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Connecting your computer to district copiers and printers.  
 
The steps listed below outline how HPS staff members can connect HPS owned computers to any of 
the new (installed 12/28/16 or later) copiers or printers.  One of the biggest changes is that staff 
members will now be able to print directly to copiers and are encouraged to do so.   

Removing Old Printers 

1. Click on the start menu  at the bottom left of your screen and then select “Devices and 
Printers” 

2. In the Devices and Printers menu right click on a device you wish to remove and then select 
“Remove Device.”   It is recommended that you remove old printers that no longer exist, 
printers you do not use, and old printers that have been replaced by new ones. 

 

Adding New Copiers and Printers (installed 12/28/16 or later) 

 
Adding the Printer Client (This will only need to be performed the first time you add a copier or printer)  

1. In your browser (preferably Chrome), go to printer.hps.holyoke.ma.us 
2. If you are using Chrome (preferably you are).  You will be prompted you to install a Chrome 

extension.  If you are not using Chrome skip to step 3.  
 
         

   
 

Click the three buttons above in order as they appear.  
      

3. You will then be prompted you to install a client onto your computer.   
 
 
 

Click the six buttons above in order as they appear. 
 

4. Next you will be prompted for a username and password.  This will be the same username and 
password you use regularly to login to District Computers.  Click login once you have entered 
your credentials and you will be taken to the HPS PrinterLogic install page.  

 
 



http://printer.hps.holyoke.ma.us/
http://www.hps.holyoke.ma.us/
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Adding Copiers and Printers 

1. Go to printer.hps.holyoke.ma.us or click on  in your task bar on the bottom right of your 
screen.  

2. You will be prompted for a username and password.  This will be the same username and 
password you use regularly to login to District Computers.  Click login once you have entered 
your credentials and you will be taken to the HPS PrinterLogic install page. 

3. Find your building location in the file menu under either Academic (for teachers and 
instructional staff) or Admin (for administrators, clerks, nurses, etc.).  

4. Find the printer you would like to install on the map of your school and hover over the icon 

 of the copier or printer you would like to install.  When the menu appears below the icon 
click on “Install Printer,” then click “yes,” when asked if you want to install the printer.  

5. Once the Installation finishes you will get a notice that the printer has been installed, click “OK,” 
and then this printer will be available as an option when you print from your computer.     
 

*Remember to direct your printing to the largest device possible.  Copiers will give you the 
functionality to print large jobs directly from your computer with options such as double-sided 
printing, hole-punching, and stapling where available.   
 

http://printer.hps.holyoke.ma.us/

