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1  

1.1 LOADING DOCUMENT  
 

1.1.1 Document Feeder  
Remove any paper clips and staples before 

loading a document. 
 

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

1.  (     
   )  

 

2.  Adjust the document guides to match the size 
of the document loaded. Raise the document  

     stopper. 

2. ,  
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1.1.2 Document Glass  
 

1. Open the document cover. 1.  

2.  Load the document face down, and align it  
     against the top left corner of the document 
glass. Close the document cover. 

2.   

     

   
 
 
 
 
 
 
 
 
 

1.2 SELECTING SCAN FEATURES  
 

1. Press the Home button. 1.  
 

 
2. Select a scan feature. 2.  

  
 
 

i. ii. 
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i. Email 
   You may scan documents and send the 

scanned data as an e-mail attachment.           

i.  ( ) 

    

    

 
 

ii. Scan to PC 
    You may scan documents and send the 

scanned data to a network computer via FTP 
or SMB protocol. 

ii.  (PC ) 
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2  

2.1 SCAN TO EMAIL  
 

1. Press [Email] from the Home screen. 1.  ( )  
  

 
2. In the [Add] screen, specify recipient(s) using 

[Public Entries] or type a new recipient using 
[Keyboard].  

2.  

    
 

 
 

3a. Select a recipient from the email address 
book. Press [Close] to confirm. 

3a.  

         
 

 

3b. 3a. 
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2.2 SCAN TO PC  (PC ) 

1.   Select [Scan to PC] from the Home screen. 1.    (PC )   

 
 

2.   In [Storage Location] menu, specify a forward  
       destination from [Address Book]. 

2.    
       

 

 

3.   Select the destination to store the data in, 
then press [OK]. 

3.    

 

 
 

4.   Select the scanning features. Please refer to  
      Chapter 3 (Scanning Features) for more 
details on scan options. 

4.   3  (  

      )  

5.   Press the [Start] button. 5.    
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3  

3.1 SCANNING COLOR  
 

Set the scanning color for the documents to be 
scanned. 

 

Auto Detect: 
The color of the document is determined 
automatically. 

: 

 

Color: 
Select to scan a color document. 

: 

 

Black & White:  
Scans a document in monochrome 2 tones. 

 (2 ):  

 
 

Grayscale:  
Scans a document in grayscale. It is suited to 
documents containing gradations that cannot be 
reproduced with monochrome. 

 (256 ): 

 ( )  
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3.2 2-SIDED SCANNING  
 

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

1 Sided: 
Select this to scan only 1 side of the document.  

:  

 
2 Sided (Head to Head): 
Select this when both sides of the 2-sided 
document are in the same orientation. 

 ( ):  

 
2 Sided (Head to Toe): 
Select this when both sides of the 2-sided 
document are in the opposite orientation. 

 ( ):  

 

 
 

3.3 ORIGINAL TYPE  
 

Photo & Text:  
Select this item when the scanning document 
contains both text and photos. 

/ : 

 

Text: 
Select this item when scanning text clearly. 

: 

 

Photo: 
Select this item when scanning photos. 

: 
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3.4 FILE FORMAT  
 

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. 

TIFF/JPEG : 

JPEG TIFF  
[JPEG]  [TIFF]  

TIFF: 
Saves multiple pages as 1 TIFF file. 

TIFF: 
1 TIFF  

JPEG: 
Saves as a JPEG file. 

JPEG: 
JPEG  

PDF: 
Saves as a PDF file. 

PDF: 
PDF  

DocuWorks:  
Saves as a DocuWorks file. 

DocuWorks:  
DocuWorks  

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

 

: 
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3.5 RESOLUTION  
 

Set the resolution for the documents to be 
scanned.  

1.   Select [Resolution]. 1.    

 
 

3.6 QUALITY / FILE SIZE /  
 

Set the quality / file size for the documents to be 
scanned.  

1.   Select [Quality / File Size], and then press 
[OK]. 1.   /  
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4  

4.1 STOPPING THE SCAN JOB  
 

1.   Press the [Stop] button or [Delete] button on 
the touch screen. 

1.    
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5  

If you have another document, select  
[Next Original] on the touch screen while the 
current document is being scanned.  

1.   Select [Next Original] while scanning is in  
      progress. 

1.    

 
 

2.   Load the next document. 2.    

 
 

3.   Press [Start]. 3.    
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4.    When all documents have been scanned, 
select [Send (Last Original)].  

4.    

     ( )   
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4.   Select  or  to rotate the scanned 
image in anticlockwise or clockwise direction. 

4.     

       
 

 
 

5.   When you have finished preview and rotate 
the document, select [Send]. 

5.    
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4.    Press [Start] to scan the next image with the  
new settings OR press [Send (Last Original)] 
to complete the scan. 

4.    

      ( )  
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6.3 EASY SCAN  
 

Easy Scan can skip the blank pages and rotate 
the pages into correct orientation automatically. 

 

1.   Select [Easy Scan]. 1.    
 

 
 

2.   Specify recipient(s) using [Address Book].
  

2.    

        
 

 
 
 

3.   Choose the receipent(s) and press [Close]. 3.    
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4.   Press [Start]. 4.    
 

 
 

 
If you have another document, select [Next 
Original] on the touch screen while the current 
document is being scanned.  
1.   Select [Next Original] while scanning is in  
      progress. 

1.    

 

 
 

2.   Load the next document. 2.    
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3.   Press the [Start] button. 3.    
 

 
 

4.   When all documents have been scanned, 
select [Send (Last Original)].  

4.    

     ( )   
 

 
 

 
 



7

QR Code

QR Code

QR Code
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