Printing at School

Important!

* The maximum number of pages that can be printed per month is 500 pages (this is
reset on the first of every month)

* The maximum file size is 20 MB.

* The time before the same job can be printed again is 5 min.

* The Library is open from 7:30 a.m. until 4:30 p.m. and students may print to the Library
during these hours.

* Students may pick up their printing from the Library at anytime during the school day;
however they MUST have a signed agenda book/pass from their teacher.

* Students - Make sure you only print school related material! Each year, the library
throws away 1000s of miscopies. To prevent losing the right to use the school printer,
please do not waste paper.

To set up your computer to print to the 4 student printers in the library:

e Under the Start menu, choose Search and then Find Printers...

* |n the Name: box, type in tucker and then click on the Find
Now button.

* The printers will appear in the bottom of the window. Double-
click on one of the printers (tucker-lp1, tucker-lp2, tucker-lp3,
and tucker-lp4) and the printer will be added.

* Repeat until you have added all 4 Library printers. Do NOT add
tucker-lp5, as this is the Immersion printer.

To check the status of a print job:

* Under the Start menu, choose Settings and then Printers Name Documents | Status
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* If you see a job that has not printed, you can double-click on s
the printer and check on the status of the print job.

To cancel a print job:
* Under the Start menu, choose Settings and then Printers and Faxes.
Right-click on the printer that has a job that has not printed and choose
Cancel All Documents.

How to set your default printer: ? CXER-LP3 on
® Under the Start menu, choose Settings and then Printers and Faxes oren
* Right click on the Printer you want to use most often (Example: tucker- A L
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Adding Home Printers ‘ ‘

NOTE for Teachers: This is information for students to read if they have a printer at home.

In some cases students will be able to add their home printer to the laptop without the
assistance of the TST. Students can use the Add a Printer Wizard located in the Start menu in
Programs > Add a Printer. The wizard will guide you through the adding a printer process.
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There is also a PDF file with directions called “Help adding a local printer” on how to use the
Add a Printer Wizard.

If students have an all-in-one type printer, then they will not get all the additional software to
scan, fax, etc. but they will be able to print.

Students who cannot install the printer driver themselves, should take the computer to the
Help Desk and the TST can install it for them.

The HCPS Dell Student Center
See the HCPS Dell Student Center for help Using your Dell, HCPS Def | Student Center

Printing, Connecting to Servers, Connecting online and other
topics.

Accessible from the eLearning page or from -
http://staffdev.henrico.k12.va.us/students/hsindex.htm
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