
THE PRINTING
GUIDE



SETTING UP 
A HP PRINTER

In order to use your printer, you’ll first need to set it up! We’ve split the 
process down into six easy to follow steps. 

1. Remove your printer from its box, and unpack any additional 
documents and cables. 

2. Slide out the tray at the bottom of the printer. This is where you’ll 
insert the A4 paper that you’d like to print on. Do this by inserting the 
paper into the empty space. 

3. Move the blue tabs inside the paper tray until they touch the edges of 
the paper. These are the paper guides, which ensure that the paper 
stays in place.



SETTING UP
A HP PRINTER

4. Now, we’re ready to switch on the printer! Find the power cable which 
you unpacked earlier, and plug the printer into an electrical outlet. 
Locate the Power button, and switch it on. 

5. Once it’s powered up, the printer will begin to initialize. On the small 
screen on the top of the printer, you’ll be asked to choose a language. 
Select the best option for you by pressing it with your finger, and 
tapping ‘yes’ to confirm. The printer will also ask for your location. 
Select the correct option in the same way as previously. 

6. Using a PC or laptop that’s connected to the Internet, go online and 
search ‘123.hp.com’. Here, you’ll be able to install HP Smart, and 
download the software that you need to use your new printer.

If your printer is a different brand or model, or if you’d like some help 
with setting it up, give one of our friendly Digital Champions a call today.



HOW TO PRINT ON 
WINDOWS & MAC

Printing out a document is one of the most helpful things that your laptop 
or PC can do. Whether it’s an official form that you need to sign by hand, 
or simply some notes that you’ve typed up from a meeting, being able to 
send a document to the printer is a valuable skill. 

Top Tip: If you have a compatible HP printer, you’ll get the opportunity to 
sign up for the HP Instant Ink subscription program, which automatically 
ships new cartridges to your home or office before you run out.

Printing on Windows:
1. Make sure your computer is connected to the printer. If it’s a wireless 

printer, make sure it’s connected to the same WiFi network. If not, plug 
the printer’s USB cable into the computer’s USB port.  

2. Locate the document that you want to print by using Start then File 
Explorer. Open it up. 

3. Go  to the File option in the top left hand corner of the document, and 
click to open up the menu. Scroll down until you see Print. 

4. Click on the Printer drop down menu, and select your printer by 
clicking its name.  

5. Select Copies, and adjust the number of copies you’d like to print by 
clicking on the arrow keys. 

6. You can adjust other printer settings below, including the orientation 
(portrait or landscape), colour (printing in full colour or in black and 
white), and whether you’d like to print on one side of the paper or on 
both.  

7. Click Print.
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Printing on MAC:
1. Make sure that your computer is connected to the printer. If you 

have a wireless printer, make sure that it’s connected to the same 
WiFi network. If it isn’t wireless, plug the printer’s USB cable into the 
computer’s USB port.  

2. Locate the document that you want to print by using Finder. Open up 
the document. 

3. Go to the File option in the top left hand corner, and click to open up 
the menu. Select Print.  

4. Click on the Printer drop down menu, and select your printer by 
clicking its name. 

5. Adjust other printer settings if you need to, including the number of 
copies, the orientation (portrait or landscape), colour (printing in full 
colour or in black and white), and whether you’d like to print on one 
side of the paper or both. 

6. Click Print.



PRINTING
TOP TIPS

• If you’re printing photographs, consider purchasing some specialised 
photo paper. It ensures that your images are good quality when you 
print them - and you can choose a gloss or a matte finish, too! 

• If you find that your paper wrinkles once you’ve printed on it, your 
paper might be too light for the amount of ink on it. Buying a thicker, 
or ‘heavier’, type of paper should solve the problem.  

• Use branded ink. It may seem cheaper to buy non-branded versions, 
but these aren’t always high quality and can run out faster - costing 
you more in the long run. 

• Use a different font. Switching the font you use on your documents to 
a lighter font (such as Century Gothic) can save you ink and, therefore, 
money!



FURTHER HELP

Technology problems? We can help! TheTechTeam is the first and last 
stop for people who are a bit baffled by modern technology. Our experts 

have many years of experience working with customers of every skill 
level to simplify all the technical jargon and provide the best solution to 

each individual’s needs from repair, to advice and support. 

Get in touch with us today and let us know how we can help you! 

0191 209 9088 
www.thetechteam.it 
hello@thetechteam.it

“What a comfort to know that when 
confusion strikes Jonny and his team and 

friendly, approachable and available to 
rescue the situation. Good value for money.”

- Julie & Kevin



0191 209 9088     |     www.thetechteam.it


