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1 SCANNING PROCEDURE 17145 &

1.1 LOADING DOCUMENT { & [R5

| 1.1.1 Document Feeder B g1 TaitE
1. Adjust the document guides to match the 1. EEREERREAE TS HER T -
size of the document loaded.

2. Place the document face up in the centre o ysEmEmSER - A ILIBEE R - <FEST>IE
of the document feeder. The <Confirmation>

indicator lights up when the document is NEERIE -

loaded correctly.
;/ Confirmation indicator
. ,..‘ -

1.1.2 Document Glass IZIBE MR
1. Open the document cover. 1. EREENE -

2. Place the document face down and align it o ssEmEREE T - YEBIEEIREA -
against the top left corner of the document

g|ass. ENETLRFEFAREIES -
e
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1.2 SELECTING SCAN FEATURES ZEIZ2F I8

1. Press the <Service Home> button. 1. ¥#— T <Service Home>§# -

<Services Home> button
2. Select [Scan features]. 2. EE[IFHINEE] -

Copy
Simple Copy

Store to Foldef Send from Folder Stored
Programming

172

i. E-mail #®# (FRHIE1E)

@E-mall
Recipient(s) From:
B Address | | | mateadd.ress
Book... J

' Subject...
New ‘
2 Recipient... ! I

e | =
e | " J|

[' @ Color ¥ 25Sided [T ""6ﬁg|'na11-jpe 1] 'ﬁ| File Format

7 Scanning - - Scanning = |- -

Black & White | 1Sided | _Photo & Texi | | DocuWorks

You may scan documents and send the @ﬂlj}_{;‘?&?ﬁﬁ%jﬁﬂ%?ﬁﬂ#ﬁﬁ@ﬁé%gj‘%
scanned data as an e-mail attachment. TEVE R -
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ii. Scan to PC #1# (PC &)

_El Scan to PC Advanced
Transfer
| = protocol... |ESer\r¢r
| SMB i
" Shared Name
ﬁ Address Book... I
— @ sawveln
- @ Browse.. |
= | User Name
| Preview Password
Color || i 2 Sided
-/ Secanning 4 | | B Scanning
_Block & White | |1 Sided

| iﬁ OriginalTypa.

| | Photo & Text

.' |ﬁ| File Format |

| [ DocuWorks

-~

J

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

iii. Store to Folder 1&# (SR /ETF)

TolBiRENENEBIRA AR ERBIEE
AAE EAYEERK

3

5 Storeto Luyout Filing Options

Folder _Settings nt | |
(001 A [0z 14— (003 A [oea 14— S
TEST1 TEST2 TEST3 TEST4 : -l
| J | | J | |
(005 & (006 “A— |ou? N A— (oos #—
TESTS TEST6 | TEsTs SEE:
L L |k J | 1
(000 \[#— (010 M4— [o11 — (012 (&
TESTY TEST10 TEST11 etz || Preview
| L il | J

Color ‘ ] 25 | @ onginal Type | |
-~ Scanning - ' Scanning al = -
| Black 8&White | | | 1Sided || | Photo &Text |

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

/I\
Faw

COILURHER - LRAIRENE
AV EERE -

SR EA
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2 SCANNING METHODS &#E /5%

2.1 ScAN TO E-MAIL FHZE(=

1. Select [E-mail] from the [Services Home]

screen. 1. 8% [(DIEE] BEPH [ BH(EHERE)] -

E-mail

B >

Scan to PC

Store to Folder Send from Folder Stored
Pragramming

1/2

2. In the [E-mail] screen, specify recipient(s) o z [E B YS] BE - IS MR
using [Address Book] or keyboard in [New

Recipient]. BRI A -
@!E-mull Lm ced =
RWPM‘(’) From:
Lt pasaes.

W
D Preview

Message...

|
| :::ivpimt..A 3b } Tub]ﬂt'"
|~ ] |

Color | 2 Sided | & original Type | sz | File Format
./ Scanning J Scanning all = -
Black & White | 11Sided | Photo & Texi J DocuWorks

3a. Select a recipient from the address list, 3a. EIE [T E] Wt HEEEBREZEUW G4 A
and

then select [To], [Cc], or [Bcc] from the i - fRIER [#12] ~ [CC) 2L [BCC] - Bik
dropdown menu. Press [Close] to confirm. 1% [FEFA] -

E-mail Address Book ﬁ 1

Go to
! (0001 - zoao)lm
/2] Alphanumeric | E-mail Address
= Index

n Search

| = Add New
Address...
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OR

3b. Enter recipients’ address on keyboard by  3b.{E i A EEWG4 AN - EEE A
pressing [New Recipient]. If there are

multiple recipients, press [+Add] to enter SEIHCL - HER [T BFEHR] - &
more address. Press [Close]. &I [FEAH] -

To:0 Cc0 Bec O
To: J ‘ s @ Delete TextJ

s [efo]o]

;,[:Q_ED Lo et oo ]s]
e [eJal e e o[ :] [e]

_ she E"J[jl;_f\ﬂﬂl L e

[ More Characters Space @ * |
=)

4. Press <Start> to scan. 4. 3% <Start> FEEIFER -

<Stop> button

2.2 ScANTO PC #&#4 ( PC %)

1. Select [Scan to PC] from the [Services

Home] screen. 1. B [TO5E] EH TRIEZ [FH# (PC &) -

Store to Folder Send from Folder Stored
Programming

1/2
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2. In [Scan to PC] menu, specify a forward
destination from [Address Book].

2. A [EFUE) BEETEE[EEE
ZRERM -

| fEEHE

~_Scan to PC Advanced Layout Filing Options
= Settings | Adjustment
Transfer : ' [
| ~ Protocol... |E:Scrver H
| 5MB '

Address Book...

| Color |
./ Scanning
| Black 8 White |

> Shared Name "

i
|: User Name H

i;:"iu\o'e in H

Password “

[ (g ) 25ided |
| | = Seanning

) 11 Sided |

|| @ 0"9'““”)’%’3‘ | ¢ | FileFormat | |
- al L -~

| [ Photo & Text || | DocuWorks |

3. Select the destination to store the data in,

then [Close].

TREUE - 2[R, ez [FER] -

Server Address Book < Close
| Al Goto |
= (0001 - 2000) |_
| | -'-'r: ’ﬁ» | Name |
= Index testl ‘_
0001 157 156.789.0 ETP .'\}'l
n Search
| Add New ‘
[ Aot

4. Double check the selected computer

information.

4. BEAEREZBOME -

~—_ Scan to PC Advanced [ Layout I Filing Options _
= Settings | Adjustment

[ Trinafec Server “Svr Address Name2 "
Protocol... | J
| SMB : : |
= :Shared Name “ scan ‘
[ Address Book ... & .
WA isavein “ ‘
: Browse... . )
! % : User Name H ‘
{ [Pleyiew iPassword “ ‘
|“ Color [ j 25 [ 1 & OﬂginalType‘ ||| File Format ‘ I
./ Seanning - Scanning al = a P
L Blcck&w’hlte || |1 Sided | | | Photo & Text || | DocuWorks ()

5. Select the scanning features from each
tab. Please refer to Chapter 4 Scanning
Features, for more details on scan options.

6. Press the <Start> button.

5. BRTEIFHEIE -
15 -

=

HEASHE4E FHE

6.1% <Start> i -
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2.3 STORE To FOLDER E5 =

1. Select the <Store to Folder> from the . S pat g e .
[Services Home] screen. TR <@ (BRfET)> &

Store to Folder Send from Folder Stored
Programming

1/2

2. Specify the folder to save the scanned 2. RERTHIER -
document in.

004 14— 0 to

TEST2 TEST3 TEST4 0l o00
= P B —
06 “4— (007 NA4— [pos {4— =Tk
TEST6 TEST7 TEST8 o

010 4 011 14— ‘on2 ‘Qﬁl Y 1 {I‘—']PWN

TEST10 TEST TEST12
| @& Color | 1 2 Sided | @l Original Type |
Scanning | - D Scanning |- g =
Black 8 White | ) | 1Sided | Photo & Text =

3. Select the scanning features from each 3 EIEHIETE - HEELRE 4 S IBE
tab. Please refer to Chapter 4 Scanning

Features, for more details on scan options. 5 -
4. Press the <Start> button. 4. 1% <Start> #2 -
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3 CONFIRMING THE SCAN JOB IN JOB STATUS iR ima T 1F

1. Press the <Job Status> button. 1. 3E1F [Job Status] ## -

2. Confirm if the job has been completed

?25 “AE A [l e ol LI
successfully at the [Completed Jobs] tab. 2. WY LAFARRES " IE SR
| Active Jobs Completed
Jobs

[ All Jobs v] @ Group Parent Jobs

File / Job Type Rimote Terminal Status Result
00005 -Store to Folder Folder 001 Completed 1
- -Copy A4 100% Completed 11
- -Copy A4100% Completed 111
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4 SCANNING FEATURES IZ 1218

4.1 SCANNING COLOR BB &

Set the scanning color for the documents to
be scanned.

Auto Detect:

The color of the document is determined
automatically.

Select to scan a color document.

Black & White/]
Scans a document in monochrome 2 tones.

Grayscale:

Scans a document in grayscale. Suited to
documents containing gradations that cannot
be reproduced with monochrome.

s L 1 1 R I EI B FAE L -

SR
AEEBHHTEREHNET -
EX Y

EIFREYBRE -

P (256 &)
LUK RERTE - BEARSAEREBEA
ER(Ee)sAERNERE -
EB (2 &)

VRBAE B RMER -

| | 1Sided 1

o 1 -

| Exmail Options
From:
mail@add.ress
Subject...
Message..
Orlglnul 'l'ype[ | ﬁ| File Format |
e -~
Pham&Text | ‘ DocuWorks |
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4.2 2-SIDED SCANNING EEH R g%

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

1 Sided:

R TE T S T R AR AV E -

ESM:
Select this to scan only 1 side of the L .
document. RiFwFRERR - EFUWEE -
I .
2 Sided (H to H)] SE(ZA):
Select this when both sides of the 2-sided EHFEENMREE ER — A - BELIE
document are in the same orientation. =
|2 Sided (H to T){ _ _ SE(LT):
Select this when both sides of the 2-sided " — -
document are in the opposite orientation. ERERNVMEENR SO - EBFIER -
[ ‘;—.3 E-mail Advanced Layout E-mail Options
\ Settings stment
Racipisnt(z) From: -
::iu;?s ' | mailedd ress J
ﬁﬂ Now 1 ([ Sided Subject... !
% Wi, 2 Sided (Head to Head) | | |
&H— I—-IL | 2 sided (Head to Toe) | il il =
| | Preview E— ‘ ‘I
— = More... | —_—
q;:;;;"n IJ ;g:;:l uw &= Criginal Type ‘l m| File Format A'
| Black &\«".r'hlteg 1 Sided . _Fﬁoto&TcKl | | DocuWorks A
4.3 ORIGINAL TYPE [BRfs =&
IPhoto & Tgxtzl . ST BRE
Select this item when the scanning document — o
contains both text and photos. RHRHEEXTRBRANEREREZFLEE -
Text: DL
Select this item when scanning text clearly. SEEREMGIS S = s TEE .
RA:
Select this item when scanning photos. BB R SEIEILEIE -

@ E-mail Advanced Layout E-mail Optiens
Settings Adjustment
Recipient(s) From:
. Address | mail@add.ress ‘
i Book.. _ |
8 Subject...
..... New | -
= Recipient... = o ‘ ‘
: & Photo & Text
gh Add Me ==
1 Messnge.
= Text —_—
— =]
| Preview ‘ ‘
A Color [ ] ] 25ided [ IQI Original Type (&m| FlleFormat |
./ Scanning | -~ ! Scanning - = ' R 4 =] -
Block & White || | 15ided | | | Photo & I'ext | Docuworks [
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4.4 FILE FORMAT El 8 245 =

Select the format of scanned data.
When selecting [Scan to Mailbox], [File
Format] is disabled.

[TIFF/JPEG Auto Select

Automatically selects JPEG or TIFF. [JPEG]
for full color and grayscale images, [TIFF] for
monochrome.

Saves as a PDF file.

Saves as a DocuWorks file.

Saves multiple pages as 1 TIFF file.

Saves as a XPS file.

ISingle File for Each Page]
Saves each page as a single file in the
specified format.

EE I E BRI -
EIE[RH (EFRERET) B [EEFEE] &
B2

TIFF/JPEG B &b:
B &5 JPEG 3 TIFF - 24
[JPEG] - B &84 [TIFF] -

L PDF #E R -

X\ DocuWorks 1% 77 -

IKPERBRR

%H TIFF:
LI1 @ TIFF #BEFEEE

DU XPS 1687 -

SEEETHE
FRECHEAEEELAIRES—

EEE -

@\ E-mail Advanced I Layout [ E-meil Options
_Settings Ad|ustment =
Redplent(s) L TICT ¢ IPEG Auta Select
[ =) Address i 3| ipf
| (i Book... =
| ) MNew
= Reciplent...
— | poF
| g}d Add Me
— ™| pociwerks
Previesr —
= | More,.
| gy Color | | 25ided 5 Original Type | | m| File Format
./ Seanning 4 | = Secanning - = -
| Black & ihile 1 Sided Photo & Text DocuWarks )
™ | File Format [x Cancel H o Save m
'r TIFF / IPEG ?.? DocuWorks i Compression | | PDF Security...
F puto Select . 5 Method...
| 1 Aula OTT
|Tu TIFF ‘Im’ ¥PS |
i = @ MRC Hgh |
Tm JPEG ‘Mlcrusoﬂﬁo I Compression...
| | office Format... off
3 J
{ I Searchable |
e | p=— R Taxt.. — .
specific \ /‘)'ISingIe File for Image Only Optimize For (Some features are optional)/
Color W Each Page Quick Web View (BETREESTINEI)
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4.5 RESOLUTION BIERFE

Set the resolution for the documents to be
scanned.

1. Select the [Layout Adjustment] tab and
then select [Scan Resolution]

SRR ERBER T -
1. BIE [R5 2 - IDRIE (R
] -

@ E-mail Advanced Layout E-mall Options
=l Settings Adjustment :
!@L Resolution... | F 2 Sided Scanning... | a8 Book Scanning... ‘
500 dpi 1 Sided ott
L | I
||:1; Original Size... =] Mixed Sized Originals... | 7 Edge Erase... ‘
Auto Detect Off T/B: 2mm
L/R: 2mm
I . | Ctr:Omm )
[ i Reduce / Enlarge... | =] Criginal Orientation... |
100% Sideways Images
[ I J

2. Select a resolution, and press [Save].

2. EFFEWNE - I [RAR] -

@ Resolution

%x Cancel H 4 Save ]

4.6 FILE NAME & 78
When using the [E-mail] or [Scan to PC]

15 AR 17 18 (BB 2215 )| B[R #(PC R T)] L0AE

feature, you can specify the file name of the

document to be sent.

1. Select the [Email Options] or [Filing
Options] tab and then select [File Name].

g - CIreEFrs AR RIS -
1. 8E [IDH] 128 - WEE [EREAHE] -

;&: Quality / File Size... | #m | File Format... | —, Read Receipts... ‘
Quo]}ly: Higher +2 TEF £ IPEG Auto Select ot
File Size: Larger +2 [ |
:L Split Send... E_‘ File Name... . 4= Reply To.. ‘
Split by Page Aulo Mame
| |
. =} h— t = §, ——
2. Use the displayed keyboard to enter a 2. ERFBETHARNRER A& 28 EFTH
name up to 28 characters. 2% -
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5 OPERATIONS DURING SCANNING 17 # BRI AU {F

5.1 STOPPING THE ScAN JoB & i

1. Press either the <Stop> button on the 1. BRERE L (B 1] - SURMEEAR LY
Control Panel or [Delete] on the touch
screen. <Stop>## -

Savein: Folder 001 - User 1
File Name: 23072013225823

Pages: 1

A4 0
Black & White
200 dpi

100%
|5E =

2. Select [Delete]. 2. 1Z[H L] -

Save in: Folder 001 - User 1
File Name: 23072013225848

x Delete

i o 1 ! (slf‘:s: Original) l

A4 0 ‘% stort ‘
Black & White ) )

200 dpi ' @. Preview... ‘ <)~ Change ‘
100% ) 4 Settings...
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3. If the screen in procedure 2 does not
appear, press the <Job Status> button.

EARBRLE
Status>## -

% 2 PRUEE - #<Job

. JE8 {5 HE Hy S SR 4L 4o fes
4. Select the job to cancel, and then select EEBRIUHM TE - SREIR[FLE] or
[Delete] or [Promote Job]. [Promote Job] °
Active Jobs : Print Close I
Waiting Jobs
[ - All Jobs lo]
-4 =)
File / Job Type Remote Terminal Status Progress
00004-Store to Folder Folder 001 Scanning 444 A
Get Infnimation |
faet Information RKAERX |
02222 -Copy 11 % 22mm:3% User Action 55/66
02222-Copy 11 x 22mm:3% Copying 5566, ¥
A

5. Select [Delete].

5. I[P UL

Savein: Folder 001 - User 1
File Name: 23072013225823

Pages:

A4 0

Black & White
200 dpi

100%

6. Select [Delete].

EE[P L]

Save in: Folder 001 - User 1

File Name: 23072013225848 _x Delete |
Pages: 1 E (Last I (Lost Original)
A4 £

Black & White —

200 dpl | Preview.. | 2. Change

1‘anx-p _ @ ) J}f ??‘_t.'"g%‘
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++ B

5.2 PREVIEWING THE SCANNED IMAGES DURING A SCAN JOB IZiilFTE SR

&

You can preview the scanned images while = 44k + R S s e
scanning the document. A - s ISIRR R R

1. When a document starts to be read with 1. EIREEEEE [JEE] R TRHRE
[Preview] is checked on a Scan screen, the

. . = o
screen on the No.2 is displayed. B Bon ML ERNER
[ ScantoPC | | | ~ La | Filing Options
. Transf
- e, | Sener \\ |
SMB ] : _,
_iShared Name h ‘
[ ﬁ Address Book... ! : l
\ ! Savein L J
[ g Browse... 1 r 5
| 5 |: User Name \ ”
Preview Password “ ”
Color ‘ Wi 2 Sided R |§| Original Type TMJ FileFormat |
5 I 3 1 - I= - = -
| Black :c \3&?3 | 11 Slder ik | [ Photo & Text DocuWorks

2. After the document is read, select

2. BRI 2R - EIE[IRE] -

[Preview].
original and press Start.
[x Delete ‘
| Send
Fages: 8 | IE} (Last Original) ‘
AR I| | Start ‘
Color PDF =
200 dpi | ©1.# Change |
100:9 f Seningg:. ‘
3. An entire preview image is displayed. JERETHERS -

e

THE NEW ESSENTIALS

Page 16 of 18



4. Select [Thumbnail view]. 4 3212 [BEEETR] -

a Local User

5. Select [Change Settings] on No.2 picture 5 7 2 3812 RIS EHE. ] - KOS ER
screen, You can change scan settings while
scanning the document.

Ready to Scan.
Load your next original and press Start.

Color Scanning Original Type Resolution Darken Lighten
g ]
= |« i -
__, Color | =) Text 1 300 dpi Original
w | =] I& @ @t)nentution hd
‘ | Upright Images
Black & White Photo @ 400 dpi
= | 'a | =] 25ided I
% | Scanning -
Gr e w600 dpi 1 Sided
& o i el
| Original Size
] E_-.I:.‘ ’ |-
| Auto Detecl

6. When finished preview document, select 6. CREMAX R - R [RTF (RT—5K
[Send (Last Original)]. IFig ) ]

Memory 8 Local User

99%

( x Delete '
- . Send
SR 8 [ ot Original)
A4 ||| Start ‘
Color PDF = v
200 dpi | (7 Preview... Change ‘
100% | Q@ | Z’(Jsminga |
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6 LOAD THE NEXT DOCUMENT HE F—M BT

If you have another document, select [Next MMEIEAEHMET  SEERNERE  EET
Original] on the touch screen while the . N
current document is being scanned. =/ EEE [B F—RRE -

1. Select [Next Original] while scanning is in | BRI TR A T — R -
progress.

Savein: Folder 001 - User 1
File Name: 23072013225823

Pages: 1

@ Next Original

Ag T
Black & White
200 dpi

100%
L -

2. Load the next document. 2. RA NIRRT -

= N

3. Press the <Start> button.

<Stop> button

4. When all documents have been scanned, 4 FrERBREZE - FERE (T (R —
select [Save (Last Original)]. EEE)] -

Savein: Folder 001 - User 1
File Name: 23072013225848

[ ® Delete ]

Save
Pages: 1 (Last Original)

A4 1 .: Start
Black & White =3

200 dpt = Preview.. ¢ Change
100% |g 5} = Settings...
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