SETTING UP SCAN TO EMAIL

Please follow this procedure to set-up new users for scanning to e-mail on your machine.

1.) Obtain the machines ip address, this can be done by printing a configuration page from the m/c, to do this press the user tools button (top left or right on copier, says 123 on button) then press printer features, then press list/test print tab, then press print configuration page, exit the user tools menu by pressing exit top right back to the normal copier screen

2.) The configuration page should have printed displaying the machines configuration including the ip address

3.) Enter the ip address for the machine into a web browser
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4.) Click onto admin mode and enter the nib password, as default this will be user name= admin, with no password case sensitive

5.) Once logged in via the browser click onto Configuration, device settings and then email
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6.) Enter you e-mail settings here 
· Admin email address

· Reception Protocol – set to SMTP

· SMTP Server Name – this can be the ip address or hostname of the SMTP server

7.) Once this has been set-up, click onto address book on the left hand side
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8.) Click onto add at the top of the page to add a new user for scanning and to open up the add new user set-up page. Unless this is an existing user in which case select the radio button next to the user and click on change at the top of the page.
9.) Make sure the following fields have been completed 

*name – name for the destination

*key display – name that will be displayed on the copier display

* SMTP Authentication – click on specify other auth info below and login username is your email address and password if you have one will be the password for your email account

*e-mail address- email address where scanned document will be sent to

*user name as destination and sender 

10.) Click onto ok at the top right of the page when this has been completed

11.) Close the web browser and test scan to email

12.) Large email documents may be split into smaller files when being sent, (default setting 2mb) to increase this size or disable the feature access user tools, scan feature, reception settings, divide and send set to no, and set max email size to no
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