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1 SCANNING PROCEDURE 17 #§ 5 B2

1.1 LOADING DOCUMENT W & 815

| 1.1.1 Document Feeder B )X REE

Remove any paper clips and staples before
loading a document.

1. Adjust the document guides to match the size 1
of the document loaded. Raise the document ]

stopper.

2. Load the document face up (when the
document is 2- sided, place the front side up)
in the center of the document feeder.

MEX MR - FHI MR RASETE -

B RRHEBEEEFERERR Y, BIEEA
22 .

2. XHIEEH L (EREEXGE - FIEEH
PR EEXEBRENPR -

| 1.1.2 Document Glass HIE E

1. Open the document cover.

2. Load the document face down, and align it

against the top left corner of the document
glass. Close the document cover.

1. FERURTE 9= -

2. MM TEEST - LERIERNE
BRI -
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1.2 SELECTING SCAN LOCATION EIZEFZHET EM &

1. Press the Home button. 1. H—TE8RH -

S.EE[HEBA]

3. Select [ Contacts ]

E Loca... ‘ San | x E <R . 1w X
) ¢ g b o
Favorites Contacts Email HiimE BHE A ks
o rud - & rud -
SMB FTP SFTP SMB FTP P

Page 3 of 18



4, Select user’s scan location and press [OK].

4, EERAPHNREAE - AEIE[OK] -

x| oo ORI Q| v o | x| amem - oK
3 [ usent 0 - 0O usen B j
O 7 user2 i : 0O usez B
: +
! s
;- Az

5. Confirm selected scan location and press
[ Send / Scan ].

Multi-location : PC & Email

|E| Loca... # Sean

Add Destination {2)
User1

& Usert

5. WEFMERERNREITZUE AR 25/ R
= -

&) 4 R
SEHMMEA - (2)
‘J User]

Userl
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2 SCANNING FEATURES B 15

2.1 SCANNING COLOR B 12T

Set the scanning color for the documents to be HERERERNERERT -
scanned

Auto Detect; EEk

The color of the document is determined KiEBEBHAIERBHNER -
automatically.

e

Select to scan a color document. ZERMYBRTT -

Black & White E\E (2 BfE):

Scans a document in monochrome 2 tones. MREEBRFHEERR -

K BEs (256 €2 Bi):

Scans a dacument in grayscale. It is suited to PIRBERERS - @ BR2AaNERREMUER (8
documents containing gradations that cannot be B) AXEIRNESR -

reproduced with monochrome.

ﬁ Aula Deteck

: Color l_' =l

r Block & White e [RMR(256MER

E Grayscale
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2.2 2-SIDED SCANNING £ [ R 5 i) 3%

Select to scan both sides of a 2-sided document.

1 Sided:

Select this to scan only 1 side of the document.

P Sided (Head to Head)]

Select this when bath sides of the 2-sided document

are in the same orientation.

P Sided (Head to Toe)]

Select this when both sides of the 2-sided document
are

in the opposite orientation.

2 Sided (Head to Head)

" ZSided {Head to Toe)

More Settings

EiF e EE B MWE -
E5 A1
RIFHIRTSEER - ZEUIIEA -

N

K

i

N

lem (=548):
W R WA B R — AR - IR E -

e E (LT HiB9):

EmEREBHMEMRKITER - EEFLLIEE -

. <47
o BEEENE)
L) s T
BHEEE
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2.3 ORIGINAL TYPE [RigiEHY

Photo & Text: ST=2 BB R
Select this item when the scanning document BEHEAESYZREBERANEEFEZIES -
contains

both text and photos.

V&S

Select this item when scanning text clearly. BEAIMFEYF - AREL—RE -
=T

Select this item when scanning photos. RHEERAE - AEEIEEE -

[ xwme
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2.4 FILE FORMAT ED 18 AR =

Select the format of scanned data.

[TIFF/JPEG Auto Select]

Automatically selects JPEG or TIFF. [JPEG] for full
color

and grayscale images, [TIFF] for monochrome.

5
1

(7]

aves multiple pages as 1 TIFF file.

PEG:
Saves as a JPEG file.

PDF
Saves as a PDF file.

Docu\Works:

Saves as a DocuWorks file.

More Settings.. |

[Single File for Each Page]

Saves each page as a single file in the specified
format.

[2] T1FF 1 1PEG Auto Select
| Rl

|B| por
@_ DocuWoarks

= More Settings

b 4 File Farmal + 0K i

E File Format
PDF Security

POE Signoal ure

L single File for Each Page

B

NRC High Comprassion

EEREERNRKT

TIFF/JPEG E#:
BENE JPEG 5 TIFF - =¥ BRMER &R [JPEG] -
BEAIR [TIFF] -

LA B TIFF ER=FZE -

PDF
1/ PDF #f5#7 -

A DocuWorks & {#7F -

il
LI

l%"!%%?&ﬁﬁ%ﬂ:

ERBEERARSEDAREFR—EESR -

5] TrruPEGER
TIFF

DocuWorks
B sz

% EfHHtE SRR v OK |
3] eobsmeaat ot
POFETE FEE
SE#GAE B

Page 8 of 18



2.5 RESOLUTION 1B BT =

Set the resolution for the documents to be "
scanned. N E R R NESATE -

1. Select [Resolution]. 1. 212 [ZHEnE]) -

2.6 FILE NAME 182

When using the [Email] or [Scan to PC] feature, ﬁ A R ([@#2(E) 1 36 (135 (PC #77) 1 ThAE
you can specify the file name of the document to

be sent. N CIEi=alzin: 3oy SR e
1. Select the [File Name: Auto Name]. 1. EiZ [EXEEHE (B88RE) ] -

El Loca.. J:f

Add Restination

[Date & Time].pdf pdf
P P

o i HE A A

Preview W | .
! Calor Seanning Black & White | | of wwew )

2. Use the displayed keyboard to enteraname 2. ffFRBURTRAREE AL 28 EFTHN2MHE - 2
up to 28 characters. Press [Enter] when .
finished. %1% [Enter] -
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3 OPERATIONS DURING SCANNING {F#aHA B RUIR1E

3.1 SToP THE ScAN JoB F 1L IR

1. Press the [Pause] button on the touch screen. 1, #BERELEW (FLE] -

REELC
(SMB{Hi%)

R

Scan (PC) -5SMB
2021

Scanning

Local User

2. Press [Delete Job].

i Delete Job

' @ Scan Next Original

| « Send (Last Original)
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4 LOAD THE NEXT DOCUMENT L& N —H RS

If you have another document to scan, turn [Next MRZAHMRBRERY  BFERRRER &

Qriginal] on while the current document is being FERE iE (A T—EERE)

scanned.

1. Turn on [Next Original] while scanning is in 1. B [ T—RIFEE) FmgETHEEE
progress. (5] -

Soan - 23 %-F*EPC
20122 Sty (SMEfg
Scanning B Sy

Local User

Mext Original

or L]

2. Load the next document, 2. WAT—0DETR -

3. Press [Scan Next Original]. 3. # [RFET—KER] -

n Delete loh M IET{E

= Edit Next Original Settings = BET-EREEEE

'?' Scan Mext Original

v Send (Last Original)
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4. When all documents scanned, select 4. FRERTRREZE  FHESE
[Send (Last Original)]. (=B (ET—F) ]

. Delete Job

E Edit Mext Originol Settings

% S5con Next Original

 EEET—IE

" Send (Last Original)
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5 SPECIAL FEATURES 4% RBIINEE

5.1 PREVIEWING AND ROTATING THE SCANNED IMAGES FEE iRt B EiE =214

You can preview and rotate the scanned images  j2#i /4 . O )UTES RipiEiZ S -
while scanning the document.

1. Select [Preview] and prefCH®  tostart 1. 34F [FEH) iz=d @ i INCEITES

scan.

Hie. #
p pdi

) [Dare & Time] pdf

| [ Preview v Il (7] s (B
|’ Color Scanning Hiuch&‘-‘n'h.ﬁe“ | :E i1 ] |
2 Sided Scanning 1 Sicled ' e 2
----- - | e =]
i il L wmmmesE ]
2. After the document scanned, the entire 2. MHREZE  BERREORBEXANERE
scanned image will be displayed. =

Mone setected

3. Select th? page§ and pre. . to rotate 3. BEFETAEE - ?T%‘i?ﬁ?fi.] =]
the scanned image in correct direction. .
Ele# £ FRRRAE -
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4. When you have finished preview and rotate 4, ETHNTEE RieE 42 - BIE [EE]
the document, select [Send)].

Selected Pages: 1
Ady
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1. Select [Preview] and pre. 1. BE [FE] - AEik el
L.E_'.I.nm... d Scar ’

0 [Date & Timel pdf plif : :
[ Canener Feceunn e =

i Resolution 200 Hpa

} =Y Preview I | T wae (L)
Color 5 i Black & White o |

!ﬂ_ olar Scanning b IE"“ @ fﬁ“ | !

! 2 Sided Seanning Sicled ! ’ HHEE W ()

|F '

I

L BESREEE il |

2. After the document scanned, sele ; 2. XHRHEzE - EiE y o

Maone setected

3. Press [Change Settings]. 3. %7 [RmsE)] -

Mext original will be scanned,
Load the original.

* Concel

= Change Settings

" Start

4, Change the scan settings, then press [Scan]. 4. ZFF#HETE - 1% [HFHE] -

X Change Settings | B Sean % B REE 8 =
i
a Color Sconmning Auto Detect l S ]
s i i E9 0L B
2 Stded Seanning | Gidad B = =
EERREE =i
2] Resolution 200 dgil .
r ] AR AR 200 dpi
il Oviginal Type Teal I
i :4.: e £ e
E Originol Orientotion Sidowoys wd iRt ¥
!! Original Size Autn Dotect . E FREEE e e
[] Lighten { Dorken Marrmal j! EERTEA, =1 k= |
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5. Ensure and preview all scanned documents, 5. MEWRAHAREXGNRESEE  HNER
then press [Send] to complete. (3] SRR -

Previow

selected Poges: 2

Ady
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5.3 ScaN AuTo E &I

Scan Auto can skip the blank pages and rotate B A EEEINIEOEER RIEE EEE F T -
the pages into correct orientation automatically.

1. Select [Scan Auto). 1. EE [B#RE#E] -

2. Specify recipient(s) usin & 2. BIE G| WHEBEBBWE AL -
| B|a AR T T ) E’J\
u Losid the ariginal and select E P ERE EEEEE]
Send. .
-] Sean Settings uro | B maer Ew |
3. Choose the receipent(s). 3. EE@EEE -
O - GG - |
Annual leave form n -Annual lgawva famm - H|! =
- A Laas Fom n z Annual Lesve Form ﬂi :
GC S8 a ,. i ﬂ! P
i i) " GC SB i I
Invaice Farm B v 2 ﬂ| h;,
ey - L Inyulee Forrm n
4. Press [Send]. . 4, BE@ENERWE (EE] -
| Jocsa =HE=1 | Dacse |EE
Load the onginal and salect PR EEE, BEEE]
Sand o,
[ Scan Settings Auts [Q'imﬁmi‘ BT
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