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This chapter describes frequently used scanner functions and operations. For information not included in 
this chapter, see Scan available on our website.

Basic Procedure When Using Scan to Folder

•• BBeeffoorree  ppeerrffoorrmmiinngg  tthhiiss  pprroocceedduurree,,  sseeee  ""PPrreeppaarraattiioonn  ffoorr  SSeennddiinngg  bbyy  SSccaann  ttoo  FFoollddeerr"",,  SSccaann  aanndd
ccoonnffiirrmm  tthhee  ddeettaaiillss  ooff  tthhee  ddeessttiinnaattiioonn  ccoommppuutteerr..  SSeeee  aallssoo  ""RReeggiisstteerriinngg  FFoollddeerrss"",,  CCoonnnneeccttiinngg  tthhee
MMaacchhiinnee//  SSyysstteemm  SSeettttiinnggss,,  aanndd  rreeggiisstteerr  tthhee  aaddddrreessss  ooff  tthhee  ddeessttiinnaattiioonn  ccoommppuutteerr  ttoo  tthhee  aaddddrreessss
bbooookk..

When Using the Scanner Application

 When Using the Scanner (Classic) Application

1. Press [Home] ( ) at the bottom of the screen in the center.

2. Flick the screen to the left, and then press the [Scanner (Classic)] icon.

3. Make sure that no previous settings remain.

If a previous setting remains, press [Reset].

4. Press the [Folder] tab.
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5. If necessary, specify the scan settings according to the original to be scanned.

Example: Scanning the document in color mode, and saving as a PDF file.

• Press [Scan Settings], press [Full Color: Text / Photo] in the [Original Type] tab, and then
press [OK].

• Press [Send File Type / Name], press [PDF], and then press [OK].

6. If necessary, press [Next Original Wait].

7. Specify the destination.

8. Place the originals.

If scanning does not start automatically, press [Start].

Creating a Shared Folder on a Computer Running Windows/Confirming a
Computer's Information

The following procedures explain how to create a shared folder on a computer running Windows, and
how to confirm the computer's information. In these examples, Windows 7 Ultimate is the operating
system, and the computer is a member in a network domain. Write down the confirmed information.

Step 1: Confirming the user name and computer name

Confirm the user name and the name of the computer you will send scanned documents to.

1. On the [Start] menu, point to [All Programs], click [Accessories], and then click
[Command Prompt].

2. Enter the command "ipconfig/all", and then press the [Enter] key.

3. Confirm the name of the computer.

The computer's name is displayed under [Host Name].

You can also confirm the IPv4 address. The address displayed under [IPv4 Address] is the IPv4
address of the computer.

4. Enter the command "set user", and then press the [Enter] key.

Be sure to put a space between "set" and "user".

5. Confirm the user name.

The user name is displayed under [USERNAME].

5. Scan
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Step 2: Creating a shared folder on a computer running Microsoft Windows

Create a shared destination folder in Windows and enable sharing. In the following procedure, a
computer which is running under Windows 7 Ultimate and participating in a domain is used as an
example.

•• YYoouu  mmuusstt  lloogg  iinn  aass  aann  AAddmmiinniissttrraattoorrss  ggrroouupp  mmeemmbbeerr  ttoo  ccrreeaattee  aa  sshhaarreedd  ffoollddeerr..

•• IIff  ""EEvveerryyoonnee""  iiss  lleefftt  sseelleecctteedd  iinn  SStteepp  66,,  tthhee  ccrreeaatteedd  sshhaarreedd  ffoollddeerr  wwiillll  bbee  aacccceessssiibbllee  bbyy  aallll  uusseerrss..  TThhiiss
iiss  aa  sseeccuurriittyy  rriisskk,,  ssoo  wwee  rreeccoommmmeenndd  tthhaatt  yyoouu  ggiivvee  aacccceessss  rriigghhttss  oonnllyy  ttoo  ssppeecciiffiicc  uusseerrss..  UUssee  tthhee
ffoolllloowwiinngg  pprroocceedduurree  ttoo  rreemmoovvee  ""EEvveerryyoonnee""  aanndd  ssppeecciiffyy  uusseerr  aacccceessss  rriigghhttss..

1. Create a folder, just as you would create a normal folder, in a location of your choice on
the computer.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

Configure the access permissions for each group and user.

13.

If you want to specify access privileges for the created folder to allow other users or groups to access
the folder, configure the folder as follows:

1.

2.

3.

4.

Basic Procedure When Using Scan to Folder
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5. Specify one or more object types, select a location, and then click [Find Now].

6. From the list of results, select the groups and users you want to grant access to, and then
click [OK].

7. In the [Select Users or Groups] window, click [OK].

8. In the [Groups or user names:] list, select a group or user, and then, in the [Allow] column
of the permissions list, select either the [Full Control] or [Modify] check box.

9. Click [OK].

Registering an SMB Folder

1. Press [Home] ( ) at the bottom of the screen in the center.

2. Flick the screen to the left, and then press the [Address Book Management] icon.

3. Check that [Program / Change] is selected.

4. Press [New Program].

5. Press [Change] under "Name".

The name entry display appears.

6. Enter the name, and then press [OK].

7. Press [ Next].

8. Press the key for the classification you want to use under "Select Title".

The keys you can select are as follows:

• [Frequent]: Added to the page that is displayed first.

• [AB], [CD], [EF], [GH], [IJK], [LMN], [OPQ], [RST], [UVW], [XYZ], [1] to [10]: Added to the
list of items in the selected title.

You can select [Frequent] and one more key for each title.

5. Scan
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9. Press [Auth. Info], and then press [ Next].

10. Press [Specify Other Auth. Info] on the right side of "Folder Authentication".

When [Do not Specify] is selected, the SMB User Name and SMB Password that you have
specified in "Default User Name / Password (Send)" of File Transfer settings are applied.

11. Press [Change] under "Login User Name".

12. Enter the login user name of the destination computer, and then press [OK].

13. Press [Change] under "Login Password".

14. Enter the password of the destination computer, and then press [OK].

15. Enter the password again to confirm, and then press [OK].

16. Press [Folder].

17. Check that [SMB] is selected.

18. Press [Change] or [Browse Network], and then specify the folder.

To specify a folder, you can either enter the path manually or locate the folder by browsing the
network.

19. Press [Connection Test] to check the path is set correctly.

20. Press [Exit].

If the connection test fails, check the settings, and then try again.

21. Press [OK].

22. Press [User Tools] ( ) on the top right of the screen.

Basic Procedure When Using Scan to Folder
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23. Press [Home] ( ) at the bottom of the screen in the center.

Locating the SMB folder manually

1. Press [Change] under "Path".

2. Enter the path where the folder is located.

For example: if the name of the destination computer is "User", and the folder name is "Share", the
path will be \\User\Share.

If the network does not allow automatic obtaining of IP addresses, include the destination
computer's IP address in the path. For example: if the IP address of the destination computer is
"192.168.0.191", and the folder name is "Share", the path will be \\192.168.0.191\Share.

3. Press [OK].

If the format of the entered path is not correct, a message appears. Press [Exit], and then enter the
path again.

Locating the SMB folder using Browse Network

1. Press [Browse Network].

The client computers sharing the same network as the machine appear.

Network display only lists client computers you are authorized to access.

2. Select the group that contains the destination computer.

3. Select the computer name of the destination computer.

Shared folders under it appear.

5. Scan
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You can press [Up One Level] to switch between levels.

4. Select the folder you want to register.

5. Press [OK].

Deleting an SMB Registered Folder

1. Press [Home] ( ) at the bottom of the screen in the center.

2. Flick the screen to the left, and then press the [Address Book Management] icon.

3. Check that [Program / Change] is selected.

4. Select the name whose folder you want to delete.

Press the name key, or enter the registered number using the number keys.

5. Press [Folder].

6. Press the protocol which is not currently selected.

A confirmation message appears.

7. Press [Yes].

8. Press [OK].

9. Press [User Tools] ( ) on the top right of the screen.

10. Press [Home] ( ) at the bottom of the screen in the center.

Basic Procedure When Using Scan to Folder
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Entering the Path to the Destination Manually

When Using the Scanner Application

 When Using the Scanner (Classic) Application

1. Press [Manual Entry].

2. Make sure that [SMB] is selected.

3. Press [Manual Entry] on the right side of the path field.

4. Enter the path for the folder.

In the following example path, the shared folder name is "user" and the computer name is
"desk01":

\\desk01\user

5. Press [OK].

6. Depending on the destination setting, enter the user name for logging in to the
computer.

Press [Manual Entry] to the right of the user name field to display the soft keyboard.

7. Press [OK].

8. Depending on the destination setting, enter the password for logging in to the
computer.

Press [Manual Entry] for the password to display the soft keyboard.

5. Scan
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9. Press [OK].

10. Press [Connection Test].

A connection test is performed to check whether the specified shared folder exists.

11. Check the connection test result, and then press [Exit].

12. Press [OK].

Basic Procedure When Using Scan to Folder
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Basic Procedure for Sending Scan Files by 
 mail

When Using the Scanner Application

 When Using the Scanner (Classic) Application

1. Press [Home] ( ) at the bottom of the screen in the center.

2. Flick the screen to the left, and then press the [Scanner (Classic)] icon.

3. Make sure that no previous settings remain.

If a previous setting remains, press [Reset].

4. Make sure that the [Email] tab is selected.

5. If necessary, specify the scan settings according to the original to be scanned.

Example: Scanning the document in color mode, and saving as a PDF file.

• Press [Scan Settings], press [Full Color: Text / Photo] in the [Original Type] tab, and then
press [OK].

• Press [Send File Type / Name], press [PDF], and then press [OK].

6. If necessary, press [Next Original Wait].

7. Specify the destination.

You can specify multiple destinations.

5. Scan
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8.

9.

10.

1. Press [Home] (

2.

3.

4. Press [New Program].

5. Press [Change] under "Name".

6.

7. Press [ Next].

8.

9.
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10. Press [Change] under "Email Address".

11.

12.

13. Press [User Tools] (

14. Press [Home] (

1. Press [Home] (

2.

3.

4.

Press the name key, or enter the registered number using the number keys. You can search by the

5. Press [Email].

6. Press [Change] under "Email Address".

7.

8.

9. Press [User Tools] (

5. Scan
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10. Press [Home] ( ) at the bottom of the screen in the center.

 

1.

2.

3. Press [OK].
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Basic Procedure for Storing Scan Files

•• YYoouu  ccaann  ssppeecciiffyy  aa  ppaasssswwoorrdd  ffoorr  eeaacchh  ssttoorreedd  ffiillee..  WWee  rreeccoommmmeenndd  tthhaatt  yyoouu  pprrootteecctt  ssttoorreedd  ffiilleess  ffrroomm
uunnaauutthhoorriizzeedd  aacccceessss  bbyy  ssppeecciiffyyiinngg  ppaasssswwoorrddss..

•• SSccaann  ffiillee  ssttoorreedd  iinn  tthhee  mmaacchhiinnee  mmaayy  bbee  lloosstt  iiff  ssoommee  kkiinndd  ooff  ffaaiilluurree  ooccccuurrss..  WWee  aaddvviissee  aaggaaiinnsstt  uussiinngg
tthhee  hhaarrdd  ddiisskk  ttoo  ssttoorree  iimmppoorrttaanntt  ffiilleess..  TThhee  ssuupppplliieerr  sshhaallll  nnoott  bbee  rreessppoonnssiibbllee  ffoorr  aannyy  ddaammaaggee  tthhaatt  mmaayy
rreessuulltt  ffrroomm  tthhee  lloossss  ooff  ffiilleess..

1. Press [Home] ( ) at the bottom of the screen in the center.

2. Flick the screen to the left, and then press the [Scanner (Classic)] icon.

3. Make sure that no previous settings remain.

If a previous setting remains, press [Reset].

4. Press [Store File].

5. Press [Store to HDD].

6. If necessary, specify the stored file's information, such as [User Name], [File Name],
[Password], and [Select Folder].

• User Name

Press [User Name], and then select a user name. To specify an unregistered user name, press
[Manual Entry], and then enter the name. After specifying a user name, press [OK].

• File Name

Press [File Name], enter a file name, and then press [OK].

• Password

confirmation, and then press [OK].

• Select Folder

Press [Select Folder], specify the folder in which to save the stored files, and then press [OK].

7. Press [OK].

5. Scan
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8. If necessary, press [Scan Settings] to specify scanner settings such as resolution and scan
size.

9. If necessary, press [Next Original Wait].

10. Place the originals.

If scanning does not start automatically, press [Start].

Checking a Stored File Selected from the List

This section explains how to preview a file selected from the list of stored files.

1. Press [Select Stored File].

2. Specify the folder in which the file you want to check is stored.

3. From the list of stored files, select the file you want to check.

You can select more than one file.

4. Press [Preview].

Basic Procedure for Storing Scan Files
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Specifying the File Type
This section explains the procedure for specifying the file type of a file you want to send.

You can select one of the following file types:

sent as a single file.

When Using the Scanner Application

 When Using the Scanner (Classic) Application

1. Press [Send File Type / Name].
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2. Select a file type.

If the File Type is set to [PDF], configure PDF File Setting as required.

3. Press [OK].

Specifying the File Type
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Specifying Scan Settings
When Using the Scanner Application

 When Using the Scanner (Classic) Application

1. Press [Scan Settings].

2. Specify resolution, scan size, and other settings, as required.

3. Press [OK].

5. Scan
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