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Go to the printer, tap your student or staff card on the sensor and enter the PIN code you have created. The
following screen will appear: Either place your documents in the top tray or open the cover and place them

onto the scan and copy surface.

Welcome, Derrick Erasmus!

Print Release
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TO SCAN ADOCUMENT

1. Tap Scan, and the printer will offer you the option to scan to your email or to OneDrive. Select Scan to

My Emaill or OneDrive for UCT.
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Scan to email

2. Once you have selected can to My Email, the email confirmation screen will appear with your details
already populated into the relevant fields.

3. Either click Start to start scanning or tap the Change settings button on the right hand of the panel to
change the scan settings.
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Account: My Personal Account

Scan to My Email Color PDF
To
derrick.erasmus @bdsol.co. za 1-sided
Subject

Ad Portrait

|Y-:JU| scan (Scan to My Email)

Filename 300 DPI

scan_t0012730_2018-12-12-13-02-46

Change settings ‘

4. If you tap the Change settings button, you will be offered a nunber of choices for your scan settings.
Select those you want and then tap Start to begin the scan.
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Scan Settings » Scan to My Email

Duplex mode 1-sided 2-sided File type PDF TIFF JPEG

Orientation Portrait Landscape DPI 100 200 300 600
T — O e

Paper size A3 A4 A5 Color mode Caolor Grayscale BEW




Scan to OneDrive

1. If you select OneDrive for UCT as your scanning option, you will see the following screen:
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Account: My Personal Account

Onedrive for UCT Color PDF
Path
IApps/Scans for PaperCut MF 1-sided
Filename

Ad Portrait
scan_t0012730_2018-12-12-13-03-54

300 DPI

Change settings ‘

2. Tap the Start button and your scan will begin, sending the files to your UCT OneDrive folder.
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Scan Settings » Scan to My Email

Duplex mode 1-sided 2-sided File type PDF TIFF JPEG

Orientation Portrait Landscape DPI 100 200 300 600
T ————————

Paper size A3 Ad AS Color mode Color Grayscale BEW




TO COPY ADOCUMENT

1. When you log on to the printer, on the Welcome screen, select Access Device.
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Welcome, Derrick Erasmus!

Print Release Access Device Scan

2. You will see this screen with the option to Copy.




3. This will present you with a screen to allow you to select your copy settings.

Copy

Output Colour Paper Supply 2-Sided Copying Collation
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‘100 % ‘ . ] More... Rotate Side 2

4. This will present you with a screen to allow you to select your copy settings.

5. Once you have done this, press the green Start button on the control panel of the printer and your
copying will commence.



