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1 SCANNING PROCEDURE # T &

1.1 LOADING DOCUMENT HE RS

| 1.1.1 Document Feeder BE3XTREE
1. Confirm that the document is free of tag 1. W ER FEEER R, - B $TE=4

paper, adhesive tape, staples, and clips, IR R AR RS
and stretch out the document if it is T

wrinkled or folded.

2. Align the upper left corner of the document 2 ¥mEfEA FE - LUEIFREEIERER

so that the original size is correctly <
detected.

3. Load the document face up (when the 3. ENE(EEEBRAIATEE)S - THE
document is 2-sided, place the front side REFERE DR .

up) in the center of Document Feeder.

1.1.2 Document Glass I E 1k

1. Open the Document Cover. 1. ITHERZ -
2. Load the document face down with the 2. BREREEEHT  UHBKREERNA A
document aligned with the upper left R B ERS -

corner of the Document Glass.

Al !,

=
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The machine provides various icons serving AR HRATIZBIEARIRERR - AR

different scanning purposes. In this guide we BREDNAE [FHE] (1.215) -
focus on icons [Scan] (Section 1.2.1), [Email] (BEHEE] (B 1225k [BEFERE]
(Section 1.2.2) and [ScanAuto] (Section 6). (6 %) -

1.2.1 Scan i

[Scan] contains destinations of SMB, FTP, [#FH ] oI DAITEEZI SMB, FTP, SFTP 5
SFTP or email address. EELH I -
1. Press the Home button. 1. IB—TE=%h -

me

L { *n-

Copy (ID Card) Scan to Folder mail IDFMED W ERER

- T - E

Send from Folder Job Flow Sheets S L LS 1

Copy (ID Card) Scan to Folder

e I b

Send from Folder Job Flow Sheets RS

3. Tap.

Scan

® Add Destinations (O - CIN
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4. Select user’s scan location and tap [OK]. 4. BIZEEIRHEUE - AEEE [OK] -

X Address Book

Y

5. Tap [Features] to configure necessary 5. Bt [THEEEEE ) DIEEEBFEINEE -
features.
6. Tap [Start] to scan. 6. 2 (R3] FHREH -

Scan

@ Add Destinations (O 71" CIN
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1.2.2 Email BHEE
[Email] contains destination of email address. [ #1E#(5 ] T X EZIEE it -

1. Press the Home button. 1. B—TEE%: -

Copy (ID Card) Scan to Folder mai IDFHED

- = S " find

Send from Folder Job Flow Sheets PSS U

R

Copy (ID Card) Scan to Folder 106l

el = " bl

Send from Folder Jlob Flow Sheets JSB BEREE

= ‘ v
IEEHS 4

@ #FRBHA
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4. Select user's email address and tap [OK]. 4. 3BIZEREHMS ML - 2478855 [0OK] -

X Address Book

Y

5. Tap [Features] to configure necessary 5. BhiEe [ThEEEEE ) LIS EFREINEE -
features.
6. Tap [Start] to scan. 6. 2 (R3] FHREH -

(ORI CIN
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2 SCANNING FEATURES i% i &

2.1 SCANNING COLOR BIH BB

Set the scanning color for the documentsto R FiIFHESHNELER -
be scanned.

a File Format (™ EIET e R

pdf

‘ u Color Scanning

Black & White

|/ 2Sided Scanning [} waHREesx

1 Sided

] &
B 2%

E Auto Detect

E] Color

E Black & White

RO

[N Grayscale [] mERseem)

=

The color of the document is determined AEEFHUEEBHEE -
automatically.

Colo 25

Select to scan a color document. BT eER -
Black & White] 2 (2 B)

Scans a document in monochrome 2 tones. R EO®#ERBETE -

% (256 £208)

Scans a document in grayscale. Itis suited to [} iz ETR - BESARSBAHERE LD
documents containing gradations that cannot = o () Ffﬁiiﬁﬁ’\ﬂﬁﬁa .

be reproduced with monochrome.
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2.2 2-SIDED SCANNING EH R 5 =

B File Format

pdf
D Color Scanning Q Ry
Black & White

D 2 Sided Scanning E i R
1 Sided

1 Sided BB

2 Sided

88 B
Head to Head ©H  £5EX6

2 Sided
Head to Toe

€\ L THRA

More Options R E

B

Select this to scan only 1 side of the DEMERERR - BEIER -
document.

2 Sided €mH

Select this to scan 2 side of the document. RiGESEEE - RIEES -
Head to Head G

Select this when both sides of the 2-sided HHEEHNMEESER— SO - S IE
document are in the same orientation.

m

o

ERHE

Select this when both sides of the 2-sided HEEBNMEARSEE - RIEES -
document are in the opposite orientation.
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2.3 ORIGINAL TYPE BEfe & mE

D 2 Sided Scanning
1 Sided

Bl Resolution B mife

200 dpi

=& Original Type

Text

=& Photo & Text

Text

Photo

Photo & Tex{ =/ BE

Select this item when the scanning document  iZ i
contains both text and photos.

[ wEREE

=E RRERSRR

HE

200dpi

X=F

FREBARWREREZIIRE -

BT - EEEI—IRE -

X7
Select this item when scanning text clearly. P2
s
Select this item when scanning photos. 12

- AR E IR -
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a File Format
pdf

D Color Scanning

Black & White

9 2 Sided Scanning
1 Sided

< File Format

& pdf

Compression Method

MRC High Compression

PDF Security

3 tiff jpg [Auto Select)

B tif

@ pdf

@ edw (DocuWorks)

TIFF/JPEG Auto Select

Automatically selects JPEG or TIFF. [JPEG]
for full color and grayscale images, [TIFF] for
black & white.

TIFH

Saves multiple pages as 1 TIFF file.
PEG

Saves as a JPEG file.

DF

i

]

Saves as a PDF file.

Saves as a DocuWorks file.

= EHmEE
pdf

d WHEE
REQEA)

[) ummaex

{ ENBHEER

& pdf

Bmia

BEE(MRC)

PDFEE

vy tifjpgl B RVEHE)

tif

pdf

xdwlDocuWorks)

TIFF/JPEG E 3|
BE)ER JPEG I TIFF - ZEHEKBE GRS

[JPEG]) - ERAI&A [TIFF] -
TIFF
PL1{ETIFF £ E<SHE -
PEG
PL IPEG 1&/ETF »
PDF

1! PDF 1%f#7 -

1 DocuWorks & 7F -
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Sets a single file for each page and saves in
the specified format.

9 File Format
E Color Scanning

pdf

Black & White

D 2 Sided Scanning
1 Sided

MRC High Compression

PDF Security

‘ Single File for Each Page (1] \

Single File for Each Page|

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

51851 EEZE

= OmRE

) SERRRE

= EB(MRC)

PDFEHR

- PR ERERE T -

pdf
RS2

LTl

SEEDRRER—EESR -
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2.6 RESOLUTION f2#7E

Set the resolution for the documents to be
scanned.

[9 2 Sided Scanning

‘ @ Resolution

200 dpi

=E Original Type
Text

R EFRHERTBRVENE -

() wEmEER

B mrm

= RRERSKW
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When using the [Email] or [Scan], you can
specify the file name of the document to be
sent.

Edge Erase
Top / Bottom: 2 mm, Left / Right: 2 mm, Center:...

: File Name
[Date & Time].pdf

File Name Conflict
Rename New File

Use the displayed keyboard to enter the file
name. Tap [OK].

A [(EHZEE] = (78] 5 - oJIaEFrs
RN EHE -

1 mEEs
LEF:2mm A5 : 2mm+ P : 0mm

(B &) pdf

‘ [ TRESH

[2 ®ESHEMBORE
SEURTIRESHE

B AR AR SRR I A R 27T - AR B
[OK] -

W7 BEEROXNEEEOIERE - W
=mmnemin sz Bl -

i
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3 OPERATIONS DURING SCANNING & i BB R AU = /F

1. Tap [Pause] on the touch screen. 1. PhEBERE W (L) -

|

X Scan (PC) - SMB X BHEEPC(SMB#IX)

Add Next Original 8RS

Scanning. BRI -

2. Tap [Cancel]. 2. BEE [PIE]) -

Scan (PC) - SMB R EPC(SMBI#X)

Add Next Original MIBRTE

You can scan the next set of originals. BB -

Cancel

Send
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4 LOAD THE NEXT DOCUMENT & N —1H R S

If you have another document to scan, turn
on [Add Next Original] while the current
document is being scanned.

1. Tap ﬂ during scanning.
X Scan (PC) - SMB

Add Next Original

Scanning.

2. Load the next document, and then tap
[Scan].

Scan (PC) - SMB

Add Next Original m Change Settings

You can scan the next set of originals. Complete Scan

Load the next set of originals and tap Scan (Send)

Cancel

3. When all documents scanned, tap
[Complete Scan (Send)].

Scan (PC) - SMB

Add Next Original m Change Settings

You can scan the next set of originals. Complete Scan

Load the next set of originals and tap Scan (Send)

MREBAEMRTTHERRE - BERFERS
g EERNE LERE ﬁﬁi%)?‘?‘?%ﬁ] °

1. ermermme -

X BBEPC(SMB@IX)

FIBR

IEFERHE -

2. MAF—MRTS - #hE [RE] -

B EPC(SMBEIX)

HIBRN

TJigRmE -
BET—RERE - R -

3. FhERBREZE - BHE
(i G&fE) 1 -

BWEPC(SMBEIX)

HIBRN

TJigRmE -
BET—RERE - RT#E -
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5 SPECIAL FEATURES 45 BITHAE

You can preview and rotate the scanned
images while scanning the document.

1. Tap [Preview], and then tap [Start].

Scan

© Preview m Userl

B File Format
.pdf

E Color Scanning
Black & White

D 2 Sided Scanning
1 Sided

@ Resolution
300 dpi

= Original Type
Text

2. Select the pages and tap [Rotate] to rotate
the scanned image in correct direction.

X Preview (2/4)

Select All

n l -] I]:H S

Rotate

Scan Next Originals

Cancel
Send (All)
3. When you have finished preview and
rotate the document, tap [Send (All)].
X Preview (Total: 4)

Select All

O U U Change Settings
Q Q Q
2 3 4

Scan Next Originals

Cancel

Send (All) \

w# R - GOLURE B RESE -

1. #E [FRE]

b2

P REBRE {F@}J] °

i

© #R [ 1] Userl

B amsBEs
.pdf

B swew

BEER)
[ wammmsx
e

=0 REEARH

. BERROXHER - RERE [eE]
R EE e £ IRV TS (E) -

X #E®(48)

5 e

a a
BB .0

. BTHIAE RIEEXHE
[EfE (E nB)] °

X EBEEH)

|£E:E

& zamzz

-0 -H-E
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1. Tap [Preview].

Scan

© Preview

B File Format

B EmmRBEs

.pdf .pdf

D Color Scanning

L swex

Black & White RBQER)

[ 2Sided Scanning [ wammssx

1 Sided Lotz

B Resolution B e

300 dpi 200dpi

ZE Original Type = RERRKRE

Text XF

2. Scan document, and then tap 2. WHIRH % IR [REgE] -
[Change Settings].

X Preview (Total: 4) X FaB@UE)

Select All Scan Next Originals 2R
O O g Change Settings D O D u
Q Q Q o} Q Q Q
2 3 4 1 2 3 4

Cancel

Send (All)

3. Change the scan settings, then tap 3. BEIRMRE  BHE [HHE] -
[Scan].

X Change Settings X BERBRE

& color Scanning B swew

Black & White 88

2 Sided Scanning [ eamRm=mx

2 Sided, Head to Head B

Resolution B mE

300 dpi 200dpi

=H RWPARE

Original Type

Text XF

i REHE

Original Orientation

Upright XFo#5E

Original Size & REWRT

Auto Detect SN

4. Ensure and preview all scanned 4, EEMIBRFAIBRBEXHNEERSR A
documents, then tap [Send (All)] to #BE [EE (BF))] TR -
complete.
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Save your favourite settings into one button
(a pin). It is easy to retrieve and can be re-
used.

1. Configure the settings in the feature list.

Tap [Save Settings as Pin] at the bottom.

Scan
=l Original Type
Text

] Original Orientation
Upright

Reduce/Enlarge

100%
b Original Size
Auto Detect

/' More Features

?o Save Settings as Pin

2. Give a name to the pin. Tap [OK].

X  Edit Name

&

Scan to Useed

3. To use the pin, tap [Pins] at the top bar.
Tap the pin to retrieve the settings.
If this pin is no longer required, tap the
3-dot icon and then [Delete].

Scan to User®

Copy 2d)

| Quantity: 1, Black & White, 1 Sided, 100% —
= Btart Now
leted)

Copy (Dele
Quantity: 1, Black & White, 1 Sided, 100%

: Edit Name
opy (Deleted)

| Quantlty 1, Black & White, 1 Sided, 100%

d) * Move to Top
1, Black & White, 1 Sided, 100%

Copy (€ relete
| Quantity: 1, Black & White, 1 Sided, 100%

FHEEHNRERS—EZE - HEERE

H -

1. REFIEE - AEBIIREEME
(RFRE] -
wi

=H REPARH
XF

& EEsE

XFIWH[

BV
100%

& RERY
SaER

v/ RitiThee

Ip REnE

2. MARERME  BHE [OK] -
ﬁ?ﬁ BRERPYNEHEHENIE R
- MNERE IR E g A SRR Ol 1% i o

roEEE LT [RE] - BRE
RHEREAT =

3. MR-
AZRLTE © WMERKAMIER -
mosE - RAE [MIBR] -

*I¥

Scan to Usert

5 E 882, 100% '
> ) HST

8@, 18382, 100%
S RERHIE
,i)
, 8@, 100%
= T ENURNE
8@, 100%

SED (GABIEBR) R
| 1{53 RB, BE, #3882, 100%
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6 SCAN AuTO BFiZHE

Scan Auto skips the blank pages and rotates BEjiIZiEsEBR MDA BE LG RILEEmBEE T
the pages into correct orientation 7

automatically.

1. Tap [Scan Auto] on Home screen. 1. EEEn [(8FEE])] -

;@

B i

ScanAuto SE#E

(Recipient Not Set) GEEHRKEE)

Load your originals and start. BE N E RS RN ED

ﬂ Scan Settings

neE [oK] -

3. Choose the recipient, then tap [OK]. 3. EIEEI¥ e . 4K

X Address Book %

LETS

4. Tap [Start]. 4. & [BRE] -

ScanAuto

Load your originals and start SEHE RSN

C]:E Scan Settings
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