DEFAULT PRINTER SETUP

Before a user can print forms (PAR, PRF, RAF), he/she must first setup a default printer definition
for either a network printer or a printer connected to their PC workstation (LPT1).

The following instructions describe how to setup a printer connected to their PC workstation as a
shared printer on the network.

If the user is trying to print to a network printer, skip immediately to Step lIl.
STEP 1 SETUP PRINTER AS A SHARED PRINTER

Navigation: Desktop>Start>Settings>Printers>Printer Connected to PC>Properties
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Start f;ﬁgtartl Click on Start in lower left corner of desktop

Settings Click on Settings

Printer and Faxes Click on Printers and Faxes

Printer Name Right click on the printer connected to your PC or workstation
Properties Click on Properties
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&" hp deskjet 970c series Properties ﬂﬁl

Color Management | Security | About
General Shating ] Ports | Advanced

" Mot shared

(+ Shared as: Irnike

[ List in the Directory

i~ Drivers for different versions of Windows

If this printer is shared with users running different versions of
Windows then you will need to install additional drivers for it

Additional Drivers... |
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Cancel I Apply I
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Explore
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Search. ..
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Map Metwark Drive. ..
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Create Sharkcut
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Sharing tab Click on the Sharing tab

Shared as Click on radio button to select. Enter anything as a printer name in blank
field. (EX. Your first name)

OK Button Click on OK button.
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STEP 2

DETERMINE YOUR COMPUTER NAME

™

|V|y Com puter My Cormputer

Right click on “My Computer” (icon should appear on desktop)

Properties

Click on Properties from drop down menu.



System Properties Il ﬂ_ﬁl

General Network Ientification | Hardware | User Profiles | Advanced |

EE:I! Windows uses the following information to identiy your computer

on the network.

Full computer name: ES-MLOVELADY . cougamet.uh.edu %

Domair: cougamet.uh.edu

To use the Network | dentification Wizard to join a Network |D

domain and create a local user, click Network 1D.

To rename this computer of join a domain, click .

il Properties .

0K Cancel Apply

Network ldentification Click on Network Identification tab
Full Computer Name Note the first part of the computer name.

(In example above, it is ES-MLOVELADY)
HINT: The computer name is required when setting up printer default

in PeoiIeSOft.




STEP 3 DEFINE YOUR PRINTER SETUP FOR HR FORMS

Default printer definitions for either network printers or shared printers must be defined
before the user can print HR FORMS.

Navigation: UHS HRMS HR>Forms>Printer Default Setu

PeopleSoft.

[ Erterprise Learning ‘

Mew Window | Help |

> Manager Self Service .
[ Organizational Development Printer Default Setup
[ Payroll for Morth America Enter ary information you have and click Search. Leave fields blankfar a list of all values

Add a New

[ Records and Enrollment V I T
E gi:rdgzlw.&;?mssiuns Find an Existing Value Add a hew Yalue ] a ue ab
[> Student Financials
[> Student Recruiting Search by: |U59r|D j begins with
[> Tree Manager "
& UH CB Reporting I” case Sensitive
[ UHCL Custom
[» UHS Custom
> UHS HRMS BENEFITS Search | agvanced Seanh
[ UHE HRME BUDGET
7 UHS HRMS HR Find an Existing Yalue | Add a Mew Value

=~ UHS HEMS HR

= Forms

— PAR - Personnel
Action Reguest

— PRF - Position
Request Form

— BAF - Reallocation Add a NeW

Form

~EA%. Craiee Fom Value Link

— PAR - Job Form Print

— PRF - Position
Reguest Print

— RAF - Reallocation
Farrn Print

— Printer Default Setup

Add a New Value* Click on Add a New Value to add yourself.

*k
Search Click on ﬂl to pull up your record.
*Note: Click on Add a New Value link or tab to create a new record if one does not exist.

**Note: Click on 222" |0 find and existing

record to modi

PeopleSoft.

I Enterprise Learning
[ Manager Self Service 3
[ Organizational Development Printer Default Setup

Mew Window | Heln |

&> Payroll for North America

I Records and Enrallment Find an Existing ¥alue | Add a New Value
[> Self Service

[ Student Admissions

[- Student Financials User ID:|LOVELA.IM

[ Student Recruiting
[ Tree Manager

I UH GB Reporing Add
[ UHGCL Gustom

b IR Ellialin Find an Existing Value | Add a New value If adding! use your

[ UHS HEMS BENEFITS -
[ UHS HRMS BUDGET
[~ UHS HRMS HR PeopleSOft user id
= UHS HRMS HR
= Forrns
— PAR - Persannel
Action Reguest
~ PRF - Position
Eeguest Form
— RAF - Reallocation
Form
— PAR - Emploves Form
Erint
— PAR - Joh Farm Print
— PRF - Position
Renuest Print
— RAF - Reallocation
Farrn Print

User ID fiel Enter your PeopleSoft user id (log on id)




[» Enterprise Learning
[ Manager Self Service
[» Drganizational Development
[> Payroll far Morth America
> Records and Enraliment
[» Belf Service
[> Student Admissions
[> Student Financials
[> Student Recruiting
[> Tree Manager
[ UH CH Reporing
[ UHCL Custom
[> LIHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
< LIHS HRMS HR
= UHS HRMS HR
= Forms
— PAR - Pergannel
Action Request
— PRF - Posifion
Eequest Form
— BAF - Reallocation
Form
— PAR - Employee Form
Erint

— PAR - .Jab Farm Print

— PRF - Position
Eequest Print

— RAF - Reallocation
Earm Print

— Printer Default Setup

PeopleSoft.
Hlerprise LComponents ﬂ

Uhs Print Setup

Add to Favorites

Mew Window | Help | Customize Page |

User ID: UHEPARTT

Enter a printer name in the form of “print server'printer name:

UES-MLOVELADYIMIKE

& save | [=] Notity |

e~

Enter print server and name. The name of the
computer acts as the printer server. The printer
name is the shared name created above. Format is
\\computername\sharedname

[Evadd | | FEUpdateDisplay

User ID field

Enter \\nameofyourcomputer\nameofyourprinter for the printer name.
(example: \ES-MLOVELADY\MIKE)

Note: If you are using a network printer, you will enter your printer address as in
\\spooler\UBP3_294 1




