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1 SCANNING PROCEDURE  

1.1 LOADING DOCUMENT  

1.1.1 Document Feeder  

1. Confirm that the document is free of tag 

paper, adhesive tape, staples, and clips, 

and stretch out the document if it is 

wrinkled or folded. 

1. ̘ ̘

Ǎ

̙ 

2. Align the upper left corner of the document 

so that the original size is correctly 

detected. 

2. Ǎ

̙ 

3. Load the document face up (when the 

document is 2-sided, place the front side 

up) in the center of Document Feeder. 

3. ( ) Ǎ

̙ 

  

1.1.2 Document Glass  

1. Open the Document Cover. 1. ̙ 

2. Load the document face down with the 

document aligned with the upper left 

corner of the Document Glass. 

2. Ǎ

̙ 
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1.2 SELECTING SCAN LOCATION  

1. Press the Home button. 1. ̙ 

  

2. Tap on [Scan]. 2. ̧ ̨̙ 

  

3. Tap on [Select from Address Book]. 3. ̧ ̨Ȃ 
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4. Select userôs scan location and press 

[OK]. 

4. Ǎ ̧OK̨̙ 

  

5. Tap on  to configure necessary 

features. 

5.   ̙ 

6. Tap on [Start] to scan. 6. ̧ ̨ ̙ 
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2 SCANNING FEATURES  

2.1 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  (2 ) 

Scans a document in monochrome 2 tones. ̙ 

Grayscale  (256 ) 

Scans a document in grayscale. It is suited to 

documents containing gradations that cannot 

be reproduced with monochrome. 

̙

 ( ) ̙ 
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2.2 2-SIDED SCANNING  

 

  
  

  

1 Sided  

Select this to scan only 1 side of the 

document.  

Ǎ ̙ 

2 Sided    

Select this to scan 2 side of the document. 

 

Ǎ ̙ 

Head to Head  

Select this when both sides of the 2-sided 

document are in the same orientation. 

Ǎ

̙ 

Head to Toe  

Select this when both sides of the 2-sided 

document are in the opposite orientation. 

Ǎ ̙ 
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2.3 ORIGINAL TYPE  

 

  
  

  

Photo & Text /  

Select this item when the scanning document 

contains both text and photos. 

̙ 

Text  

Select this item when scanning text clearly. Ǎ ̙ 

Photo  

Select this item when scanning photos. Ǎ ̙ 

  



 

Page 7 of 19 

2.4 FILE FORMAT  

 
Select the format of scanned data. ̙ 

  
  

  

TIFF/JPEG Auto Select TIFF/JPEG  

Automatically selects JPEG or TIFF. [JPEG] 

for full color and grayscale images, [TIFF] for 

black & white. 

JPEG TIFF̙  

̧JPEG̨Ǎ ̧TIFF̨̙ 

TIFF TIFF 

Saves multiple pages as 1 TIFF file. 1 TIFF ̙ 

JPEG JPEG 

Saves as a JPEG file. JPEG ̙ 

PDF PDF 

Saves as a PDF file. PDF ̙ 

DocuWorks DocuWorks 

Saves as a DocuWorks file. DocuWorks ̙ 

 
  



 

Page 8 of 19 

2.5 SINGLE FILE FOR EACH PAGE  

 
Sets a single file for each page, and saves in 

the specified format. 

1 1 Ǎ ̙ 

  
  

  

Single File for Each Page  

Saves each page as a single file in the 

specified format. 

̙ 
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2.6 RESOLUTION  

 
Set the resolution for the documents to be 

scanned.  

̙ 

  
  

  
 
  


















