ISBN 1-74123-842-0

USE BUSINESS EQUIPMENT & RESOURCES
(Windows XP)

BSBADM101A

Cheryl Price and Julia Wix




Use business equipment

This book supports BSBADM101A Use business equipment and resources in the BSB07
Business Services Training Package

© Copyright Millbank Investments Ltd, NZ. June 2008 v 1

Authors Assisted by
Cheryl Price Julia Wix Melanie Bhagat
T.Dip.WP, T.Dip.T T.Dip.WP LLB

ISBN 1-74123-842-0

Disclaimer

All rights reserved. No part of this publication may be reproduced or transmitted in any form or by
any means, electronic or mechanical, including photocopying, scanning, recording, or any information
storage and retrieval system, without permission in writing from Millbank Investments Ltd, NZ.

No patent liability is assumed with respect to the use of the information contained herein. While every
precaution has been taken in the preparation of this book, the publisher and authors assume no
responsibility for errors or omissions. Neither is any liability assumed for damages resulting from the
use of the information contained herein.

Softwar e Publications Pty Ltd

Head Office - Sydney

Unit 10
171 Gibbes Street
Chatswood NSW 2067

Phone:  (02) 9882 1000
Fax:  (02) 9882 1800

Australia Toll Free Numbers:

Phone: 1 800 146 542
Fax: 1 800 146 539

Web address:
www.softwarepublications.com.au

Published and printed in Australia



Installing a printer driver

A printer will not work without adriver. A driver isaset of instructions that tell Windows how to
communicate with your particular printer. These will be contained in driver files on a CD-ROM
or your system will download them automatically from the web. Once you have connected the
printer correctly to both the power supply and the system unit, you can install the driver:
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Yoy may need to disable your virus protection software by right-clicking on the anti-virus
icon in the system tray (in the bottom right corner of your desktop) and clicking on the
disable option.

Turn on the printer and insert the driver disc into the correct
drive in your computer. An installation window will appear on
your screen.

Follow the instructions in this window until the installation is complete. Alternatively, you
can close the installation window and work through the Printers and Faxes options using the
Add Printer Wizard (this is explained below). This may be necessary if no installation
window appears on your screen.

The ingtallation may require you to restart Windows upon compl etion.

It isrecommended that you print atest page after a printer driver installation asafinal check.

Installing a printer driver using the Printer Wizard

Note | 1¢ complete this exercise you may require your Windows XP operating system CD.

Exercise 18
1 Click on the Start button.
2 If Printers and Faxes is visible within the Start Menu, click on the Printers and Faxes icon,
or select Control Panel and then double-click on Printers and Faxes.
2 BEE)
&
<) <’ ? /._ ) Search Folders v
Address Cq‘d Printers and Faxes hd @ Go
Printer Tasks ® = \I"“\e
e panasonic KX-PES00
g Add a printer @
& Set up Faxing \'1_\
E—_“H' a Symantec Fax Starker Edition
See Also
2] Troubleshock printing
@) Get help with printing
3 Click on the Add a Printer icon. Note that if you are installing a printer using either a

Firewire or USB connection, you will not need to use the Add Printer Wizard. Instead,
Windows will automatically install the printer.

The Add Printer Wizard will help you through the process of adding a printer to your
compuiter.
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Click on Next.

Local or Network Printer
The wizard needs to know which bope of prinker to set up.

Select the option that dezcribes the printer you want to uze;

{*) Local printer attached to this computer
Automatically detect and install my Plug and Play prinker

(71 & network, prinker, or a printer attached to another computer

Check the appropriate box to show whether you are installing a local printer or a network
printer.

Y ou can choose to have Windows automatically detect and install a local computer. If you
choose to install a network printer, you will be asked to either browse for a printer or enter a
path to the required printer, as shown.

“What printer do wou want to connect bo?

(%) Browse for a printer
() Conhect to this printer [or to browse for a printer, select thiz option and click Mext):
Mame:

Example: h\zerverhprinter

() Connect to a printer on the Intemet or on & home or office network:

LRL:

Example: http: //server/printers/myprinter, printer

Click on Next.

If you have chosen to install alocal printer without automatic detection, you will be asked to
select a printer port. On most computers this will be LPT1, the recommended printer port.
However, you may choose an alternative option from the drop-down menu if you wish to
use another port.

Add Printer Wizard

Select a Printer Port
Computers communicate with printers through ports.

Select the port you want vour printer to use. f the port iz not listed, vou can create a
hew part.

() Use the following port; | [IEIRE [Recommended Frinter Port]

Mote: Most computers use the LPT1: part to communicate with a local printer.
The connector for this port should ook zomething like this:

() Create a new part;

< Back " MHext > l[ Cancel
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9 Click on Next.

10 The Install Printer Software stage of the wizard will display. You will be asked to choose
the printer driver you wish to install from a set of lists stored within Windows.

Add Printer Wizard

Install Printer Software
The manufacturer and model determing which printer zoftware to uge,

\ Select the manufacturer and model of your printer. If your printer came with an installation
[ dizk, click Hawe Disk. I wour printer iz not listed, consult your printer documentation for
compatible printer software,

b anufacturer ~ Printers ~
Generic :-,,5' HF Desklet 400 [Monochrome)
Gestetner e { HP Desket 4200
HF e g
IBM HF DeskJet 500
infatec || S¥HP DeskJet 500C 2
. [ T
;_j Thiz driver is digitally signed. [ Windows Update ] ’ Have Disk... l
Tell e why driver sighitg is important
[ < Back ” MNext » l l Cancel ]

11 From the Manufacturer list on the left, choose the name of the manufacturer of your printer.
In this case the nameis HP, short for Hewlett-Packard.

12 From the Printers list on the right, choose the model name of your printer. In this case we
are ingaling the printer driver for a Hewlett-Packard DeskJet 420.

13 If the printer model you wish to instal is not listed, click on the Have Disk... button and
browse to the floppy diskette or CD-ROM where the driver islocated.

Add Printer Wizard

MName Your Printer
“ou must azsign a name to this printer.

Type & name faor thiz printer. Eecause some programs do not suppart printer athd server
niame combinations of more than 31 characters, it iz best to keep the name as short az
pozzible.

Prirter name:

HF Desklet 420

Do you want to use this printer as the default printer?

() Yes
(I No

[ < Back “ Mext > l[ Cancel ]

14 Name your printer. If you wish to refer to your printer as “Front Office Inkjet” instead of
the manufacturer’s name and model as shown, you may do so. Delete the name as shown
and enter the name you wish to refer to the printer as.

15 Choose whether or not the printer you are installing is to be used as the default printer.
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16  Click on Next to continue.
17  Print atest page. Windows will give you the option to print a test page using the newly
installed printer. If you have the printer connected, ensure Y es (recommended) is selected.
Y ou may cancel thisoption if the printer is not yet physically connected.
18 Click on Next.
19 Click on Finish to exit the Add Printer Wizard. The newly installed printer will be shown in
the Printers and Faxes window.
‘® Printers and Faxes |Z||E|rg|
Fil=  Edit ‘“iew Favorites Tools  Help -ﬁ’
<) </ 'ﬁ' f.ﬂj Search || Falders -
Address | %y Printers and Faxes . | G0
)
Printer Tasks E :I’ % HF Desklat 420
[2] Add a printer )
& Set up Faxi v
o R e E\:L)’ ! Panasonic Kx-Pa500
%ee Also
:\‘L’ % Symantec Fax Starter Edition
Eg:] Troubleshook prinking
) et help with printing
Exercise 19

Using the Add Printer Wizard, install the printer driver for a Hewlett-Packard LaserJet 111 to
your computer (you will not need to have a printer of this type physically connected to your
computer in order to install the printer driver).

Making a printer the default printer

Exercise 20

1 Click on the Start button.

2 Select Control Panel in Windows XP, or Settingsin earlier versions of Windows.

3 Click on Printers and Faxes (Printers in earlier versions of Windows). The Printers and

Faxes window will display.

Note | This window may differ from your own computer. Three different printers are installed

4

on this computer, and different versions of Windows will display the Printers (and Faxes)
window in different ways.

Right-click on the printer you print to most regularly.
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5 Choose Set as Default Printer.

*® Printers and Faxes

File

Edit  Wiew Favorites Tools  Help B

<) </ ;1 f.wl Search |[— Folders v

Address |52y Printers and Faxes

Printer Tasks

add a printer

5] See what's printing

Select prinking
preferences

(:g' Pause prinking

ti'-i.i! Share this printer
Ijﬂ Fename this printer
¥ Delete this prinker

Ir—— s

— =™ hpdeskjet 94  Printing Preferences, .,

E Y Set as Defaulk Prinker

Pause Prinking

= Panasonic K onarind...
Ilse Printer QOffline

Create Shortout
Delete

R.ename

Properties

6 Choose [File] Close.

All documents printed will automatically go to this printer by default when using any Windows
applications (unless you select a different printer).

Printer operation

A laser printer is operated through the use of a menu system on the Control Panel.
1 Press the On-Line button to turn the printer off-line.
2 Press the Menu button to move through each menu until you reach the required menu.

3 Press the Item button until you reach the required item. Item options are changed by using
the + - button.

4 Press the Enter button.
5 Press the On-Line button to turn the printer to Print Mode again.

SECTION 2 63



Printing and viewing a print job

Exercise 21

1

6

Refer back to Exercise 16 in which you

created a document called M ortgage. =
Ensure M ortgage is open on your computer T
screen. 4;; HP LaserJet 5000 Series PS £, IRB500 on IRB500
g2, HPS5IDUPLEX on Foyerpc L, Print on GP&0S
Choo% [FI I e] PI’I nt :;"t:HF'LASEFLIII on Foyerpc Eg Print on GP605-2
£ >
Ensure the correct Printer is selected in the e P Fitto e
Select Printer box. e
Page Range Allows you to print the Fage Range
whole document or to oA Number of copies: 1
specify pages or
OPages:
$I &ted teXt' Erter either aningIe pagle n;q'l?er or a single Ijl ] I
Number of copies:  Enter in the number of ittt
Coples reql""red' Print ] [ Cancel ]
In the Page Range section ensure All is
selected.
Click on Print.
A printer icon will ear on the Taskbar. To view the progress of a print job, double click
on the printer icon k&, If the print job is small you may find the printer icon appears for a

i4 start

second then disappears. Y ou can access your printer window also by clicking on -
and selecting Printers and Faxes, then double clicking on your printer icon.

& HP Laser.Jet 5000 Series PS

Qwner Pages Size
Julia 1 10.3 KB/&64.0 KB

Subr
8129

Printer Document View Help

Document Mame Status
Mortgage Printing
<
1 document(s) in queue

To close the printer window click on the Close button E

If the WordPad window does not appear click on Mortgage - WordPad displayed on the

Taskbar.

Exit WordPad

Exercise 22
Choose [Fil€] Exit. If asked to save changes click on No.

>
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Printer Faults

Problem Solution
General
No power Ensure that the power cable is plugged into the wall and

the power switch ison.

No data coming through to the
printer, even when cables are
connected, etc

Press the Online button to ensure that the Online light is
shown.

Data not coming through
although printer is on and
Online

Check that all cables are plugged in correctly, both at the
printer and computer.

Prints garbled text

Select the correct printer in the program you are using
before printing.

Only prints half of the page

Ensure that in the program you are using you have
specified the correct paper size and that your printer can
cope with this paper size. Also if there are lots of tables,
graphics, etc, there may not be enough memory in your
printer.

Does not print all the text on the
page when printed landscape
but will print all of the text when
printed portrait

Ensure that the printer can print the fonts you have
selected, landscape. Check in the printer manual if
unsure.

Each time the printer prints, two
pieces of paper print together

Fan the paper and ensure that the paper is not damp. If it
is, leave in awarm placeto dry.

Laser printers

MEM Overflow - Memory
Overflow

PRINT OVERRUN

Y ou have sent alarge fileto the printer. The printer
cannot handle the amount of datareceived. The printer
requires more memory.

PC LOAD - Out of paper

Insert more paper into the printer.

MANUAL, MAN FEED

Y ou will need to insert paper into the manual feed tray.

Many printer messages will be self-explanatory, eg TONER LOW, PAPER JAM,

OFFLINE.

Ink-jet printers

Beeps twice

Load more paper.

Beeps continuously

Paper has jammed. Fix paper. Carriage cannot move
back to its original position. Turn the printer off then on.
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