Windows 2000: Setting Your Default Printer 

This will change where you print to for every program, every time you turn on the computer.
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2. Select “Settings”
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Select “Printers.”  This will bring up a pop-up window listing all of the available printers that have been installed on your machine.  If it is a teacher computer, the you will most likely have a local printer (one connected directly to your machine) and at least one network printer.  They may look like the ones show to the right.
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If you do not see similar printer icons, then there may be a problem with your computer and you’ll need to contact your AT or ET for help.

5.  Right-click on the printer icon you want to use as your default.  A pop-up menu will appear like the one below.  
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Select “Set as Default.”  The menu will disappear.  If you right-click on the icon again, you will see that there is now a check mark next to “Set as Default.”  

7. Start word (or any other program).  You’ll notice that your default printer has changed.
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