I
r

s I — | —
] e
[ [oonoooafal B 709

www.thegordon.edu.au

Scan to OneDrive Instructions

SWIPE CARD TO LOG IN \

SWIPE CARD \
Once logged on, click Scan s — 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 odd size documents).

1. Select OneDrive 2. Click Start (fig 2)

Scan Actions Scan Details

B4 scan to My Email OneDrive Color mode / File type
Path Color PDF
[ @) Onebrive /Apps/Scans for PaperCut MF Duplex mode
Filename 1-sided

scan_test_2023-06-09-12-00-31 Paper size / Orientation

A4 Portrait

DPI
300 DPI

Change Settings

(fig 1) (fig 2)

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

Scan Settings > OneDrive

Duplex mode ‘ 1-sided ‘ 2-sided ‘Filetype 2 PDF

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

Paper size ‘ A3 ‘ A4 ‘ A5 ‘Colormode ‘ Color ‘Grayscale B&W ‘

(fig 3)

When happy with the changes click to start scanning.
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4. Initially you will be prompted to authenticate PaperCut.

1l 9/06/2023 11:38 AM

T ©
o

SF Scans for PaperCut MF <scans@papercut.com>
Authorize Scans for PaperCut MF to save to your OneDrive for Busi

F

Action ltems

P
PaperCut MF

+ Get more add-ins

Hi Test!

Your scan is ready to send to OneDrive for Business.

You need to do a one off authorization of the Scans for PaperCut Mi
application to send files to your OneDrive for Business account. This

deleted

scan job detalls such as name, email and fi
providing our service as outiined in our pry

Happy scanning!
From the PaperCut team.

Why do | need to do this?

“Your files will be saved in the /Apps/Scans for PaperCut MF foider.
What happens when | scan again?

Simply tap and scan

authorization link is valid for 24hrs, after which the file wil be automatically

We also need to mention that when you se this service, we collect and retain
ime for the purpose of

PaperCut MF needs permission to save your scans to OneDrive for Business.

F

»

B® Microsoft
user @gordontafe.edu.au

Permissions requested

Scans for PaperCut MF
App info

This ication is not published by Mi ft or
your organization.

This app would like to:
v/ Have full access to your files
v/ Maintain access to data you have given it access to

\/ View your basic profile

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
for you to review. You can change these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Cancel

(Fig 4)

»

(The authentication process is only required once per user.)

Open your Gordon Email and accept the permissions requested by PaperCut.
Follow the steps below from left to right (Fig 4)

papercut M Fu Authorization Successful

Fantastic! You did it!

You've successfully authorized Scans for PaperCut MF to
upload to your OneDrive for Business account.

Your files are uploading. If they aren't there already,
they won't be far away.

5. Scan Completed! You can locate all of your OneDrive completed scans when you navigate to:

C:\Users\user\OneDrive - The Gordon\Apps (fig 5)
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= | Apps
Share View
v » OneDrive - The Gordon » Apps » v

# Onelrive - The Gordon

Status

>
> I
> [
2 4
> b
> =
> B

> ia
1 itern

> Apps
> Attachments
> Microsoft Teams Chat Files
>
A ! This PC

3D Objects
Desktop
Documents
Downloads
Music
Pictures
Videos
Windows (C:)

1 itemn selected

(ol Mame
J [ Scans for PaperCut MF
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Auailable when online

(fig 5)
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