Scanning to Email

Scan and send a document using the Scan and Send feature on the device.

Step 1: Tap your Creighton ID, or enter your NetID and password to log
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e Review your balance (applicable to student devices only) and tap OK
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Step 3: Select “New Destination” or you also have the option to “Send to
Myself”
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e Type the email address where you would like the file sent
e Oryou can select the option “Send to Myself”
e Select “OK” twice to confirm

Step 4: Load your original documents

e Place your documents face up into the feed tray or face down onto the glass

Step 5: Press the green “Start” button

e Don't forget to log out when finished

Main Menu
Quick Menu PQRS <y
=¥ wy/m Mo 7 9 Settings/
- Sﬁ;‘f,f.'.}'ﬂ _ = _ Registration
) & o) i COLﬁler
& rgr(tnw) I . {nlm - Check
ID (¢

Status Monitor/Cancel

&

1) Available Balance: (54.42)

LI o3

Bluejay @ @@
Print and Post



