Information you need before we start

Part 1. 

I.P Address and the name of your computer and the DNS servers that your network / computers use.

Part 2. 

A shared folder with the relevant permissions.

How to get the information above

Part 1 in relation to above:

*NOTE* If in step 1 you do not have the run option go to start --> All Programs --> Accessories and open Command Prompt.

1. Go to start --> run and type cmd and then press enter / return or click the ok button.

2. A black window should appear - in the black window type    

ipconfig /all 

*NOTE* There is a space between the ipconfig and the /all

Then press enter

3. This should return information about your network connection(s). Get a piece of paper and write down the Hostname, the I.P Address and the DNS Servers ( You may need to scroll up and or down to view the relevant information ).

Part 2 in relation to above:

*NOTE* to create a new folder you can either right click in a blank space / area and go to New --> Folder or you can go to the File menu and go to New --> Folder.

1. On your computer create a new folder ( Either on your desktop or on your Local Disk (C:) you can get to the C drive by opening my computer and then opening Local Disk (C:). )

2. Once the folder is created give it a name ie Scans

3. After naming it right click on the folder and go to properties

4. Go to the sharing tab ( If you do not have a sharing tab look at the notes section below )

*NOTES* If you do not have the sharing tab then you can cancel out of the properties and open my computer --> Tools --> Folder Options --> Select the View tab. Scroll down to the bottom of the View tab and ensure that the Simple File sharing ( Recomended ) option is NOT ticked and apply and ok that. If it is not ticked then get your IT person / helpdesk to look into this further as you will need to be able to share the folder or have permissions to share a folder.

5. When you are at the sharing tab there should be 2 radio buttons one of which says Share this folder and there is a text field where you can enter what is called a share name. Make sure you write down what you call the sharename in this text field.

6. Click on the permissions button and select the Everyone group and then at the bottom click the Full Control box ( under the allow column ) so that everyone has full control to read and or write to this folder. Then apply and ok that and apply and ok the main window.

7. You now have a shared folder with a sharename that you set in step 5 with the relevant permissions that you set in step 6.

Setting / configuring the photocopier to do scan to folder

Now that you have the required information from above you can then go to the photocopier with the information you wrote down.

1. Press the diamond shape 123 button ( this is either at the top left or top right hand side )

2. Go to system settings.

3. Go to administrator tools ( this can sometimes be called key operator tools which is one of the tabs )

4. Go to address book management ( You may have to use the previous or next buttons to scroll through all the options under the administrator tools tab)

5. Select the user whose settings you want to check / configure. If this is a new user you want to setup then click on New Program and use the change buttons to assign a Name and key display using the change buttons ( both of these are aliases or nicknames so that you can identify between users )

6. Then select the Auth Info button and click on next - this should bring you to the folder authentication section. 

7 Ensure the login username and login password are correct - the login information will be the login username and password for the computer where the folder is stored. So if this is stored on a server then this needs to be the login username and password for the server that has local administrator rights if this is the computer you use yourself then this will be your username and password you use to login to the computer.  *NOTE* If you do not have administrator rights then you can try and create a new user account on your computer following the section below called local administrator.

8. Click on the Folder tab / button and ensure the path is correct. The path should be in the format of

\\Computer_Name\Share_Name

OR

\\I.P_Address\Share_Name

*NOTE* I suggest you use the computer name instead of the I.P Address if you can otherwise if your computer gets a new I.P Address this will break the scan to folder.

9. Assuming you used the computer name above then ok this and do a connection test - if the connection fails then try the below part which you will only have to do once with regards to the DNS servers as once they are entered in there you should not need to do this again.

--------------------------------------------------------------------------------------------

Skippable ?

If it does not work using the computer name then ensure the DNS Servers are entered into the photocopier. Make sure you click on ok to save your settings for your user in address book management and then click on exit and then click on the Interface Settings Tab and then go to DNS Configuration.

Ensure that the DNS Server I.P Addresses are configured in here as per the DNS servers you wrote down, if they are different make a note of the old ones which are currently programmed into the photocopier and then enter in the new ones using the Change button and the <-- and --> arrow keys ( left and right respectively ) and ok that and try and do a scan to folder again.

If not then try using the I.P Address in the path ( ensuring its in the format as per above )

----------------------------------------------------------------------------------------------

Things to check if you have connection problems :

1. Ensure windows firewall is disabled

2. Ensure NETBIOS over TCP/IP is enabled.

How to disable windows firewall

1. Open control panel

2. Open windows firewall

3. Click on the Disable Radio button and then ok that.

How to Enable NETBIOS over TCP/IP

1. Go to control panel

2. Go to Network Connections

3. Right click on the Local Area Connection that is connected

4. Go to properties

5. Go down to Internet Protocol ( TCP/IP ) and double click on it or click on it once and click on the properties button.

6. Click on the advanced button and go to the WINS tab.

7. Click on the Radio button that says Enable NETBIOS over TCP/IP

8. Click on ok on all of the windows to apply this setting.

*NOTE* If any of the options are greyed out and when you double click on the Internet Protocol does nothing then it means you do not have the relevant rights to get into this option so you will need to pass this to your IT Person / Helpdesk.

Local Administrator :

1.
Go to control panel

2.
Go to user accounts

3.
click on create or add a new user

4.
call this user scans

5.
When it requests if you want this user to be an administrator select the radio button to be an administrator.

6.
Click on next or finish to finish adding this user.

7.
Make sure you are back in user accounts and then click on the user you created above and click on create password

8.
Enter a password you want for this account such as password or sendscans ( the password can be whatever you want it to be )

9.
Then go back to the section called 

Setting / configuring the photocopier to do scan to folder

10. Follow the instructions in the above named section and ensure that the username and password and path are all correct and that the connection succeeds – once the connection succeeds you can click on ok until you get to the exit button(s) and then click on exit until you get to the main screen.

