.
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After you have added your printer, you should be back on track again.



