
Label Printing from Second Drawer Setup 

 

1) Go into your computer’s Settings. 

2) Click Devices.  

3) Click Printers & Scanners. 



4) If your printer has not been setup in windows yet, you need to go through the printer 

setup process for your printer.  Normally Windows will automatically take you through 

the printer setup process when the printer is powered on and connected to your PC. 

5) Once you’ve got the initial setup done for the printer, "Manage" the setup of the 

printer, then go into "Printer Properties" and then click the "Ports" tab.  

6) Note the port currently being used, you’ll need to select the same port later on in this 

process when adding the configuration that will print to tray two.  Most of the time, the 

Port column is not wide enough, so you’ll need to make the port column wider to see 

the full Port ID.  Write down the Port ID.  Click "Cancel" to return to the "Printers & 

scanners" window. 



7) Click "Add a printer or scanner" to add a second instance of the printer that will be 

where your labels will print.   Then click "The printer that I want isn't listed". 

8) On the "Find a printer by other options" window, select "Add a local printer or network 

printer with manual settings" then click "Next". 



9) For the "Choose a printer port" window, click on the drop-down box for "Use an 

existing port" and select the port from step 6 above.  Click "Next". 

10) The printer driver selection should default to the same driver as was set for the printer 

when it was set up previously.  Unless you think it’s wrong, take the driver offered and 

click "Next".  

11) If your asks "Which version of the driver do you want to use?", take the recommended 

choice and click "Next". 



12) For printer name enter "Label". 

13) For Printer Sharing select "Do not share this printer", then click "Next". 

14) Leave the "Set as default printer" box unchecked, and click the "Print a test page" 

button before clicking "Finish". 

15) If the printer is connected properly, and you selected the correct port, a test page will 

print on the printer from the same tray as the other setup for the printer. 

16) The steps from here on will change the Label function to print on tray 2. 

17) From the "Printers & scanners" window find the printer.  The name of the printer on 

this screen may still display the original name you selected from step 5, it may be listed 

with the same name but "(Copy)" after it, or it may display as "Label".  After selecting 

the printer, click "Manage". 



18) From the "Manage your device" window, select the "function" you just created above 

by selecting it from the dropdown box.  The one you want to select will be called 

"Label" or it will be the one with "(Copy)" at the end of the printer name.  After 

selecting the function, click the link "Printer properties". 

19) The Properties window will display.  Verify that the name in the input box next to the 

icon of the printer says "Label". 



20) Click on "Preferences.. " at the bottom of the Properties window. 

 

21) In the Preferences window, look for a tab that something like "Paper/Quality", the 

naming of the tab can be different depending on the printer model.  When you find the 

right tab you’ll see an option to change the paper source, and once again the words 

used to select the second drawer can vary depending on the printer model.  The most 

common title for this option is "Paper Source" and you’ll want to have it say "Tray 2", or 

whatever option that would indicate the drawer where you’re going to put your labels.  

After selecting the drawer for your labels, click the "OK" button at the bottom of the 

window. 



22) You should be returned to the "Properties" window.  In the "Properties" window, select 

the "Advanced" tab at the top of the window, then click the "Printing Defaults.. " 

button at the bottom of the window. 

23) The "Printing Defaults" window will look like the Printing Properties window from step 

21, and you need to do the same thing here to indicate the tray where you’ll have your 

labels.  After selecting the proper tray from the "Paper/Quality" tab, click the "OK" 

button at the bottom of the window. 



24) Back on the "Properties" window, select the "General" tab, if the "Apply" button at the 

bottom right corner of the window is not grayed out, and click it.  Then click the "Print 

Test Page" button near the bottom of the window to verify the setup was done 

correctly.  Finnish the process by clicking the "OK" button at the bottom of the window.    

25) Finely, verify the Pharmacy Systems application selects the proper tray by printing a 

pharmacy label from the RxSystem.com website. 

 

 

 

 

 


