
To use the FIND-ME Printing feature from your desktop: 

1) Log into any computer at a school.  This procedure will need to be done on each computer that 

you have never logged into or on any computer that has been re-imaged since the last time that 

you logged into it. 

 

2) If you are working on a Windows 7 computer, click the blue Windows start button  and select 

Devices and Printers, then click “Add a printer”, then click “Add a network printer”, then 

click “The printer that I want isn’t listed”, then select the 2nd radio button “Select a shared 

printer by name”. 

 

3) If you are working on a Windows 8.1 computer, right-click the white Windows start button  

and select Control Panels, then click Devices and Printers.  Then click “Add a printer”, then 

click Add a network printer, then click “The printer that I want isn’t listed”, then select the 

3rd radio button that says “Select a shared printer by name”. 

 

4) If you are working on a Windows 10 computer, left-click on the white Windows start button  

and type “control”, select control panel when it appears and then click on the Devices and 

Printers control panel.  Then click “Add a printer”, then click Add a network printer, then 

click “The printer that I want isn’t listed” (Note:  please do not select any printer you initially 

see in the scan area above.  Those print connections will be disabled shortly and cause printing 

failures for you.)   Then select the 3rd radio button that says “Select a shared printer by name”. 

 

5) Type this in the textbox: \\centre-psrv08\, highlight the FIND-ME-QUEUE and press the 

<ENTER> key. 

 

6) Print something to the FIND-ME-QUEUE. 

 

7) Log into any idle photocopier with your Board credentials to release your print job(s).  Please 

type your password slowly as these touch screens are not as sensitive as your cellphone screen 

is… 
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