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Scanning Using PaperCut: (

Icons Are PaperCut Functions)

Scan

From the main menu
select scan with the green
icon (PaperCut scanning)

N

Accessibility Counter lepperts

Select function to use.

O
g g
Copy Scan/Fax

Utility

Release Scan

PaperCut will take you to
your scan options:

1. Scan to My Email

2. Scan to a Network
Folder/ Drive

3. Scan to OnBase

These are the folder are
specific to you and your
department.

If you do not see a folder
you need please call the
Help Desk at 5050 to
create a ticket to have
the folders needed
added.

< PaperCut!|

Scan Actions

-

: ;'Jz_J Scan to My Email

L

S Biological Sciences
T Physical Sciences

sgriggsd E-b

that have been mapped to your profile..

* OnBase Folder will be located with all the other folders
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On this area you can:

o
< - dsteidle
1. Change the Subject of PaperCut! -
the Email. Scan Details
2. Change the nameofthe Color POF

dsteidle@kmbs.konicaminolta.us

attached file

\ 1-sided
3- Se|eCt Change Settlng Your scan (Scan to My Email) Letter Portrast
For More Options
scan_dsteidle_2019-03-15-09-29-42 300 DPI
4. document.
Change settings

Addone Peges Peroope “

; R . -]
Scan setting options are: < PaperCutMF diciife
1. Duplex Scan Settings
2. Orientation
3. Paper Size
4. File Type :
Dupl d 1-sided 2-sided Fil PDF TIFE JPEG
5. DPI uplex mode side side: ile type
6. Color Mode
Orientation Portrait Landscape DPI 200 300 400 600
Paper size LETTER = LEGAL 11X17 Color mode Color Grayscale B&W

Additional pages New document

Press Start To Send Job |[—

Once you select Start you
will be logged out of
PaperCut.
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PaperCut Scanning Options Description:

Additional Pages-Additional pages allows for job build functionality from the document feeder
and the glass to make one attachment.

1. Select Additional Pages options.
< PaperCut 4

Scan Details

2. Scan pages from the document feeder and/or glass
3. Once scanning is complete selct Finish, this turns off memory

[a]

i5es L WO
M
¢ =
K
Quality/Density Simplex/Duple:

Job No. Resolution . Color
3808 S 300x300dpi 1-Sided
FFine

Press Start to begin Transmission

Number of Locations

Number of Originals

Change Setting ] Finish J

4. Then press Start (this will make one attachment)
5. Now you have the option of sending the document by pressing Send and being logged out
OR
6. Select Scan New Document to scan another document to be sent in the same email.
PaperCut [ fepperts

Please place the next page(s) and press 'New Scan Document for next
scan.

Otherwise press 'Send' 1o send the completed scan

He Seanpeciman: “

Example: Scan 100 sheets from the document scanner, select additional pages, scan document
from glass. Select scan and document will be sent as one document.
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New Document: Enables multiply documents to be scanned and sent in one email.

Example: Scan 1% document, select New Document, scan 2"* document. Select send and both
documents will be sent in one email with two attachments.

£ papercut dsteidle
Scan Details

Color PDF
dsteidle@kmbs.konicaminolta.us

1-sided
Your scan (Scan to My Email)

Letter Portrait
scan_dsteidle_2019-03-15-09-29-42 300 DPI

Change settings

Adationai pages [ New document [ sm |
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OnBase Users: Konica Minolta Scanning Process

Recommend using KM scanning for applications that are multiply pages documents where each
page needs to be an individual document sent to user directly into OnBase.

Option #1: Scanning documents directly into OnBase

1. Select OnBase folder located on main menu
R Ischneid
Select function to use.

& -

OnBase-
Copy Scan/Fax AeS Nestor
Scan

Utility

2.Select Page Separation (it will default to 1) This will give you one document with each page
being an individual attachment

Separates the file according to the specified number of pages.
Enter the number of pages using the keypad.

File Type Page Setting
IE] PDF &= | Compact PDF i PDF Detail Setting _ b

E-mail Attach Method

Sent as 1 E-mail I
1 File per E-Mail I

3. Press Ok
4. Select Start to send your job

After you select Start, you will return to the main Scan/Fax screen.
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Separates the file according to the specified number of pages
Enter the number of pages using the keypad.

File Type Page Setting

IE]PDF 2% | Compact ] Muti Page PDF Detail Setting _:

Page Separation
L-&Q gt par

E-mail Attach Method

Sentas 1 E-mail
1 File per E-Mail

Multi Page-This option will send the entire contents of what you put in the document feeder as
one document

Page Separation: Enables a group of documents to be put into the document feeder to be
scanned at one time and scanned as separate documents/attachments.

Example #1: 10 documents that are 10 pages. You can load the 100 pages into the
document handler on top of MFD, select 10 in the Page Separation and every 10 pages
will be scanned as one document. 10 documents will be in one email or scanned directly
into OnBase as 10 separate documents if you have the OnBase icon on your desktop.

Example #2: 100 documents that are 1 page individual documents. You can load the
100 pages into the document feeder on top of MFD, select 1in the Page Separation area
and every 1 page will be scanned as one document. 100 documents will be sent to you in
one email or if you have the OnBase icon they will be sent directly to OnBase.

Sent as 1 email: This option is the default, everything you scan will be sent in one
email/document.

1 File Per Email- This option will take each page or group of pages if you have selected more
than 1 page in the page separation option and send in a single email /document.

I
I

KONICA MINOLTA



COLUMBUS STATE

COMMUNITY COLLEGE

Mixed Originals: Select Mixed Originals when you have documents to be scanned that are the
same width, 8.5x11 but are different lengths, 11” or 14”.

Select No Original Settings

BV No. of Originals C) Quality/Density

Simplex/ Name/Subj Original
Duplex Name/Other Separate Scan Sattings Book Original Original Type Density Bkgd.Remova

. -
L) waa il B Coooiaeni
1-Sided O OFF M TexyPhow § standard
hd| n 1>
" - T T ——— "

A) B) C) D) E)
Quality/ Stamp/
Density Composition

[—) m= === [ <) >

Basic

Applicalinn

Select Mixed Originals Same Width 8.5, but are differept lengths, 11” or 14”.

Original Settings

No Original
Settings

Original Setting

’ L IF Binding Position
Mixed Original n [ 4

OFF

Mded Original
% Same Width

=
Long
f‘ Original || T
EDiﬁerem Width = g Original Direction

Despeckle DJ Sl

If you have selected to scan double sided and have both single sided and 2-sided documents by
selecting the Blank Page Removal feature your blank pages automatically be removed.
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Konica Minolta Scanning to Email:

1. Go to main menu screen.
2. Select Scan/Fax .

Accessibility Counter lepperts - Job List

Select function to use.

O

3. Select Address Book
4. Select Me (Scannigg to your email)

Program lepperts Q Euocton Job List
No. of Addr.  Hz1

lepperts
D = 1

lepperts@kmbs.konicamin

Address Book Favoritel ABGI DA BI’III JKLI HHOI PﬂﬂSI TU\fI WX_YZI etc I All I
| g gt Group EA E-mail A E-mail
L Babies ann Mike B

Job History

Check Setting

& E-mail & E-mail B E-mail B2 E-mail & E-mail
Addr. Search 8 KURT brett jon Kavaughn bobbie

EA E-mail
E Addr.Reg. Andrew

@ ! ﬁ 'm =L |
¢ S 300dpi L Compact No (ﬁinal )
1-Sided F Fine Auto Color Settings ON [ OFF

Simplex/ Resolution Color Fil. Type Original Name/Subj Separate Scan App'ica“un
Duplex Settings Name/Other

5. Touch File Type
6.Default will be Multi-Page and Compact PDF
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7.Select Page Separation (it will default to 1) This will give you one email with each page
scanned being an individual attachment.

Separates the file according to the specified number of pages
Enter the number of pages using the keypad

File Type Page Setting

lﬂ PDF Compact PDF [} mutiPage I PDF Detail Setting

Page Separation

E-mail Attach Method

Sentas 1 E-mail I
1 File per E-Mail I

8. Press OK
9. Select Start to send your job
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