NETWORKING CPC COPIERS

1.  After receiving approval to have a CPC copier, you need to install an outlet for it.  The outlet for a CPC copier is the same as for a PC.  (If you have an existing outlet you can use, you do not need to have an additional outlet installed.

2.  After contractor installs the copier, hook it up to the outlet.  Use a cable like the one you used for hooking up a PC.

3.  Turn copier on.  Copier will search for an IP address.  Once it obtains an IP address, it will print this address on the sheet the copier prints out each time you turn in on.

4.  Place the copier serial number (must begin with the number “3”) and POC contact information (name, phone, e-mail address) on the print out and fax to Mr. Crutcher at 442-6626.

5.  DOIM will assign your copier a name on the server and provide you the information.

6.  Once you have your copier’s name, you need to follow the below instructions to add the print drivers on each PC.

· Click on “start” button
· Select “Settings” then “Control Panel or Printers”
· Open “Add Printer”
· Select “Next”
· Select “Next”
· Select “Next” again
· Under “Shared Printers” – arrow down to “DOIM462-CL3”
· Open “DOIM462-CL3”
· Click on the printer name you were provided by DOIM
· Select “Next”
· Select “Yes” or “No”
· Select “Next”
· Select “Finish”
