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1 SCANNING PROCEDURE #if &

1.1 LOADING DOCUMENT HE RS

| 1.1.1 Document Feeder BE) =B E
1. Adjust the document guides to match the 1. FREEEREESSHER S -

size of the document loaded.

2. Place the document face up inthe centre 2 4E[EFESEER T AETESR DR « <FER> 5
of the document feeder. The REE I
<Confirmation> indicator lights up when

the document is loaded correctly.

Confirmation indicator

=

1.1.2 Document Glass JKIBE R
1. Open the Document Cover. 1. BRIEREINE -

2. Place the document face down and alignit 2 4EREHIEHEEAT - ¥EHIEERN AL
against the top left corner of the document IAMETREFAREINEG -

glass.
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1.2 SELECTING SCAN LOCATION EIZ2IZ I IHAE

1. Press the <Service Home> button. 1. ¥—TF<Service Home>§g -

2. Select a scan method.

(E

Fax / Internet Fox

(W)

Simple Copy Simple Fax

o

Store to Folder Send from Folder

i. E-mail #F# (FHEE)

‘a!ﬂlﬂl
[ P | mail@add.ress

Book... ‘

New Subject..
l&lmm

Message...
|_ Preview
e e
‘e::::m l‘ ’ | Bl ;i::‘d”! l‘ ™ NWTYPC" ea | FileFormat I‘
| Black & White | | 1Sided | Photo B Tex! | DocuWeorks |
You may scan documents and send the (R L4 e R O L B T B B D

scanned data as an e-mail attachment.

Ho R -
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i Scan to PC ### (PC #1F)

Fiing Optiors

|
l
soon |
|
|

;_ Browse. |
. User Name
Prewiow lpuwml
& Color f 1 2 Sided
“../ Scanning a % Scan
| Block % White 1 Sided

!

| @ Original Type E’ Flle Format |
= -~ -~

| Photo & Text | | DocuWorks |

You may scan documents and send the
scanned data to a network computer via FTP
or SMB protocol.

ol FENERERNARERENEES
A EREER -

ii. Store to Folder &1 (EHHEE)

3 Storeto

Folder
oo 14— ooz A (002 A poa A ooy
TESTY TLST2 TEST3 TLST4
(005 ' #— [ao6 “A— 007 “A— pog A E———
TESTS TESTO TEST7 TESTS i

, —
f — — . - v |
(000 {2 [a10 “4— 011 “4— 012 " 4— | |
1E519 1EST10 TESITY 1s112 Prevew
5\ 8 |

| 4, Color i 1 2Sided @ Onginal Type |
"/ Scanning ~ % Scanning - = -
| Block & White 1 Sided el Photo & Text

You may scan documents and save the
scanned data into a folder on the machine.

ol LR R
R REH -

- Wi Frim R B RHEF 2R
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2 SCANNING METHODS B 5%

2.1 SCAN TO E-MAIL E3H3% 1=

1. Select [E-mail] on the Services Home 1. B2 [ThEE] EEPH [BEE@HEZEE) ] -

screen.
Store to Folder
2. In the [E-mail] screen, specify 2. & [BAEHR] 2| - NHASEE S
recipient(s) using [Address Book] or BIETWHEA -

keyboard in [New Recipient].

s N
Recipient(s)
. l moil@add.ress
I ' Subject..
New ‘ :
= Recipient... @ : l
L !
Message...
J Preview
Color | y  25ided G Original Type o= FileFormat |
Scanning - - Scanning - | = - ! -
 Block & White 1 Slded | Photo & Text | DocuwWorks |
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3a. Select a recipient from the address list,
and then select [To], [Cc], or [Bcc] from

3a. i [EFEE ] WtHIDEEERWHA
ik - REERE [(BR] ~ [CCI =%

the dropdown menu. Press [Close] to (BCC] - &&#% [FHF]
confirm.
E-mail Address Book B < Close
[@‘“" ¢ " (ooo1-260%:;; . I
| Alphanumerc # & Name E-mail Address
lfA_*-. Index 0002 123@wmpde e il
1 searen |
== Add New
i Address.. : 1
=|

OR 5

3b. Enter recipients’ address on keyboard by
pressing [New Recipient]. If there are
multiple recipients, press [+Add] to enter

more address. Press [Close].

3b. EARERMAZEZWAH AN - FEEA
ZEEBAMUL - BEE[F-BEHR] -
&% [FEH] -

I Recipient List L IESTE
To:0 Cc0 Be 0
To: v 48 ’QWW ' o Delete Text
1l2lalals|lesl7zlslaolo Backspace
\ q w e r t y u i ] P [ i
a s d £ 19 |:h j k | @
Shift z X c v b n m / Shift
More Characters = =

4. Press <Start> to scan.

4. 1% <Start> FREH -
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2.2 SCANTO PC #Fi# (PC &)

1. Select [Scan to PC] from the 1. B [IhEE) EEPEE (R (PC #15) ]
[Services Home] screen.

Copy Fax / Internet Foax

n

Simple Copy Simple Fax

-

Store to Folder Send from Folder

2. In[Scan to PC] menu, specify a forward 2. BIEBEMNE) ZEDIEE [S:F8) 15
destination from [Address Book]. TE X EHRH -

| .E Browse...

‘ User Name "
[ glﬁwlew ‘Password ]l
| g Color [ )] § | 2Sided | @ Original Type | | g=| FileFormat = |
./ Scanning a % Scanning - al 1) -
(Block &White |} | 1 Sided 1) (Photo & Text L) | DoaiWorks -

3. Select the destination to store the data in, 3, BIBEHEFEMNE @ 17 [BE] - KRBT
then [Close]. (BERA]) -

™
e —
(0001 - 2000)

st
0001 12346567850 i ﬁ

@
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4. Double check the selected computer

4. BEFTEEZHROME -

information.
-Sccn to PC Filing Options
|, Transf Svr Address Name?
e mm:[‘_ Server {Svr Address Name2 l
| SB { |
~ . |SharedNams  |scan \
B Address Book. L -
Saveln | “
§ Browse.. (
= User Name ' “
| |Preview Password | \i
Color §  2Sided @ Original Type | g= | FileFormat |
..~ Scanning - Scanning - - -
| Block & White 1 Sided Phoio & Text DocuWorks
5. Select the scanning features from each 5. MTIRMETE - FIEE2E

tab. Please refer to Chapter 4 (Scanning

18 -

Features) for more details on scan

options.

6. Press the <Start> button.

6. 1% <Start> f# -
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2.3 STORE To FOLDER 58

1. Select the [Store to Folder] from the

[Services Home] screen.

2. Specify the folder to save the scanned

document in.

3 Storeto
—— Folder

1. &5 U= (E%kHET) 1 # -

2. IRERFRIER -

(001 12— [002 “A— 003 14— 00a 14— oeg:?osoo
TESTY TEST? TEST3 TEST4 : =
I | | | |
o ]
005 14— (006 "4 — 007 ‘4 — pog ‘A — =Swam
TESTS TESTH TEST7 TESTS s
J\ )| \ ll e

e e
(009 [#— (010 A [011 N&— (012 ‘(4— | " | [ oo
1£519 1ES110 [ES111 1ES112
J AL I N _J

Celor | | g 2Sided | @ Onginal Type
 Block & White |11 Sided | | Photo & Toxt
3. Select the scanning features from each 3. REREEIS -

tab. Please refer to Chapter 4 (Scanning

18 -

Features) for more details on scan

options.

4. Press the <Start> button.

4. ¥% <Start> §# -

HIERERS 4 EiREE
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3 CONFIRMING SCAN JOB IN JOB STATUS fERIZH T 1F

1. Press the <Job Status> button.

2. Confirm if the job has been completed

successfully at the [Completed Jobs] tab.

Active Jobs Completed
Jobs

AUy

am

ali

1. ¥ <Job Status> i

"4

L-_J All Jobs <] o Group Parent Jobs

File/ lob Type  Remote Terminal Status Result

00005 - Store to Folder Folder 001 Completed 1
-Copy A%100% Completed " ‘
-Copy Ac100% Completed m |

Page 9 of 21



4 SCANNING FEATURES % i 5

4.1 SCANNING COLOR B 1ET

Set the scanning color for the documents to SERBEBENEEELS -

be scanned.

Auto Detect: B &p:

The color of the document is determined AEBEHHEEBHEY -
automatically.

e

Select to scan a color document. BRmm T £ [ S .

Black & White]] IKBE (256 B FE):

Scans a document in monochrome 2 tones. PRI HETR - B AR S A HE B EEL
EREB)SAEFIRVERETR -

HE (2 BE):
Scans a document in grayscale. Suited to PEAeEEREETR -

documents containing gradations that cannot

be reproduced with monochrome.

From:

| malk®@add.ress l

Subject...
| |
Message. .

| |

|| originalType | gm| FlleFormat
‘ L

A

Photo & Text ) DocuWorks
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4.2 2-SIDED SCANNING EH R %

Select to scan both sides of a 2-sided RS ESN T -

document.

ek

EEMIER -

Select this to scan only 1 side of the DR ESERR -

document.

2 Sided (H to H)] SLE((EH):

Select this when both sides of the 2-sided HHEEHNMESER—S A - BBt IE
document are in the same orientation. B -

2 Sided (H to T)] SLE(ED):

Select this when both sides of the 2-sided HEEENMEERSEE

document are in the opposite orientation.

A= 2 Sided (Head to Heod)

§ | 2 Sded (Head 10 Toe)

) & ougmryp. 2
Jusd 1 M Pholo&'l’o(l

EEILIEE -

mall@add ress

Subject .

e FAeFormat

il [peonvors: [l

\
-
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4.3 ORIGINAL TYPE RigEZ2E

Photo & Text]

Select this item when the scanning document

contains both text and photos.

Text:

Select this item when scanning text clearly.

Select this item when scanning photos.

N7 BRA:

XF:

R BRI

FHEENFARBRANREHEEZIISR -

I —IRE -

- e R ILEEIR -

From:;

n mod@add.ress

Subject..
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4.4 FILE FORMAT E1H 18 ZE#8 =

Select the format of scanned data.
* [File Format] is not available in
[Scan to Folder].

TIFF/JPEG Auto Select]
Automatically selects JPEG or TIFF. [JPEG]

for full color and grayscale images, [TIFF] for

monochrome.

DF:
Saves as a PDF file.

Saves as a DocuWorks file.

i

i
-
T
T

Saves multiple pages as 1 TIFF file.

Saves as a XPS file.

Single File for Each Page]]
Saves each page as a single file in the

specified format.

EEFREEREI -
*E2E (RE (GHERET 1K
(ENhiEz=Ezl] BEIREFA -

TIFF/JJPEG E&p:
BE)EE JPEG = TIFF - 2 EK IS B 5
[JPEG] - E&RI%& [TIFF] -

Pl PDF t#&{#7F -

A DocuWorks 1E&17 -

%8 TIFF:
PL1 @ TIFF 18R E%E -

LI XPS &7 -

FEEETOE!
EREEEARBZEDARER —EESR -

BT ALG Ae Setect

I B
Y
x
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4.5 RESOLUTION AT /E

Set the resolution for the documents to be RIS EB R E -

scanned.

1. Select the [Layout Adjustment] tab and 1. B2 [RBE5E) 2% Wi

then select [Scan Resolution] @) IED|
.
WAL 1§t ings m"‘“
" Resolution.. | % 2 Sided Scanning... ubooksm..
500 dpd 1 Sided ot {
L ‘ |
;;bmﬁadnm . Mixed Sized Originals.. ;ﬂiﬁﬁa&p
Auto Detect ot TiB: 2mm l
LR Z2mm
| | Ctr: Omm |
‘, Reduce / Enlarge.. ’nmww~ |
100% Sideways Images
2. Select a resolution, and press [Save]. 2. BIEMAE . Wi [EE) -
| “ Resolution [Reanes [ save ]
S
=
L
S
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4.6 FILE NAME X &8

When using the [E-mail] or [Scan to PC] B [RHEEEEES)] 5
feature, you can specify the file name of the [FH(PC f77)] INEERS - MOlIEEFTEs %
document to be sent. RREH
1. Select the [Email Options] or [Filing 1. B2 [IEFER) B . WS
Options] tab and then select [File Name]. QEETLHD

hmy" Uty / File Size . || FilaFormat.. . Read Receipts..
alty: 2 THF 7 EG Auto Select ott
Flle Slae Lorger «2
" Split Send.. | émm | & ReplyTo_
Spt by Poge Aute Namo
2. Use the displayed keyboard to enter a 2. ERBERHRNEEWARS 28 [EFTH
name up to 28 characters. BiE
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5 OPERATIONS DURING SCANNING &I RO 1

5.1 STOPPING SCAN JoB {ZIFIFE

1. Press either the <Stop> button on the 1. B REFW [ELE]) - SR EER N
Control Panel or [Delete] on the touch <Stop>if -
screen.

Save in: Folder 001 - TESTY
File Name’ 2016042813562

OR & [P 1

Aa
Color
200 dpl
100%

2. Select [Delete]. 2. 1% [thF)

Savein: Folder 001 - TEST1
File Name: 20160428135720

‘x Delete
Fages 3 l 4 ?:u"s: Originat)
Abe ‘ || Start
Black & White —
200 dpi | Preview... 1 Ch
1oozp l @72"&? J ‘?/5“1?’?;" =
3. If the screen in procedure 2 does not 3. ERERSE 2 OWER - %
appear, press the <Job Status> button. <Job Status>## -
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4. Select the job to cancel. 4. BIZTESEHMNTE -

e Jobs ...‘\_»A__v- o— .-
Activ W 'ml_._ 2 ] 0

= All Jobs [l

& M

File/ Job Type Remote Terminal Status Progress
00004-Store to Folder  Folder 001 Scanning aae] a |

St bt Xloos

Cod Didaermsblon 2O

02222 -Copy 11 % 22mm:3% User Action 55/66J

02222 -Copy 11 x 22mm:3% Copying 55066 ¥

5. Select [Delete].

Save In: Folder 001 - TEST1
File Name: 20160428135621

Pages: 1

A a
Color
200 dpi
100%

6. Select [Delete]. 6. #EE [PIE] -

T

File Name: 20160428135720

l “ Delete
Poges 3 I I o o)
At ‘ ., Start
Black & white =
= [
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5.2 PREVIEWING SCANNED IMAGES DURING A ScAN JoB RiIFE B IR e = &

You can preview the scanned images while BRIETHER A RIESREEE -
scanning the document.

1. When a document starts to be read with 1. EIREEEEIE [FEE ) Wit TS
[Preview] checked on a Scan screen, the H - @RTE20EA -
screen on the Step 2 is displayed.

@ Color ' | 2Sided | & OriginalType | om FlleFormat
Scanning - Scanning - - - 3 -
' Black & White | 1 Sided .| | Photo & Text | | DocuWorks

2. After the document is read, select [Preview]. 2 3BEIY#H & - B2 [JE8E

Ready 10 Scan

Mesnory 8 Local User
Load your next original and press S )

|$ |r’.»’-:‘3',!'l\ 4"“: 1EA r~/\ =

Save in: \\13.186.28.200\Public SMB\Common

A4 O
Color POF

200 dpi
100%

|y Change
« Settings...

Preview image is displayed. FENTAEBEE -
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Select the thumbnail view icon. B2 B ZE i

ﬂ Local User

Select [Change Settings] in Step 2. You can  [@F|F5E 2 - BRIZ [IRHBESE..] - &

change scan settings while scanning the BIRHEE
document.

Memory 8 Local User

\ | @y 300dpl |

‘ l \& \Upright Images ||
‘eahd:&wmle 'gﬂwlo H& 400 dpi (5 =
%(‘iuy\cde 'Swodpl |1 Sided it }
| Auto Detect J

3. When finished preview document, select 3 ZgfEE . 22 [HEET —RRE)] -
[Send (Last Original)].

Reody 1o Scan Memory 8 Local User
Load your next original and press Sto X

it (@ | ||
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6 LOAD THE NEXT DOCUMENT W E F—1 RS

If you have another document, select MREBEMERTS  FERBERE B~
[Next Original] on the touch screen while the & F#&#2E [AF—R/ETE]

current document is being scanned.

1. Select [Next Original] while scanning isin 1. iR ETHIRBIE

progress. (BT —RERER]
Save in: Folder 001 - TEST1
Fhe Nome: 20160428135621 [ Dated
R, S
Pages: 1
A4 o
Color
200 dol
100X
2. Load the next document. 2. MAT—HER -

3. Press the <Start> button.
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4. When all documents have been scanned, 4. FRrAEERBRE VE @ FHiEE

select [Save (Last Original)].

(77 (B’ F—RERER)] -

|1StoretoFolder © Fmeotses |- ]
Savein: Folder 001 - TEST1
File Name: 20160428135720 ‘ * Delete
Pa Save
e 3 ‘ B (Last Orlglnul)
AL ‘ | Start
Black & White o
200 dpi | (@ Preview... N Change
100% L |Z§» P/ » Settings...
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