BANNER Printer Request

Attach in  Email to    PrintReq@hermes.gwu.edu
June 5, 2007 

Banner Printer Request

PLEASE PRINT ALL INFORMATION.

NOTE: IN ORDER TO CREATE A BANNER PRINTER THE PRINTER MUST BE NETWORK-ABLE.

User Information

Name: 




Date of Request:

Last

 First

 MI

Department/School: 


Job Title:

Campus Address:

Phone Number:

Printer Information

Printer Make:

Printer Model:

Network Information

IP Address:

Network Administrator Name:

Network Administrator Phone:

Other Information

List 3 Banner user Ids that will be utilizing this

printer:

(Note: This will help us to name the printer)

1. 

2. 

3.

FOR USE BY ISS STAFF ONLY

Assigned Printer Queues*: ➀____________________ 

➁_______________________

➂____________________ 

➃_______________________

➄____________________ 

➅_______________________

Printer Created Date: _____________________________________________

Test Date: _____________________________________________

Date of User Notification: _____________________________________________

*Queue Naming convention (REGHP1L): 3 CHAR office, 2 CHAR printer type, 1 Digit number of printers, 1 CHAR orientation setup
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 Banner Printer Request

User Information

1) Print Requesters full name, department, job title, and phone number

2) Include Printer information make, model

e.g. : Hewlett Packard, LaserJet 8000

Network Information

1) IP Address should come from Network Administrator or user. To determine if there is a Jet Direct next to the printer, press the TEST button, the IP address will appear on the test pages.

2) The Network Administrator's name and phone number, if they do not know the

administrator's name and phone number, user should provide name and extension of

person they contact when encountering network problems.

Other Information

1) A list of 3 Banner userids who will be using the printer will assist Systems in naming the printer with an Office prefix.

Example: benabc, bencde, hrslpb - Printer name will be BEN….

Where to send this form

Email this form to PrintReq@hermes.gwu.edu as an attachment. The SysAdmins will create print queues on PROD and PRDP, unless otherwise requested. After print queues are setup, Systems will contact the user.

If there are any problems or issues, users should call help desk, and they will be transferred to the appropriate technical support person.

Supported Printers

Go to this site  http://www.easysw.com/printpro/printers.php  to determine if there is a

Supported print driver for a printer you are considering for purchase. Search by vendor.

