
 

 

Instructions to Configure a Printer in the Windows 7 Environment 
 

1. Before following the below steps on your personal computer attached to the commonwealth network 
(directly or via VPN), you will need to gather the IP address, make and model of the printer.  
 
(You can get the information on make/model from the manufacturer’s tag on the printer, and the IP 
address on the configuration page that is printed (once printer installation occurs). However, if this info 
is not on the tag or you don’t have access to the configuration page, you can call the VCCC at (866) 
637-8482 to get the information.)   
 

2. Select Start then Devices and Printers. 
 

 
 
 



 

 

 

3. Click on Add Printer  
 

 



 

 

 

 
 

4. The Add Printer Wizard will then open, select Add a local printer 
 

 



 

 

 

 
 

5. You will then be asked to Choose a printer port  
 

 



 

 

 

 
 

6. Select Create a new port. For type of port, choose Standard TCP/IP Port from the drop down box. Then 
click Next. 
 

 
 



 

 

 

7. This will open a new window; type the IP address of the printer in the field provided.  Click Next. 
*10.194.4.10 is an example – this will be different for each printer   

 

 
 

 

 



 

 

 

8. The printer should default to the correct device type. If it does not, select the correct option from the 
drop-down menu.  If you're unable to locate the correct device type, choose Generic Network Card.  
Click Next. 
 

 
 
 
 



 

 

 

 
9.  Name your printer – this is the name you will view the printer as from your personal computer.   

 

 



 

 

 

10. You will then be asked if you wish to share your printer. Select Do not share this printer.  Click Next. 
 
 

 
 

 



 

 

 

 
 

11. Choose whether to print a test page and click Next. 
 

 
 

12. Click Finish.  
 


