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Scanning

Scanning

1. Select the Scan icon.

Job queue

2. Select the Network icon.
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3. Select your scanning preferences
a. You can also rename the file to make it easier to find.
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4. Feed the drawing in FACE UP.

5. Press Scan. Continue feeding the drawings in until you are finished.
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6. When you are finished scanning, push release the print, then push Finish.

Scan to network using: Last settings

Backgroand romosal

7. At your desktop computer, navigate to the InterDeptShare (S:) drive, there will be a folder called Plotter
Scans (S:\Plotter Scans).

e =) e
» | |B Schroeder, Kendra J Org Chart
48 Computer | | OrgPerf
> &, 08Disk (C) ; | PalmData
: e Wiped (E2) =22 Rivatos |=
> 58 FISHomeDirs (H:) . Plotter Scans [

» ® IDneE (\\pps-filesr2) ():) , PowerPlantShared

» ig® KDrvS (\vpps-filesre2) (K2)
» @ DocsStagingAreas (WPPS-FILESRVZ

J Procedures

. Reorganization

> 8 NDrvs (Vpps-filesrv2) (N:) . RoofShop
> I kschroeder (\\PPS-FILESR! rHomeDirss) . Sample Supervisor Calendars
> Lo FloodDataVol$ s=n2) (R:) . Shared Links
I > # InterDeptShare () i . Sibyl Exports
> & PPTran (T:) & .. Sightlines et
- 4[] b

= TR e P NN T TLALY

8. Remove your scanned files from this drive. They will automatically be cleaned out after 72 hours.
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