INSTRUCTIONS FOR ADDING A PRINTER
· Click on START

· Click on Printers and Faxes

· Click on Add a Printer

· Choose the option for Network Printer and click NEXT
· Choose to Enter a printer by name then click NEXT.
· Choose the printer you want from the list then click NEXT

The names of the copiers are location_ricoh. 

 Ex.  Vandiver copier is vandiver_ricoh

· Choose whether or not to make it your default printer and Click NEXT
· Click FINISH when prompted.

After adding the copier as a printer you can print to it like any other printer.

