Basic Scan to Email

1. Place originals in document feeder or on glass.

2. Select the Scanner button, to the left of the touch screen.

3. Choose the email address from the touch screen or select Manual Input and type in the email address of the person you want to receive the document, hit OK

4. Select Attach Sender’s Name, on the right side of the touch screen, and choose your name out of the preset list, and hit OK

5. Select Attach Subject, then Manual Input, type in subject, hit OK, OK

6. Select Attach Message, then Manual Input, type in message, hit OK, OK

7. Press Start
8. Scanning is quite quick and the display will tell you when it is ready for the next page.  When all pages are scanned, press the # key when you are finished.
9. When finished, press the clear/reset button to clear the screen for the next user.
Note:  steps 5 and 6 are optional, and not required for proper functioning of scan to email

Photo Scan to Email

1. Place the photo on the glass with the top of the photo facing to your left and the side of the photo to the top of the glass.  [image: image1.png]



2. Follow steps 2-6 above.

3. Next press file type and select Tiff/Jpeg file type, press OK.

4. To the left of the main screen, press scan settings.

5. Change the scan to color and use either text/photo or glossy photo depending on your photo

6. Change the resolution to 300dpi

7. Select the size with the picture showing the fold tab in the upper left corner.

8. Press Start

9. When finished press the clear/reset button to clear the screen for the next user.

