Procedures for modifying printer groups

These procedures are used by the Points of Contacts (POCs) for the copiers in their respective areas.
1. Open Outlook.
2. On the toolbar click Address Book.
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3. Once the Address Book window is open, select the drop-down list for Show Names from the: and select Printer Groups.
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4. Scroll through the list until you find your printer and then double-click on it.  

a. The Printer Groups are named with the following standard <3 letter building code>_<Room number>.  The building codes are listed below:
	Building Name
	Convention

	Bozeman Education Building
	BEB

	Brambleton Community Outreach Center 
	BCO

	Charles E. Smith - Men's Residence Hall
	CES

	E.L. Hamm Building (Fine Arts Building)
	ELH

	Facilities Management (Physical Plant / Central Warehouse)
	FMW

	G.W.C. Brown Memorial Hall
	BMH

	Harrison B. Wilson Hall (Administration Building)
	HBW

	J. Hugo Madison Hall
	JHM

	James A. Bowser Industrial Education Building
	JAB

	James D. Gill Health & Physical Education Bldg
	JDG

	Joseph G. Echols Memorial Hall
	JGE

	L. Douglas Wilder Performing Arts Center
	LDW

	Lee W. Smith - Women's Residence Hall
	LWS

	Lyman B. Brooks Library
	LBB

	Mary Scott / Dozier Dining Hall
	MSD

	Mid-Rise - Women's Residence Hall
	MRH

	Mills E Godwin Student Center
	MEG

	Norfolk Community Hospital (Student Health Center)
	NCH

	Norfolk Naval Base
	NOB

	Phyllis Wheatley - Residence Hall
	PWH

	Rosa A. Alexander Hall - Women's Residence Hall
	RAA

	Roy A. Woods Science Building
	RAW

	Samuel F. Scott - Men's Residence Hall
	SFS

	Spartan Station Mall (Parking & Student Health Ctr)
	SSM

	Spartan Suites Residence Hall
	SSH

	Ticket Office
	TIC

	Tri-Cities
	TRI

	Twin Towers North, Babbett B. Smith, Women's Residence Hall
	TTN

	Twin Towers South, Babbett B. Smith, Men's Residence Hall
	TTS

	University Police
	UDP

	Virginia Beach Higher Education Center
	HEC

	West Campus Dining Hall
	WCD

	William "Dick" Price Football Stadium/Track & Field Complex
	WPS

	William P. Robinson, Sr. Technology Building
	WPR


5. Once the printer group is open you will be able to view the following:
a. The Owner: is the POC for the printer and has the ability to modify the members list.
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b. The Notes: field is a general description of the group.
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c. The Members list contains active members of the group.  If you want to add or remove a person from this group, click the Modify Members… button.
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6. Click the Add… or Remove button.
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7. When you click the Add… button you will be presented with an address list to select users from.  The names are sorted by last name so begin by typing their last name or scroll through the list.
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8. When you find the name you are looking for double-click on it and it will be added to the Add -> box.  
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9. You can add more users with the same process and then click OK when complete.
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10. Click OK one more time to close the Distribution List Membership window.
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11. You can now view an updated membership list.  
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12. Click OK to close the window.

[image: image12.jpg]TST_000 Properties

General | Member OF | E-mail Addresses

Members

Display name: TST_o00
Daley, Jeffrey C.

Alas name: TST_000 Smith, John A.
Test, JonE. 7575
test, unity





13. Close the Address Book window by click on the X button.
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14. Once the user has been added to the group they will need to logoff from any PC they are currently logged into and then logon.  The copier will then be installed to their PC and they will have access to print to it.
