Setting a Default Printer
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A default printer is the first printer your computer and software looks to to print. Having an incorrect
default printer can lead to issues. Follow the below instructions to set or change your default printer.
The instructions were created from a computer running Windows 7, so your process may vary slightly.

1. Click Start, then “Devices and Printers”. If Devices and Printers is not on your Start menu, find it
by doing a search.

2. Within the Printers section, you will see a green check mark on your default printer (1). To
change the default to a different printer, right click on the desired printer and select “Set as
default printer” (2).

-

Add a device Add a printer See what's printing Print server properties Remove device = - @

4 Devices (5)

24M45 24M45 Dell USE DESKTOP  USB-PS/2 Optical
Keyboard Mouse

4 Printers and Faxes (5)

V.

Brother Foxit Reader PDF S| aserlet
HL-5450DN series Printer P3010 Series CP15

e See what's printing
e I Set as default printer I < | 2

Printing preferences

Open in new window

1 Printer properties
Create shortcut

Troubleshoot

Remove device

Properties

~ Office- HP CP1518ni on SERVERDZ2 State: ok NeTWOTCCOMITECTE T STaTIS U OOC T t(s) in queue
g Maodel: HP Universal Printing P...

Category: Printer

If you have any questions or require assistance, submit a ticket with SmartPath via client portal, email,
or calling 270-205-4709.



