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Scan to Email Instructions

SWIPE CARD
HERE

>,

Scan Actions

SWIPE CARD TO LOG IN \

N

Once logged on, click Scan — g you will arrive in the Scan page (fig 1)
You will have the option to place your document into the Document Feeder or into

the Scanner Glass Bed (for fragile or odd sized documents).

-

Select Scan to My Email 2. When ready click Start (fig 2)

Scan Details

[‘ B4 scan to My Email Scan toMy Email Color mode / File type

To Color PDF

‘ . OneDrive

3. If you want to change the settings (fig 3) prior to scanning click Change Settings

Scan completed
1 page scanned

test@gordontafe.edu.au Duplex mode
Subject 1-sided

‘Your scan (Scan to My Email) Paper size / Orientation

Filename A4 Portrait

‘scan_iesi_2023—06—09—1 2-00-31 DPI
300 DPI

Change Settings

(fig 1) (fig 2)

Scan Settings > Scan to My Email

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

Orientation ‘ Portrait ‘ Landscape DPI ‘ 200 ‘ 300 ‘ 400 ‘ 600 ‘

Paper size ‘ A3 ‘ Al ‘ A5 ’Colormode ‘Color ‘Grayscale B&W ‘

(fig 3)
When happy with the changes click to start scanning.

4. Scan completed! (fig 4)
© You have now received the document on your Gordon Email inbox.

(fig 4) /
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