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Preface

Thank you for purchasing Scan Kiosk II V3.1.1. Please read this manual thoroughly before
using the product. This is to familiarize you with the application’s capabilities, and make the
most of its many functions. After reading this manual, store it in a safe place for future
reference.

How to Use This Manual

This manual assumes that the reader has a good understanding of Canon’s DR G-Series
scanners and how to use a tablet PC.

This manual instructs the user on how to use Scan Kiosk II V3.1.1. This manual does not
provide instructions on how to specify Windows settings on the tablet, or how to configure
Scan Kiosk II. For instructions on configuring Scan Kiosk 11, see the “Scan Kiosk II Setup
and Administrator’s Guide.”

Symbols Used in This Manual

The following symbols are used in this manual to explain procedures, restrictions, handling
precautions, and instructions that should be observed for safety.

A WARNING Indicates a warning for operations that may lead to death or injury to people
if not performed correctly. To use the tablet PC safely, always pay attention
to these warnings.

A\ CAUTION Indicates a caution for operations that may lead to an injury if not performed
correctly. To use the tablet PC safely, always pay attention to these cautions.

O IMPORTANT Indicates operational requirements and restrictions. Be sure to read these
items carefully to operate the machine correctly, and avoid damaging the
machine.

& NOTE Indicates a clarification of an operation, or contains additional explanations
for a procedure. Reading these notes is highly recommended.

Buttons Used in This Manual

The following button names are a few examples of how buttons to be pressed are represented
in this manual:

Tablet PC [Button Name]
Example: Press [OK]
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Displays Used in This Manual
The keys/buttons that you should press are marked with a circle, as shown below.
When multiple keys and buttons can be pressed, all keys and buttons are marked.

Example:

1. Press [FTP].

... userl

Home

83 Job Buttons 12 \ i. \ 'ﬂ"’ Press this

> button for
."3 About - ti
- E-mail FTP Shared folder opera 0n.
User Settings
Administrator < '! %‘\
Settings £ - A
W ,
Logout
USB memory FAX Printer

Power Off

Ver. 3.2.1708.2102_SKII_2.0.0.0008

Hyperlinks

When this manual is in its native PDF form, the blue underlined text represents a hyperlink to
the corresponding sections of this manual or to external Web sites.

For example: See Chapter 1, “Introduction,” on p. 11.

Likewise, all entries in the Table of Contents are hyperlinks.

6 Scan Kiosk 11 V3.1.1 User’s Guide



Legal Notices

Trademarks

Canon and the Canon logo are registered trademarks, of Canon Inc. in the United States and
may also be trademarks or registered trademarks in other countries.

imageFORMULA is a trademark of Canon Electronics Inc.

Microsoft, Windows, Windows Server, and Internet Explorer are registered trademarks of
Microsoft Corporation in the United States and are trademarks or registered trademarks of
Microsoft Corporation in other countries.

Adobe, Acrobat, and Adobe Reader are registered trademarks or trademarks of Adobe
Systems Incorporated in the United States and other countries.

Other product and company names herein are, or may be, the trademarks of their respective
owners.

Copyright
Copyright 2024 by Canon U.S.A., Inc. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or by any means,
electronic or mechanical, including photocopying and recording, or by any information
storage or retrieval system without the prior written permission of Canon U.S.A., Inc.

Disclaimers
The information in this document is subject to change without notice.

CANON U.S.A., INC. MAKES NO WARRANTY OF ANY KIND WITH REGARD TO
THIS MATERIAL, EITHER EXPRESS OR IMPLIED, EXCEPT AS PROVIDED HEREIN,
INCLUDING WITHOUT LIMITATION, THEREOF, WARRANTIES AS TO
MARKETABILITY, MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE
OR USE OR NON-INFRINGEMENT. CANON U.S.A., INC. SHALL NOT BE LIABLE
FOR ANY DIRECT, INCIDENTAL, OR CONSEQUENTIAL DAMAGES OF ANY
NATURE, OR LOSSES OR EXPENSES RESULTING FROM THE USE OF THIS
MATERIAL.
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Important Safety Instructions

To ensure the safe operation of this product, be sure to read the safety warnings and
precautions described below.

Installation Location
Make sure that the location where the tablet PC is installed meets the criteria described below.

e Provide adequate space around the product for the proper operation, maintenance, and
ventilation.

e Avoid locations where a considerable amount of dust accumulates.

e Avoid warm or humid locations, such as in the vicinity of a water faucet, water heater, or
humidifier.

e Avoid locations where the fumes from ammonia, paint thinner, or other volatile
chemicals may be present.

e Avoid locations that are subject to vibration.

e Avoid exposing the product to rapid changes in temperature. If the room in which the
product is installed is cold, but rapidly heated, water droplets (condensation) may form
inside the product.

e Avoid locations near equipment that generate a magnetic field, such as speakers,
televisions, or radios.
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Power

e Connect the power plug to a power outlet of the rated voltage and power supply
frequency (either 120 V, 60 Hz or 220-240 V, 50/60 Hz, depending on your region).

e Do not connect other electrical equipment to the same power outlet to which the product
is connected. Also, when using an extension cord, make sure that the extension cord is
rated for the current requirements of the tablet PC.

e Never try to disassemble the AC adapter or modify it in any way, as this is extremely
dangerous.

e The power cord and AC adapter may become damaged if they are often stepped on, or if
heavy objects are placed on them. Continued use of a damaged power cord and AC
adapter can lead to an accident, such as a fire or electrical shock.

e Do not use the power cord while it is coiled.

e Do not pull directly on the power cord. When disconnecting the power cord, grasp the
plug and remove it from the outlet.

e Keep the area around the power plug clear of objects, so that the power cord can be
disconnected easily in an emergency.

e Use only the AC adapter provided with this product. Also, do not use the AC adapter
provided with any other electrical devices.
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Handling

Follow these precautions whenever you use the product. Failure to do so, may result in a fire
or electric shock.

A WARNING

e Never use alcohol, benzene, paint thinner aerosol sprays, or any other highly flammable
substance near the product.

¢ Do not cut, damage, or modify the power cord or AC adapter. Do not place heavy objects
on the power cord or AC adapter, and do not pull or excessively bend the power cord.

e The supplied power cord set is intended for use with this product only. Do not use it with
other electronic equipment. In addition, do not use power cord sets other than the one
supplied with this product.

e Never connect the power cord when your hands are wet.

¢ Do not connect the product to a multi-plug power strip.

¢ Do not knot or coil the power cord. When connecting the power cord, make sure that the
power plug is securely and completely inserted into the power outlet.

e Never try to take the product apart or modify it in any way.

e Never try to take the AC adapter apart or modify it in any way.

e When cleaning the product, turn the power OFF and disconnect the power cord from the
power outlet.

¢ Do not allow water or flammable substances (alcohol, paint thinner, or benzene) to spill on
the product.

¢ Do not use the product with a power supply voltage other than 120V/220V to 240V AC.

A CAUTION

¢ Do not install the product on a surface that is unstable or tilted, or in an area subject to
excessive vibrations, as this may cause the product to fall, and result in personal injury or
damage to the product.

¢ Do not drop the product or subject it to impact or strong shock. Should the product ever
become damaged, immediately turn the power OFF, and disconnect the power plug from
the power outlet.

¢ Do not place objects on top of the product, as they may tip over and fall, resulting in
personal injury.

e Turn OFF the power for safety when not using the product for a long period of time, such
as overnight. Also, turn OFF the power, and disconnect the AC adapter from the product
and disconnect the power cord from the power outlet for safety when the product will not
be used for an extended period of time, such as during consecutive holidays.
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Chapter 1 Introduction

This chapter provides an overview of the Scan Kiosk II solution, the parts and functions of
the product, how to enter characters on the pop-up virtual keyboard, and an overview of the
User settings.

1.1 Overview

Scan Kiosk II consists of a desktop Windows tablet PC and stand, support for a specific
series of DR scanners, the Flatbed Scanner Unit 201, and optional USB keyboard.

Scan Kiosk II provides a Web-based scanning framework and scanning Web service
that enables users of select imageFORMULA scanners to scan to one of multiple
locations, including a shared folder, e-mail account (if configured), fax, FTP server,

printer, and USB memory.
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1.2

Parts and Their Functions

This section describes the tablet PC’s parts and their functions, and the Home screen.

Front and Side Views

@® Power Button:
Press to turn the tablet PC ON.
@ Indicator Lights (From Left to Right):
Power Indicator:  Lights green when the
power is ON.
Hard Disk Drive: Lights green when there is
HDD activity.
Network Indicator: Lights green to indicate a
network connection.
@ Tablet PC Stand:

Provides a stable platform to which the tablet
PC must be attached.

@

Touch Panel Display:
Touch this screen to operate the Scan Kiosk Il
application.

Bottom

View

@

Serial Ports:
Not used in this configuration.

@

Network Ports:
Connect an Ethernet cable to configure your
network for the Scan Kiosk Il solution.

USB 3.0 Ports:
Connect up to four USB peripherals, such as
a USB keyboard, mouse, and USB memory.

Power and HDD Indicator Lights:

The Power indicator lights green when the
power is ON. The HDD indicator lights yellow
when there is HDD activity.

Power Connector:
Connect the supplied AC adapter plug.

12
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Home Screen

Description

Home

.?:j Job Buttons

..:j About

&

User Settings

Administrator
Settings

Logout

Power Off

o~ ¢
L D [ 2
T \ 3
o ,

E-mail FTP Shared folder
a4 >
- N>

USB memory FAX Printer

Ver. 3.2.1708.2102_SKII_2.0.0.0008

[ ]
aa Default

This button shows the user who is logged on to the device.

Press [Home] to go directly to the Home screen from another screen. The
button is grayed-out when the user is on the Home screen.

a:: Job Buttons

Press [Job Buttons] to go to the Job Buttons screen. The button is grayed-
out when the user is on the Job Buttons screen.

&:: About

Press [About] to view the device information, such as the device’s IP
address.

Press [User Settings] to open the User Settings menu screen. The button is
grayed-out when the user is in the User Settings menu.

Administrator
Settings

Press [Administrator Settings] to open the Administrator Settings password
screen. All sidebar buttons, except Logout and Power Off, are grayed-out
when the user is in the Administrator Settings menu.

E" Logout

Press [Logout] to log off the system.

(l_) Power Off

Press [Power Off] to shut down and power OFF the system.

& A Press [E-mail] to start the scan-to-e-mail flow, and access the Address
= selection screen. [E-mail] is only displayed if the Administrator configured
an e-mail server.
E-mail
i’ Press [FTP] to start the scan-to-FTP flow.
FTP

Scan Kiosk 11 V3.1.1 User’s Guide
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Home Screen

Item

Description

»

Shared folder

Press [Shared folder] to start the scan-to-shared folder flow, and access

the Address selection screen.

P 4
&

Press [USB memory] to start the scan-to-USB memory flow.

USB memory
N
- Press [FAX] to start the scan-to-fax flow. [FAX] is only displayed if the
V 4 Administrator configured a Fax server.
FAX
)
%.,*
\ ’ Press [Printer] to start the scan-to-print flow.
~V
Printer
‘ Press [OneDrive] to start the scan-to-OneDrive flow.
OneDrive
Press [SharePoint] to start the scan-to-SharePoint flow.
SharePoint

14
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1.3 Entering Characters

This section describes how to enter characters using the pop-up virtual keyboard or
optional USB keyboard that is attached to the Windows tablet PC.

1.3.1 Entering Characters Using the Virtual Keyboard

If you touch a text box and the pop-up virtual keyboard appears, enter characters
using the keys displayed on the touch panel display.

O IMPORTANT
Certain keys on the keyboard, such as [CTRL] and [ALT] only work in the
Maintenance (Windows Administrator) mode.

Scan Kiosk 11 V3.1.1 User’s Guide
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1.

When the pop-up virtual keyboard appears, enter characters.

&123  Ctrl

Enter

A shift
/

< P

To enter uppercase letters, press [1T], [SHIFT], or [CAPS].

To enter a space, press the space bar.

To move the cursor, press [<] or [>].

To display the elongated (full) keyboard, press [EZ] = select the full-size
keyboard layout.

To switch between letters, numbers and symbols, press [&123] = enter the

desired numbers or symbols. To scroll through the symbols press [] [@].

To go to the next field on the screen, press [Tab].

To change the layout of the keyboard, press [EZ].

To fix the keyboard to the bottom of the screen, press [E=I]. To enable a floating
keyboard, so that you can drag it anywhere on the screen), press [[2=].

&123 | Ctrl

£’ NOTE

o If you make a mistake when entering characters, press [ <XI] (Backspace), or
press [<] or [>] to position the cursor = press [ <X]] (Backspace) to delete the
characters.

e The maximum number of characters that you can enter vary, depending on the
fields in which you are entering characters.

e The [ENTER] key () acts as if you pressed [OK] on the screen. It does not
move you to the next line in a field.

16
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2. When you have entered all characters, press [ X] to close the keyboard.

&123  Cirl

Scan Kiosk 11 V3.1.1 User’s Guide
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1.3.2 Entering Characters Using a USB Keyboard

If you connect a USB keyboard to the machine, you can enter characters using that
keyboard.

1. Press the text boxes into which you want to enter characters = make sure the
cursor is focused in the text box — enter characters.

If a virtual keyboard appears, press [ X] to close the virtual keyboard.

Administrator Settings > Device Configuration > SMB Settings
® Allow SMBV1 Y Enable
u WINS Server IP Connection
[ [ ] test
Cancel OK J

O IMPORTANT
The ENTER key on the USB keyboard is only used to enter line breaks, and to

log in on the Log In screen.
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Chapter 2 Using Scan Kiosk Il

This chapter describes how to use the Scan Kiosk II solution. It also shows how to log on to
Scan Kiosk II (if configured), and how to use Job Buttons, scan to a shared folder, an e-mail
address (if a mail server is configured), and to USB memory.

21 Logging On

If the Administrator configured an Authentication server and log-on credentials, you
must log on to the device.

There are two log on screen types:

1. List Type: You must select your user name from a list of registered users.
2. Key-in Type:  You must enter your user name and password.

O IMPORTANT
The User Name and Password fields are case-sensitive.
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1.

Log on to the device.

1.1 If the Administrator configured the List Type Login screen, select your user
name from the list = enter your password in the [Password] text box.

For instructions on entering characters from the pop-up virtual keyboard or
USB keyboard, see “Entering Characters,” on p. 15.

Login

B Password [ ]

Administrator Settings Login >

»

20
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1.2 If the Administrator configured the Key In Type Login screen and an
Authentication server, from the Authentication Server drop-down list, select

the Authentication Server = enter your user name in the [User name] text
box = enter your password in the [Password] text box.

For instructions on entering characters from the pop-up virtual keyboard or
USB keyboard, see “Entering Characters,” on p. 15.

Login

Enter user name and password.

B Authentication Server Device —

Device |

B User name [

u Password [

Administrator Settings » Login >

2. Press [Login].

The Home screen appears.

O 1MPORTANT
The Home Screen displays only those features and functions which have been
enabled and configured by the Administrator. Cloud destinations (OneDrive and
SharePoint) are available only to Scan Kiosk II local accounts created by the system
administrator, and domain accounts when the system administrator has set up
authentication servers. If you need to scan to a cloud account but do not have your
own Scan Kiosk II account, contact your local administrator.
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2.2 Scanning to an E-Mail Address

This section describes how to scan to an e-mail address.

O MPORTANT
The Administrator must set up a mail server before you can send a scanned document
to an e-mail address. The Home screen only shows [E-mail] if a mail server has been
configured.

1. From the Scan Kiosk II Home screen, press [E-mail].

Home

-.:j Job Buttons I, ¢ E‘ \ .ﬂ”'

>
.’J About
Bmia "
E-mail FTP Shared folder
User Settings
Administrator v ‘, (%f»_
Settings { w 4
Logout
USB memory FAX Printer

Power Off

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been configured

by the Administrator).
Address selection
Select address.
B Address Book type Shared Address Book v ® Address type [*=] E-mai -
. My Address Book | 1,!1
=] User 1 Shared Address Book (@domain.com
[=] User2 user2@domain.com
Al Clear
Bk
»
»
ABC| DEF| GHI | JKL | MNO| PQR| STU | VW)(| YZ | 09 |
> | Back ‘ Next >
[My Address Book]: Contains all of your registered destinations that are stored

on the device.

[Shared Address Book]: Contains all of the shared registered destinations that are
stored on the device.

[LDAP Address Book]: Ifan LDAP server is configured by the Administrator,
you can search the LDAP server for addresses.
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Select the destination e-mail address from the list.

Address selection

Select address.
B Address Book type

=] User 1
=] User 2

Shared Address Book

v ‘ B Address type

Name Address 1/1

userl@domain.com

user2@domain.com

=] E-mail v ‘

Al Clear

Edc

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back

Next >

To scroll through the list of e-mail addresses, press [¥] or [ A].

To filter the list by name or number, press [ #c | o | e | s [ o | por | st [ woc| vz | oo ],

Press [Next].

If you do not want to scan and send your document to the selected address, press

[Back].

The Scan/Send Settings screen appears.

24
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5. Specify the Scan and Send Settings = place the document you want to scan into the
scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan [ Send Settings

Touch [Start] to start scanning. (u Scan Settings )
Name Address D Auto size v |
& User 1 userl @domain.com

B! Black and White v|

& 150dpi v |

% Simplex v |

Detailed Settings ), |

Details » 1/1
é )
PDF / Multi SEEL B Brightness
RN R
File Format » ‘ @ Prescan F.
— \_ 3 J
Send Settings " Default ‘ Dark | Bright
\ J
L e

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 6, and the Address Confirmation
screen in step 9.

Scanning starts.

A preview screen appears with a confirmation message.
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Press the desired action button.

Scanned 2 pages

Confirmation

AEpa) IRy 240 SUONRIEDUL

atp sn Furad ‘paurewuar aouds JUE|q £ YUI JO U IARS 0] pANIHO
araw o[ LAy 131 ydesFesed 24 01 woRPPE i oquids aeidas v
13puR] 01 PapadU SARITOSRI Pu 108] U 30 H6NEN SYdRITRIT Funouap
103 $50] pUE $S3| P3S AUNEIQ MO A ‘FUIR 1940) T YFRCIR )|
i 2 e @y padeis sea i “Anpo mouws am meojid ag 21| payoof i
230120 oEY U] K3 U} SI99M1 UBLY) f SHAHKFING SIL 0) 10U & 3101 NF]

Do you want to continue scanning?

Cancel

Cantinue

Cormplete

U 252 BN Y U [PADAJY Wt 1003t einand paow
yoUaL] ot w0y 3100 ydesfied S8 Moty m pios L

ydaramg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner

= press [Continue] to scan more documents. When you are finished scanning,
press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.

26
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7. Preview and confirm the scanned images.

This is a black and white document 14 page

Te get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own, > |

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need. . |

e

M Scan number

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

This is a black and white document R
To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

tab of the ribbon, just tap the option you need. * ‘
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment. - ‘
¢ | % |
a | a |
Back Scan more pages Semn
> Press to display the previous or next image.
P Press to go to the first or last image.
| GoTo Enter a specific page number, and the press
| | [Go To] to go directly to this page.
[Scan number] Displays the total number of pages that were
<current number of pages> scanned.

[File size]

L Displays the scanned file’s size in KB.
<current file size in KB>

A ‘ Press to view different areas of the scanned
image. If the image is enlarged, you can use
v ‘ your finger to move around the image.
Press to rotate the image 90 degrees each
4 ‘ o g g

time the buttons are pressed.

= @&, Press to zoom in and out of the image.

Press to go back to the Scan/Send screen, and

Scan more pages .
scan more pages to add to this file.

Press [Back] to return to the previous page.

O 1MPORTANT
When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return
to the Send screen.
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8. Press [Send].

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. M
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

Fy . 4

This is a black and white document B

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.
v

B
2 | a |

[ )]
Back Scan more pages !!; Send
(. =]

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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9. Confirm the e-mail addresses to which you want to send the scanned images —
press [OK].

Addresses confirmation

Send the files to the following addresses?

Skip Name Address
L] , 11
v b o A

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.
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2.3 Scanning to an FTP Server

This section describes how to scan to an e-mail address.

O IMPORTANT
The Administrator must set up an FTP server before you can send a scanned
document to it.

1. From the Scan Kiosk Il Home screen, press [FTP].

Home

...a Job Buttons (o ' i‘ \ .ﬂo'

W
..-fj About

E-mail FTP Shared folder
User Settings
Administrator ‘, &f"“
Settings . v 1
Logout

USB memory FAX Printer

Power Off

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been configured

by the Administrator).

Address selection

Select address.

@
[ =] o
@ Home

..:j Job Buttons

H Address Book type

...dj About
User Settings

Administrator
Settings

Logout

Power Off

[l Fe

My Address Book

B Address type

My Address Baok

Shared Address Book

LDAP Address Book

All Clear ‘

AEC‘ DEF| GHI| JKL ‘ MNC“ PQR‘ STU|VWX| YZ ‘ 079‘

[My Address Book]:

on the device.

Contains all of your registered destinations that are stored

[Shared Address Book]: Contains all of the shared registered destinations that are
stored on the device.

[LDAP Address Book]:

If an LDAP server is configured by the Administrator,

you can search the LDAP server for addresses.
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3. Select the desired FTP server from the list.

Address selection
Select address.
® Address Book type Shared Address Book v ‘ ® Address type @ FTP v ‘
112
&l 1S 7.5 FTP Quota ftp.testlab.rdc/quota
Eﬁ RDC FTPES Server ftp.testlab.rdc/skii-scan
Eﬁ RDC FTPES Server Login ftp.testlab.rdc/skii-scan A
Eﬁ RDC FTPES Server PASY ftp.testlab.rdc/skii-scan
Eﬁ RDC FTP Server ftp.testlab.rdc/skii-test
Eﬁ RDC FTP Server PASV ftp.testlab.rdc/skii-test All Clear
@ RDC FTPS Server ftp.testlab.rdc/skii-scan
Ell RDC FTPS Server Login ftp.testlab.rdc/skii-scan -
Eﬁ RDC FTPS Server PASV ftp.testlab.rdc/skii-scan L
Bl Rebex Tiny SFTP PwdAuth 146.184.16.86/
»
ABC ‘ DEF ‘ GHI ‘ JKL ‘ MNO ‘ PQR ‘ STU ‘ VWX ‘ YZ ‘ 09 ‘
| Back ‘ Next >

To scroll through the list of FTP servers, press [ V] or [ A].
To filter the list by name or number, press [ #c | o | e | s [ mo| por | stu | wac| vz | 09 ],
4. Press [Next].

If you do not want to scan and send your document to the selected FTP server, press
[Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan and Send Settings = place the document you want to scan into the
scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan [/ Send Settings

Touch [Start] to start scanning. (m Scan Settings )
Name Address D Auto size v ‘
[l RDCFTP Server ftp.testlab.rdc/skii-test
W Bhckand White W ‘
[ 150dpi v ‘
=] smplex v ‘

Detailed Settings ‘

Details » 1/1
( N\
PDF / Multi Lemar B Brightness
Rl
File Format > ‘ )| Prescan F.—l
\ = y,
Send Settings " Defaul: ‘ Dark ‘ Bright
\, J
< Back ‘ "
o J

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 6, and the Address Confirmation
screen in step 9.

Scanning starts.

A preview screen appears with a confirmation message.
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Press the desired action button.

Scanned 2 pages

Confirmation

AEpa) IRy 240 SUONRIEDUL

atp sn Furad ‘paurewuar aouds JUE|q £ YUI JO U IARS 0] pANIHO
araw o[ LAy 131 ydesFesed 24 01 woRPPE i oquids aeidas v
13puR] 01 PapadU SARITOSRI Pu 108] U 30 H6NEN SYdRITRIT Funouap
103 $50] pUE $S3| P3S AUNEIQ MO A ‘FUIR 1940) T YFRCIR )|
i 2 e @y padeis sea i “Anpo mouws am meojid ag 21| payoof i
230120 oEY U] K3 U} SI99M1 UBLY) f SHAHKFING SIL 0) 10U & 3101 NF]

Do you want to continue scanning?

Cancel

Cantinue

Cormplete

U 252 BN Y U [PADAJY Wt 1003t einand paow
yoUaL] ot w0y 3100 ydesfied S8 Moty m pios L

ydaramg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner

= press [Continue] to scan more documents. When you are finished scanning,
press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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7. Preview and confirm the scanned images.

with your own.

Back

This is a black and white document

Te get started right away, just tap any placeholder text (such as this) and start typing to replace it

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

1/4 page
> |
"

e

M Scan number

This is a black and white document R
To get started right away, just tap any placeholder text (such as this) and start typing to replace it M File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment. ‘
v
€ 3
@ | m |

Scan more pages Sent

> Press to display the previous or next image.
P Press to go to the first or last image.
GoTo Enter a specific page number, and the press

[Go To] to go directly to this page.

[Scan number]

<current number of pages>

Displays the total number of pages that were
scanned.

[File size]

<current file size in KB>

Displays the scanned file’s size in KB.

Press to view different areas of the scanned
image. If the image is enlarged, you can use
your finger to move around the image.

Press to rotate the image 90 degrees each
time the buttons are pressed.

Press to zoom in and out of the image.

Scan more pages

Press to go back to the Scan/Send screen, and
scan more pages to add to this file.

Press [Back] to return to the previous page.

O \MPORTANT

When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return

to the Send screen.
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8. Press [Send].

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. M
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

Fy . 4

This is a black and white document B

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.
v

B
2 | a |

[ )]
Back Scan more pages !!; Send
(. =]

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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9. Confirm the FTP server address to which you want to send the scanned images —
press [OK].

Addresses confirmation

Send the files to the following addresses?

Skip Name Address
L] , 11
v b o A

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.
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2.4 Scanning to a Shared Folder

This section describes how to scan to a shared folder.

1. From the Scan Kiosk Il Home screen, press [Shared folder].

Home

..:j Job Buttons

.‘:j About

User Settings

Administrator
Settings

Logout

Power Off

N

E-mail FTP

A -

USB memory FAX

\ 48

Shared folder

Printer

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book] or [Shared
Address Book].

Address selection

Select address.

B Address Book type | M Address Book v B Address type (] shared folder v

My Address Book

Shared Address Book

LDAP Address Book

All Clear
Edt
»
4
ABC‘ DEF‘ GHI ‘ JKL ‘ MNO‘ PQR‘ STU ‘ VWX‘ YZ ‘ 09 ‘
<4 Back ‘ Next >
[My Address Book]: Contains all of your registered destinations that are stored

on the device.

[Shared Address Book]: Contains all of the registered destinations that are stored
in a shared folder on an Address Book Server.

[LDAP Address Book]: Ifan LDAP server is configured by the Administrator,
you can search the LDAP server for shared folders.
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3. Select the shared folder from the list.

Address selection

Select address.

® Address Book type  Shared AddressBook W ‘ ® Address type

| Scan2Folder \\myServer\\myScans\ .

Name Address 1/1

() Shared folder v ‘

Al Clear

Edc

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW)(‘ YZ ‘ 0—9‘

< Back ‘

Next >

To scroll through the list of folders, press [ V] or [ A].

To filter the list by name or number, press [ #c | o | e | s [ o | por | st [ woc| vz | oo ],

4. Press [Next].

If you do not want to scan and send your document to the selected folder, press

[Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan and Send Settings = place the document you want to scan into the
scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan [/ Send Settings
Touch [Start] to start scanning. r. Scan Settings )
Name Address D Auto size v ‘
| Scan2Folder \\myServer\\myScans), .
W Black and White V‘
@ 150dpi A ‘
=] smolex "
Detailed Settings ,‘
Detais » 1/1
( )
m_ "4 |
PDF / Multi Leras B Brightness
“ @ @ @ I " * e @
File Format ‘ =] Prescan F.
4 B 5
) S
Send Settings " Default ‘ Dark | Bright
\, J
< e R

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 6, and the Address Confirmation

screen in step 9.
Scanning starts.

A preview screen appears with a confirmation message.
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Press the desired action button.

Confirmation

KEpo) aADY 2 SUCNTILAPUL
atp sn Furad ‘paurewuar aouds JUE|q £ YUI JO U IARS 0] pANIHO

araw o[ LAy 131 ydesFesed 24 01 woRPPE i oquids aeidas v
13puR] 01 PapadU SARITOSRI Pu 108] U 30 H6NEN SYdRITRIT Funouap
103 $50] pUE $S3| P3S AUNEIQ MO A ‘FUIR 1940) T YFRCIR )|
i 2 e @y padeis sea i “Anpo mouws am meojid ag 21| payoof i
230120 oEY U] K3 U} SI99M1 UBLY) f SHAHKFING SIL 0) 10U & 3101 NF]

Do you want to continue scanning?

Cancel

Cantinue

Cormplete

Scanned 2 pages

U 252 BN Y U [PADAJY Wt 1003t einand paow
yoUaL] ot w0y 3100 ydesfied S8 Moty m pios L
ydurfamg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner
= press [Continue] to scan more documents. When you are finished scanning,

press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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7. Preview and confirm the scanned images.

with your own.

Back

This is a black and white document

Te get started right away, just tap any placeholder text (such as this) and start typing to replace it

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

1/4 page
> |
"

e

M Scan number

This is a black and white document R
To get started right away, just tap any placeholder text (such as this) and start typing to replace it M File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment. ‘
v
€ 3
@ | m |

Scan more pages Sent

> Press to display the previous or next image.
P Press to go to the first or last image.
GoTo Enter a specific page number, and the press

[Go To] to go directly to this page.

[Scan number]

<current number of pages>

Displays the total number of pages that were
scanned.

[File size]

<current file size in KB>

Displays the scanned file’s size in KB.

Press to view different areas of the scanned
image. If the image is enlarged, you can use
your finger to move around the image.

Press to rotate the image 90 degrees each
time the buttons are pressed.

Press to zoom in and out of the image.

Scan more pages

Press to go back to the Scan/Send screen, and
scan more pages to add to this file.

Press [Back] to return to the previous page.

O \MPORTANT

When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return

to the Send screen.
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8. Press [Send].

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. M
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

Fy . 4

This is a black and white document B

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.
v

B
& | a |

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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9. Confirm the shared folders to which you want to send the scanned images =

press [OK].
Addresses confirmation

Send the files to the following addresses?

Skip Name Address

L] . 11

M "y — A
v

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any

locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the send destination, and then try to

send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen

after sending in Send Settings on the Scan/Send Settings screen.
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2.5 Scanning to USB Memory

This section describes how to scan to a USB memory stick.

1. Place the document you want to scan into the scanner.

2. Insert your USB memory stick into one of the USB ports on the Scan Kiosk II
tablet PC.

3. From the Scan Kiosk II Home screen, press [USB memory].

Home

..:j Job Buttons > 4 F‘ \ .ﬂﬂ’ '
FTP

..:j About
E-mail Shared folder
User Settings
Administrator “ %fx
Settings £ - -
Logout
USB memory FAX Printer

Power Off

The USB Memory screen appears.
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4. Enter the path of the folder directly in the [Path] text box = press [Go].

You can also press [Down] to go into the directory of folders on the USB memory

stick that is displayed.
USB memory
= Path [\I'v'ly Scans| X] [ Go ]

B Free disk space 1218 MB

=" \KINGSTON (D:)

> | Back

3 Down

Next

<Free disk space xx MB> shows how much space is left on your USB memory

stick.

The folders on the USB memory stick appear in the list.
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5. Select the folder into which you want to save the scanned images — press [Down]
to go into the folder.

USB memory

g i [KINGSTON (D) -

B Free disk space 1218 MB

[ Name ] t o |
— s —
1 My Scans bz
1 MY PICS
1 Personal
1 My Music

Edit "
> | Back Next [ ‘

To scroll through the list of folders, press [ W] or [A].

If you want to add new folders, change the folder name, or delete folders from your
USB memory stick, press [Edit].

If you want to delete all files on your USB memory stick, press [Format].

If you do not want to scan and send your document to the selected folder on the
USB memory stick, press [Back].

6. Press [Next].

The Scan/Send Settings screen appears.
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7. Specify the Scan and Send Settings = make sure the document you want to scan is
in the scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan [ Send Settings
Touch [Start] to start scanning. f. Scan Settings A
Name Address 1 Autosie v |
52 User1 userl@domain.com
W Blck and Whice v|
@ 150dpi v|
=|  simplex v|
Detaied Settings ,|
Details » 1/1
W_ o
PDF / Multi ek M Brightness
“ & @ a I « 4 4 a
File Format " - | Prescan F.
) \ 5 y.
Send Settings " Default ‘ Dark | Bright |
< T

O MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 8, and the Address Confirmation
screen in step 10.

Scanning starts.

A preview screen appears with a confirmation message.

Scan Kiosk 11 V3.1.1 User’s Guide 49



Press the desired action button.

Confirmation

KEpan ATy ik SOTRIEDUL
24 s St ‘pouretar aoeds YUE[Q E YUl S0 A1 A 0 PR

aras o[ UL 130 ydnsFesed 4 01 ORIPPE U (0quISS ajeidas v
1PPURI 0] PAPARU SINNOSAI PUE I00E] 1 40 HSHEIDN SYdeiTnd Fupousp
104 53] PUE 33| pasn aurEsaq moao[id Y1 ‘B 1940 T yFnoat dul|

® i 73 & ) padeys sea o “Aopon mous am meajid ag) 21| paYoo 1
230720 om 0] “240 2} SIOU R o SBACFIIG SA| O) 10 §, 25300 10T

Do you want to continue scanning?

Cancel

Continue

Complete

Scanned 2 pages

41,2330 U DAY “UHET [TANDA] Ut SJo0d (i ‘Aydndnind piom
YUALT S W0 300 YdeaTed §8 MOUY 2k RIOM AL

desfiareg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner
— press [Continue] to scan more documents. When you are finished scanning,

press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

screen.
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9. Preview and confirm the scanned images.

This is a black and white document

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

1/4 page
> |
il

[ e

B Scan number

This is a black and white document L
To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment. |
v
¥ | = |
a |
Back Scan more pages Sen
> Press to display the previous or next image.
P Press to go to the first or last image.

—_—

| Go To

Enter a specific page number, and the press

| | [Go To] to go directly to this page.

[Scan number]

<current number of pages> scanned.

Displays the total number of pages that were

[File size]

<current file size in KB>

Displays the scanned file’s size in KB.

A ‘ Press to view different areas of the scanned
image. If the image is enlarged, you can use
v ‘ your finger to move around the image.
Press to rotate the image 90 degrees each
2 ‘ 2 g g

time the buttons are pressed.

Press to zoom in and out of the image.

Scan more pages

Press to go back to the Scan/Send screen, and
scan more pages to add to this file.

Press [Back] to return to the previous page.

O MPORTANT

When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return

to the Send screen.
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10. Press [Send].

This is a black and white document 4 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. »
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

.« . 4
This is a black and white document e

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size

with your own. 82KB

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools an the Insert tab, such as to add a hyperlink or insert a comment.
v

2 | a |

'\
(S —

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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11. Confirm the destination to which you want to send the scanned images —

press [OK].
Addresses confirmation

Send the files to the following addresses?

Skip Name Address

L] , 11

M Ly E— A
v

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any

locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the send destination, and then try to

send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen

after sending in Send Settings on the Scan/Send Settings screen.

Scan Kiosk 11 V3.1.1 User’s Guide

53



2.6 Scanning to a Fax Server

This section describes how to scan to a fax server.

O IMPORTANT
The Administrator must set up a fax server before you can send a scanned document
to it. The Home screen only shows [FAX] if a fax server has been configured.

1. From the Scan Kiosk Il Home screen, press [FAX].

Home

..:j Job Buttons G ' E‘ \ 'ﬂo'

-
.‘] About
=] .
E-mail FTP Shared folder
User Settings
Administrator B ‘, &f"“
Settings - |
Logout
USB memory FAX Printer

Power Off

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been configured

by the Administrator).
Address selection
Select address.
® Address Book type | My Address Book v B Address type D Fax v

My Address Book
Shared Address Book

LDAP Address Book

Al Clear
Fde
»
4
ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ 5TU ‘ VWX‘ YZ ‘ 0-9 ‘
-« Back ‘ Next >
[My Address Book]: Contains all of your registered destinations that are stored

on the device.

[Shared Address Book]: Contains all of the shared registered destinations that are
stored on the device.

[LDAP Address Book]: Ifan LDAP server is configured by the Administrator,
you can search the LDAP server for addresses.
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3. Select the desired Fax address or number from the list.

Address selection

Select address.

B Address Book type ~ Shered Address Book W ‘ B Address type

<3 146.184.16.15 100
@5 146.184.17.0 102
&3 RelayFax 104

11

&3 Fax v‘

Al Clear

Edc

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back ‘

Next >

To scroll through the list of Fax addresses, press [¥] or [A].

To filter the list by name or number, press [ 7 | o [ o | s [mmo | pos | sru [ wex| vz | oo ],

4. Press [Next].

If you do not want to scan and send your document to the selected fax address or

number, press [Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan and Send Settings = place the document you want to scan into the
scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan / Send Settings

Touch [Start] to start scanning. (m Scan Settings )
Name Address D Auto size v |
<¥ 146.184.16.15 100
W Bhckand White W |
[ 150dpi v |
=l simplex v |

Detailed Settings ), |

Details » 1/1
( N\
PDF / Multi SR B Brightness
« % % @ | - + % @
File Format " ) | Prescan r.—l
S . z J
Send Settings " Defautt ‘ Dark | Bright
\, J
L= S
O vPORTANT

If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 6, and the Address Confirmation
screen in step 9.

Scanning starts.

A preview screen appears with a confirmation message.
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Press the desired action button.

Confirmation

KEpo) aADY 2 SUCNTILAPUL
atp sn Furad ‘paurewuar aouds JUE|q £ YUI JO U IARS 0] pANIHO

araw o[ LAy 131 ydesFesed 24 01 woRPPE i oquids aeidas v
13puR] 01 PapadU SARITOSRI Pu 108] U 30 H6NEN SYdRITRIT Funouap
103 $50] pUE $S3| P3S AUNEIQ MO A ‘FUIR 1940) T YFRCIR )|
i 2 e @y padeis sea i “Anpo mouws am meojid ag 21| payoof i
230120 oEY U] K3 U} SI99M1 UBLY) f SHAHKFING SIL 0) 10U & 3101 NF]

Do you want to continue scanning?

Cancel

Cantinue

Cormplete

Scanned 2 pages

U 252 BN Y U [PADAJY Wt 1003t einand paow
yoUaL] ot w0y 3100 ydesfied S8 Moty m pios L
ydurfamg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner
— press [Continue] to scan more documents. When you are finished scanning,

press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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7. Preview and confirm the scanned images.

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own. > |

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need. M |

s

B Scan number

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

This is a black and white document R
To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B

e

jol

ry
v

ﬁ

Back Scan more pages Sent

Press to display the previous or next

B .
image.
M Press to go to the first or last image.
[ e Enter a specific page number, and the
press [Go To] to go directly to this page.
[Scan number] Displays the total number of pages that
<current number of pages> were scanned.

File si
[File size] L Displays the scanned file’s size in KB.
<current file size in KB>

Press to view different areas of the

_‘ scanned image. If the image is enlarged,
- ‘ you can use your finger to move around
— the image.
> ‘ Q2 Press to rotate the image 90 degrees each
time the buttons are pressed.
Q Press to zoom in and out of the image.

Press to go back to the Scan/Send screen,
and scan more pages to add to this file.

Scan more pages

Press [Back] to return to the previous page.

O MPORTANT
When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return
to the Send screen.
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8. Press [Send].

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. M
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

Fy . 4

This is a black and white document B

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.
v

B
2 | a |

[ )]
Back Scan more pages !!; Send
(. =]

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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9. Confirm the fax address to which you want to send the scanned images —
press [OK].

Addresses confirmation

Send the files to the following addresses?

Skip Name Address
L] , 11
v b o A

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.

Scan Kiosk 11 V3.1.1 User’s Guide



2.7 Scanning to a Printer

This section describes how to scan to printer.

1. From the Scan Kiosk II Home screen, press [Printer].

Home

= - v

...‘] About

E-mail FTP Shared folder
:?. User Settings
Administrator “ &‘/\
Settings — -4
Logout
USB memory FAX Printer

Power Off

The Print Settings screen appears.
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2. Enter the IP address of the printer you want to use in the [Printer IP address]
text box.

Print settings

Use passive

o Printer IP address [ ] 2 | mode

o User name [

Save

B Password [ - | password

m Check SNMP enabled printer Confirmation
status

»

-4 Back Next > ‘

If you want to connect to the printer through a firewall, select the [Use passive
mode] check box.

O vPORTANT
The destination printer must have the passive mode enabled, as well.
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If the destination printer requires user credentials, enter your user name in the [User
name] text box = enter your password in the [Password] text box.

Print settings

B Printer IP address

B User name

H Password

Check SNMP enabled printer
status

4

< Back

Use passive
(333333333333 o |mode
user1
Save
sesenene - | password
Confirmation
Next > ‘

If you want your credentials saved to the database, select the [Save password]

check box.
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4. If you want to check if the printer has SNMP enabled, press [Confirmation] next to
<Check SNMP enabled printer status>.

Print settings

B Printer IP address
B User name
H Password

g Check SNMP enabled printer|
status

»

< Back

[333 333.333.333

|' user1

[eesssecd

Confirmation

]

|

Next

Use passive
mode

Save
password

The result is displayed under <Check SNMP enabled printer status>.

5. Press [Next].

If you do not want to scan and send your document to the selected printer, press

[Back].

The Scan/Send Settings screen appears.
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6. Specify the Scan and Send Settings = place the document you want to scan into the
scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the Scan
and Send Settings,” on p. 102.

Scan /[ Send Settings
Touch [Start] to start scanning. (n Scan Settings )
Name Address D Auto size v|
&2 333.333.333.333 333.333.333.333
El Gray v |
@l 150dpi V|
=] simplex v|
Detailed Settings ,|
Details » 1/1
( N
‘g’l
I M Brightness
- @ @ @ I “ @ @ @
| Prescan [ |
— L 5 J
Send Settings " Default ‘ Dark | Bright
\, J
= Spm—

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying the
continue to scan confirmation screen in step 7, and the Address Confirmation
screen in step 10.

Scanning starts.

A preview screen appears with a confirmation message.
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7. Press the desired action button.

Confirmation

KEpo) aADY 2 SUCNTILAPUL
atp sn Furad ‘paurewuar aouds JUE|q £ YUI JO U IARS 0] pANIHO

araw o[ LAy 131 ydesFesed 24 01 woRPPE i oquids aeidas v
13puR] 01 PapadU SARITOSRI Pu 108] U 30 H6NEN SYdRITRIT Funouap
103 $50] pUE $S3| P3S AUNEIQ MO A ‘FUIR 1940) T YFRCIR )|
i 2 e @y padeis sea i “Anpo mouws am meojid ag 21| payoof i
230120 oEY U] K3 U} SI99M1 UBLY) f SHAHKFING SIL 0) 10U & 3101 NF]

Do you want to continue scanning?

Cancel

Cantinue

Cormplete

Scanned 2 pages

U 252 BN Y U [PADAJY Wt 1003t einand paow
yoUaL] ot w0y 3100 ydesfied S8 Moty m pios L
ydurfamg

Cancel

Press [Continue] = place the next document that you want to scan into the scanner

— press [Continue] to scan more documents. When you are finished scanning,

press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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8. Preview and confirm the scanned images.

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own. > |

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need. M |

s

B Scan number

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

This is a black and white document R
To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B

e

jol

ry
v

ﬁ

Back Scan more pages Sent

Press to display the previous or next

B .
image.
M Press to go to the first or last image.
[ e Enter a specific page number, and the
press [Go To] to go directly to this page.
[Scan number] Displays the total number of pages that
<current number of pages> were scanned.

File si
[File size] L Displays the scanned file’s size in KB.
<current file size in KB>

Press to view different areas of the

_‘ scanned image. If the image is enlarged,
- ‘ you can use your finger to move around
— the image.
> ‘ Q2 Press to rotate the image 90 degrees each
time the buttons are pressed.
Q Press to zoom in and out of the image.

Press to go back to the Scan/Send screen,
and scan more pages to add to this file.

Scan more pages

Press [Back] to return to the previous page.

O MPORTANT
When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return
to the Send screen.

Scan Kiosk 11 V3.1.1 User’s Guide



9. Press [Send].

This is a black and white document 14 page

To get started right away, just tap any placeholder text (such as this) and start typing to replace it
with your own.

Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert

|
tab of the ribbon, just tap the option you need. M
Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.

B Scan number

Fy . 4

This is a black and white document B

To get started right away, just tap any placeholder text (such as this) and start typing to replace it B File size
with your own. 82KB
Want to insert a picture from your files or add a shape, text box, or table? You got it! On the Insert A
tab of the ribbon, just tap the option you need.

Find even more easy-to-use tools on the Insert tab, such as to add a hyperlink or insert a comment.
v

B
2 | a |

[ )]
Back Scan more pages !!; Send
(. =]

The Address Confirmation screen appears.

O 1MPORTANT
If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address
Confirmation screen.
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10. Confirm the IP address of the printer to which you want to send the scanned images

= press [OK].

Addresses confirmation

Send the files to the following addresses?

Skip Name Address
L] , 11
v b o A

Cancel 0K J‘

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.
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2.8

Scanning to OneDrive

This section describes how to scan to your OneDrive account.

The procedures below demonstrate what is required to scan to your OneDrive account.
You must first associate your OneDrive credentials with your Scan Kiosk II account,
then you will be able to scan directly to OneDrive.

O \MPORTANT

Scan to OneDrive is not available for the default user. It is available to Scan Kiosk 11
local accounts created by the system administrator, and domain accounts when the
system administrator has set up authentication servers. If you need to scan to
OneDrive but do not have your own Scan Kiosk II account, contact your local
administrator.

0 IMPORTANT

The administrator must enable cloud account access for local device users. Once
enabled, Scan Kiosk II attempts to register itself with the imageFORMULA Cloud
Platform during the next device reboot. If the device cannot successfully register, an
error message displays and cloud account access is disabled.

O \MPORTANT

2.8.1

Scan Kiosk II does not support simultaneous scanning to multiple OneDrive accounts
(e.g., work account and personal account). You can be logged into only one OneDrive
account at a time. If you want to scan to multiple OneDrive accounts, you must scan a
job, disconnect from the OneDrive account, re-connect to a new OneDrive account,
and re-scan.

Connecting to your OneDrive Account

This section shows how to associate your OneDrive credentials with your Scan Kiosk
IT account.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.
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2. From the Scan Kiosk IT Home screen, press [Manage Cloud Accounts].

\ 5 <

Shared folder USB memory

-..j Job Buttons

.‘j About 5
User Settings Printer

Administrator
Settings

Logout

Power Off

Manage Cloud Accounts

13

The Manage Cloud Account screen appears.

3. Press [OneDrive Sign In].

Home

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

oneDrive
Sign in

<8

SharePoint
Sign in

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Use the Refresh button after signing in or out to update the cloud service buttons and table.

Cloud Sign in Duration is controlled by the Scan Kiosk 1T Administrator. Temporary implies active until user logs out of
Scan Kiosk II. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by Scan Kiosk IL.

Refresh Close J

The Microsoft account sign in screen appears.
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4. Enter your Microsoft account user name — press [Next].

B® Microsoft

Sign in

|Emai\‘ phone, or Skype

No account? Create one!

Can't access your account?

Back Next

Q§ Sign-in options
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5. Enter your Microsoft account password = press [Sign in].

o -
BS Microsoft
cusaservplan@outlook.com

Enter password

|Dassword

Forgot password?

Email code to cusa@outlook.com

£’ NOTE

In some instances, it may be required to perform additional identity verification.
You have to perform that verification on your mobile device with the Microsoft

Authenticator application.
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6. Press[Yes].

BS Microsoft
cusaservplan@outlook.com
Stay signed in?

Stay signed in so you don't have to sign in again next
time.

D Don't show this again

7. Atthe “Authentication Successful” screen, press [X] to close the window.

imageFORMULA Cloud Platform

Authentication ~ Successful

Close this page to return to the Scan Kiosk application.

NOTE: you must close Manage Cloud Accounts screen in the Scan Kiosk
application to access Scan to OneDrive and/or SharePoint.

Scan Kiosk 11 V3.1.1 User’s Guide

75



The [OneDrive Sign In] button turns grey. Press [Refresh] to verify that you

connected to your cloud account.

Manage Cloud Accounts

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Scan Kiosk I1. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by

Refresh

Use the Refresh button after signing in or out to update the cloud service buttons and table.
Cloud Sign in Duration is controlled by the Scan Kiosk I1 Administrator. Temporary implies active until user logs out of

Ll

SharePoint
Sign in

Scan Kiosk II.

Close J

Your OneDrive account information appears in the Active Cloud Accounts list.

Active Cloud Accounts Active Cloud Accounts

Cloud Service ‘Cloud Acoount Cloud Sign in Duration

Cloud Service Cloud Account Cloud Sign in Duration

> OneDrive cusaservplan@outlook.com Persistent
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Press [Close] to return to the main screen.

Home

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

OneDrive cusaservplan@outlook.com Persistent .

OneDrive
5ign out

&

SharePoint
Sign in

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Use the Refresh button after signing in or out to update the cloud service buttons and table.

Cloud Sign in Duration is controlled by the Scan Kiosk IT Administrator. Temporary implies active until user logs out of
Scan Kiosk II. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by Scan Kiosk IL.

Refresh Close ‘_‘

The Scan to OneDrive icon is active and available.

\.,5 4

FTP Shared folder USB memory
> |
N -

Printer OneDrive

Manage Cloud Accounts »
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2.8.2 Scanning to your OneDrive Account

This section describes how to scan to a OneDrive account.

O MPORTANT
You must set up a OneDrive server before you can send a scanned document to it.

1. From the Scan Kiosk I Home screen, press [OneDrive].

ii \ %5 N

Shared folder USB memory

=
7 )

Printer OneDrive

Manage Cloud Accounts »

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been
configured by the Administrator). If there are no OneDrive destinations available,
press [Back] to return to the main screen and create your desired destinations (see
“Creating a New Address,” on page 227).

Address selection
userl

[
[ =]
@ Home

..:j Job Buttons

Select address.

o Address Book type My Address Book o Address type @ OneDrive v

'S5

Shared Address Book

LDAP Address Book

..:j About

User Settings All Clear ‘

Administrator »
Settings

Logout
ngc | DEF | oHI | x| MNO | poR | sTU | wx | vz | o9 |

Power Off -« Back Next > ‘

[My Address Book]: Contains all of your registered destinations that are
stored on the device.

[Shared Address Book]:  Contains all of the shared registered destinations that
are stored on the device.

[LDAP Address Book]: If an LDAP server is configured by the
Administrator, you can search the LDAP server for

addresses.
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3. Select the desired OneDrive folder from the list.

Address selection
Select address.
B Address Book type My Address Book v ‘ B Address type @ OneDrive — ‘
11
@ Private Files /Private
@ Public Files /Public

All Clear

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

« Back ‘ MNext [ ‘

To scroll through the list of OneDrive addresses, press [ V] or [ A].

To filter the list by name or number, press
[ ABC| DEF‘ GHI ‘ JKL | MND| PQR‘ STU ‘ VWX| YZ ‘ 09 ]’

4. Press [Next].

If you do not want to scan and send your document to the selected OneDrive
location, press [Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan and Send Settings = place the document you want to scan into
the scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the
Scan and Send Settings.” on p. 102.

Scan [ Send Settings

Touch [Start] to start scanning. { m Scan Settings )
Name Address D Auto size v |

__| Private Files [Private
1 Public Files /Public W Blckand White 9 |
@ 150dpi v |
=] simolex v |

Detailed Settings ), |

Details » 1/1
e N
: A
PDF / Multi |D‘*S"e“’ = Brightness
- v % - | - v e
File Format , ‘ ) | Prescan r.
— L 5 J
Send Settings " Default ‘ Dark | Bright
- J
L L

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of

the Scan/Send Settings screen, scanning starts immediately without displaying
the continue to scan confirmation screen in step 6, and the Address
Confirmation screen in step 9.

Scanning starts.

A preview screen appears with a confirmation message.
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6. Press the desired action button.

Scanned 21 pages

1 :

U NEED,

* % Confirmation

Do you want fo continue scanning?

Cancel

Continue

c
]

wawm -

Cancel

Press [Continue] = place the next document that you want to scan into the

scanner = press [Continue] to scan more documents. When you are finished
scanning, press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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7. Preview and confirm the scanned images.

Excel Dashboards
ol GEBn00H TS a4 § 8811001 10 OHSCH DBN8 81 MEICING il 81 TPt 031 58 818
uaing PotTabies. chans, and shees

0 allows o 10 seralty the updat pracess,

arts that wil 5e used o~ tna Dashbar

B Farat tne dashnoard 1o persaral 1ostes,

R
L
I:l Go To

M Scan number
21page

M File size
390KB

-
|
L
a

gﬁﬂ" more pease

> Press to display the previous or next image.

M Press to go to the first or last image.

[ ] o

Enter a specific page number, and the press
[Go To] to go directly to this page.

[Scan number]
<current number of pages> scanned.

Displays the total number of pages that were

[File size]
<current file size in KB>

Displays the scanned file’s size in KB.

- Press to view different areas of the scanned
image. If the image is enlarged, you can use
v your finger to move around the image.
‘ ‘ o Press to rotate the image 90 degrees each
™ i .
time the buttons are pressed.
a, | @& Press to zoom in and out of the image.

5Scan more pages

Press to go back to the Scan/Send screen, and
scan more pages to add to this file.

Press [Back] to return to the previous page.

O 1MPORTANT

When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return

to the Send screen.
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8. Press [Send].

Excel Dashboards

g PvorTalias, chans, 4°d slicers

Eseel 0asheards are a graat 1ol 1o disglay daia 1~ an (MeraEtvG way, and thay ean be created
s

dalidudubitiau

Back

|
L
I:l GoTo

M Scan number
21page

M File size
390KB

2]
i
@ [
Q

Seonmore peses
[ -

The Address Confirmation screen appears.

O IMPORTANT

If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address

Confirmation screen.
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9. Confirm the OneDrive address to which you want to send the scanned images —

press [OK].

Addresses confirmation

Skip
[]

Cancel

Send the files to the following addresses?

Name

Private Files

Public Files

Address

[Private

/Public

1/1

OK

J

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.
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2.9

Scanning to SharePoint

This section describes how to scan to your SharePoint account.

The procedures below demonstrate what is required to scan to your SharePoint account.
You must first associate your SharePoint credentials with your Scan Kiosk II account,
then you will be able to scan directly to SharePoint.

O \MPORTANT

Scan to SharePoint is not available for the default user. It is available to Scan Kiosk II
local accounts created by the system administrator, and domain accounts when the
system administrator has set up authentication servers. If you need to scan to
SharePoint but do not have your own Scan Kiosk II account, contact your local
administrator.

0 IMPORTANT

The administrator must enable cloud account access for local device users. Once
enabled, Scan Kiosk II attempts to register itself with the imageFORMULA Cloud
Platform during the next device reboot. If the device cannot successfully register, an
error message displays and cloud account access is disabled.

O \MPORTANT

2.9.1

Scan Kiosk II does not support simultaneous scanning to multiple SharePoint
accounts (e.g., work account and personal account). You can be logged into only one
SharePoint account at a time. If you want to scan to multiple SharePoint accounts,
you must scan a job, disconnect from the SharePoint account, re-connect to a new
SharePoint account, and re-scan.

Connecting to your SharePoint Account

This section shows how to associate your SharePoint credentials with your Scan
Kiosk IT account.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.
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2. From the Scan Kiosk IT Home screen, press [Manage Cloud Accounts].

\ 4 S

Shared folder USB memory

..:j Job Buttons

.‘:j About 4“; .

User Settings Printer OneDrive

Administrator
Settings

Logout

Power Off

Manage Cloud Accounts

3

The Manage Cloud Account screen appears.
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Press [SharePoint Sign In].

Manage Cloud Accounts

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

OoneDrive
Sign in

il

SharePoint
Sign in

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Use the Refresh button after signing in or out to update the cloud service buttons and table.

Cloud Sign in Duration is controlled by the Scan Kiosk II Administrator. Temporary implies active until user logs out of
Scan Kiosk II. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by Scan Kiosk II.

Refresh Close o

The Microsoft account sign in screen appears.
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4. Enter your Microsoft account user name — press [Next].

B® Microsoft

Sign in

|Emai\‘ phone, or Skype

No account? Create one!

Can't access your account?

Back Next

Q§ Sign-in options
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5. Enter your Microsoft account password = press [Sign in].

o -
BS Microsoft
cusaservplan@outlook.com

Enter password

|Dassword

Forgot password?

Email code to cusa@outlook.com

£’ NOTE

In some instances, it may be required to perform additional identity verification.
You have to perform that verification on your mobile device with the Microsoft

Authenticator application.
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6. Press[Yes].

BS Microsoft
cusaservplan@outlook.com
Stay signed in?

Stay signed in so you don't have to sign in again next
time.

D Don't show this again

7. Atthe “Authentication Successful” screen, press [X] to close the window.

imageFORMULA Cloud Platform

Authentication ~ Successful

Close this page to return to the Scan Kiosk application.

NOTE: you must close Manage Cloud Accounts screen in the Scan Kiosk
application to access Scan to OneDrive and/or SharePoint.
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The [SharePoint Sign In] button turns grey. Press [Refresh] to verify that you
connected to your cloud account.

Manage Cloud Accounts

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

OneDrive
Sign in

&

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Use the Refresh button after signing in or out to update the cloud service buttons and table.

Cloud Sign in Duration is controlled by the Scan Kiosk II Administrator. Temporary implies active until user logs out of
Scan Kiosk II. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by Scan Kiosk II.

Refresh Close J

Your SharePoint account information appears in the Active Cloud Accounts list.

Active Cloud Accounts Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

Cloud Service ‘Cloud Acoount Cloud Sign in Duration

—_ SharePoint cusa@outlook.com Persistent
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9. Press [Close] to return to the main screen.

Home

Active Cloud Accounts

Cloud Service Cloud Account Cloud Sign in Duration

OneDrive
SharePoint cusaservplan@outlook.com Persistent Sign in

g

SharePoint
5ign out

Notes:
Use cloud service buttons to manually sign in or out of cloud service accounts.

Use the Refresh button after signing in or out to update the cloud service buttons and table.

Cloud Sign in Duration is controlled by the Scan Kiosk II Administrator. Temporary implies active until user logs out of
Scan Kiosk II. Persistent implies active until user signs out of cloud service.

The Microsoft "Stay signed in" option during cloud service sign in is not supported by Scan Kiosk I1.

Refresh Close ‘Jl

The Scan to SharePoint icon is active and available.

|2 v

FTP Shared folder USB memory

Printer OneDrive SharePoint

Manage Cloud Accounts »
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2.9.2 Scanning to your SharePoint Account

This section describes how to scan to a SharePoint account.

O 1MPORTANT
You must set up a SharePoint server before you can send a scanned document to it.

1. From the Scan Kiosk II Home screen, press [SharePoint].

ii |38 S

Shared folder USB memory

>
S @& |P»

Printer OneDrive SharePoint

Manage Cloud Accounts >

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been
configured by the Administrator). If there are no SharePoint destinations available,
press [Back] to return to the main screen and create your desired destinations (see
“Creating a New Address,” on page 227).

Address selection
userl

[
[ =]
@ Home

..:j Job Buttons

Select address.

 Address Book type My Address Book o Address type @ sharepoint v

'S5

Shared Address Book

LDAP Address Book

..:j About

User Settings All Clear ‘

Administrator »
Settings

Logout
ngc | DEF | oHI | x| MNO | poR | sTU | wx | vz | o9 |

Power Off -« Back Next > ‘

[My Address Book]: Contains all of your registered destinations that are
stored on the device.

[Shared Address Book]:  Contains all of the shared registered destinations that
are stored on the device.

[LDAP Address Book]: If an LDAP server is configured by the
Administrator, you can search the LDAP server for

addresses.
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3. Select the desired SharePoint destination from the list.

Address selection
Select address.
B Address Book type My Address Book v B Address type l’ SharePoint v
Address
» DeepFolder /
@ MySharePoint /XFolder02

All Clear

ABC‘ DEF‘ GHI‘ JKL ‘ MND‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back ‘ MNext [ ‘

To scroll through the list of SharePoint locations, press [¥] or [A].

To filter the list by name or number, press
[ ABC| DEF‘ GHI ‘ JKL | MND| PQR‘ STU ‘ VWX| YZ ‘ 09 ]’

4. Press [Next].

If you do not want to scan and send your document to the selected SharePoint
locations, press [Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan and Send Settings = place the document you want to scan into
the scanner = press [Start].

For instructions on specifying the Scan and Send Settings, see “Specifying the
Scan and Send Settings.” on p. 102.

Scan / Send Settings

Touch [Start] to start scanning. (m Scan Settings )
Name Address D Auto size v ‘

| MySharePoint /XFolder02
W Blckand White W ‘
[l 150dpi 4 ‘
=] simplex v ‘

Detaied Settings ), ‘

Details » 1/1
f N\
. 24
PDF / Multi |D‘*Ske“’ u Brightness
File Format " | Prescan r.—l
S R SS— \_ 5 Y,
Send Settings " Default ‘ Dark | Bright
\, J
"—‘
< Back ‘ e e
(S —

O 1MPORTANT
If <Send the files immediately after scanning> is set to ‘ON’ in Send Settings of
the Scan/Send Settings screen, scanning starts immediately without displaying
the continue to scan confirmation screen in step 6, and the Address
Confirmation screen in step 9.

Scanning starts.

A preview screen appears with a confirmation message.
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6. Press the desired action button.

Scanned 21 pages

1 :

U NEED,

* % Confirmation

Do you want fo continue scanning?

Cancel

Continue

c
]

wawm -

Cancel

Press [Continue] = place the next document that you want to scan into the

scanner = press [Continue] to scan more documents. When you are finished
scanning, press [Complete].

Press [Complete] to go to the Preview and Send screen.

Press [Cancel] if you do not want to scan images, and return to the Scan/Send

Settings screen.
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7. Preview and confirm the scanned images.

Excel Dashboards
ol GEBn00H TS a4 § 8811001 10 OHSCH DBN8 81 MEICING il 81 TPt 031 58 818
uaing PotTabies. chans, and shees

0 allows o 10 seralty the updat pracess,

arts that wil 5e used o~ tna Dashbar

B Farat tne dashnoard 1o persaral 1ostes,

R
L
I:l Go To

M Scan number
21page

M File size
390KB

-
|
L
a

gﬁﬂ" more pease

> Press to display the previous or next image.

M Press to go to the first or last image.

[ ] o

Enter a specific page number, and the press
[Go To] to go directly to this page.

[Scan number]
<current number of pages> scanned.

Displays the total number of pages that were

[File size]
<current file size in KB>

Displays the scanned file’s size in KB.

- Press to view different areas of the scanned
image. If the image is enlarged, you can use
v your finger to move around the image.
‘ ‘ o Press to rotate the image 90 degrees each
™ i .
time the buttons are pressed.
a, | @& Press to zoom in and out of the image.

5Scan more pages

Press to go back to the Scan/Send screen, and
scan more pages to add to this file.

Press [Back] to return to the previous page.

O 1MPORTANT

When you press [Scan more pages], the Scan/Send Settings screen appears. You
can change the scan conditions, and then press [Check image and send] to return

to the Send screen.
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8. Press [Send].

Excel Dashboards

g PvorTalias, chans, 4°d slicers

Eseel 0asheards are a graat 1ol 1o disglay daia 1~ an (MeraEtvG way, and thay ean be created
s

dalidudubitiau

Back

|
L
I:l GoTo

M Scan number
21page

M File size
390KB

2]
i
@ [
Q

Seonmore peses
[ -

The Address Confirmation screen appears.

O IMPORTANT

If <Confirm addresses before sending> is set to ‘OFF’ in Send Settings of the
Scan/Send Settings screen, the image is sent without displaying the Address

Confirmation screen.
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9. Confirm the SharePoint address to which you want to send the scanned images —

press [OK].
Addresses confirmation
Send the files to the following addresses?
Skip Name Address
- Site :sites/TestSiteX, Library Nam

[ MySharePaint e: SiteXLibX /XFoldern2 11
A
v

Cancel 0K ‘J

If you are sending to multiple locations, click the [Skip] check box next to any
locations to which you don’t want to send the scan.

If an error message appears, press [OK], check the address settings (send
destination), and then try to send the scanned images again.

The scanned images are sent, and the screen returns to the screen set for Screen
after sending in Send Settings on the Scan/Send Settings screen.
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2.10 Specifying the Scan and Send Settings

This section describes how to specify the scan and send settings.

The procedure below demonstrates setting the scan and send settings from the E-mail
screen, but the procedure is the same for all the Scan Kiosk II user functions.

O IMPORTANT
The Home screen only shows [E-mail] if a mail server has been configured.

1. From the Scan Kiosk II Home screen, press [E-mail].

@ .
Py userl

Home

o | |7

.‘] About
[ =] "
E-mail FTP Shared folder
User Settings
Administrator = ‘4 &f\.
Settings - |
W .
Logout
USB memory FAX Printer

Power Off

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been configured

by the Administrator).
Address selection
Select address.
B Address Book type Shared Address Book v ® Address type [*=] E-mai -
. My Address Book | 1,!1
=] User 1 Shared Address Book (@domain.com
[=] User2 user2@domain.com
Al Clear
Bk
»
»
ABC| DEF| GHI | JKL | MNO| PQR| STU | VW)(| YZ | 09 |
> | Back ‘ Next >
[My Address Book]: Contains all of your registered destinations that are stored

on the device.

[Shared Address Book]: Contains all of the shared registered destinations that are
stored on the device.

[LDAP Address Book]: Ifan LDAP server is configured by the Administrator,
you can search the LDAP server for addresses.
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3. Select the destination e-mail address from the list.

Address selection
Select address.
B Address Book type Shared Address Book v ‘ ® Address type =] E-mai - ‘
Name Address 1/1
=] User 1 userl@domain.com
=] User 2 user2@domain.com

Al Clear

Edc

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back ‘ Next

To scroll through the list of e-mail addresses, press [V ] or [ A].
To filter the list by name or number, press [ #c | o | e | s [ o | por | st [ woc| vz | oo ],

4. Press [Next].

If you do not want to scan and send your document to the selected address, press
[Back].

The Scan/Send Settings screen appears.
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5. Specify the Scan Settings.

5.1 Under <Scan Settings>, select the paper size of the document that you want
to scan.

Use the scroll bar on the right to scroll through the list of paper sizes.

Scan [ Send Settings
Touch [Start] to start scanning. B Scan Settings
(0 autosee ~
57l User 1 user1@domain.com
1 a2
[1 s«

A4R

AS

ASR

Details » 1/1

|
a
|

CETm— ., 0 s
Fie Format » ) | Prescan =
g

Send Settings " Defaul ‘ Dark | Bright |

< . ‘ m

The default paper size is ‘Auto size’.
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5.2 From the Scanning mode drop-down list, select in which scanning mode you
want to scan your document.

Scan / Send Settings
Touch [Start] to start scanning. B Scan Settings
Name Address [1 Autosze v
Gl mypC 10.141.56.29//
“ Auto color detect. W
B Black and White
ﬂ Error Diffusion
|  Text Enhance
=|  Text Enhance II
Details » /1 =
% Active Threshold
o
PDF / Multi ez
Bl Gray
File Format ‘
4 L1 cColor
Send Settings " Default ‘ “ i (T T S,
<

The Scanning modes shown depend on the selected File Format.

The default Scanning mode is ‘Black and White’.

[Black and White]:

[Error Diffusion]:

[Text Enhance]:

[Text Enhance II]:

[Active Threshold]:

Select to scan your document in black-and-white.

Select to smooth out the pixels in a scanned
document.

Select to sharpen the text in a scanned document.
This works best for documents with light or uneven
(patterned) backgrounds.

Select to sharpen the text in a scanned document.
This works best for documents with uniform
background color or light text with backgrounds.

Select this when performing batch processing with
several types of documents in the same batch, such
as documents with light text or stained backgrounds.
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[Gray]: Select to scan your document in 256-level grayscale.

[Color]: Select to scan your document in 24-bit color.

[Auto color detect.]:  Select to have the scanner detect whether a
document is in color or black-and-white, and scan it

accordingly.

5.3 From the Resolution drop-down list, select the resolution in which you want
to scan your document.

Scan / Send Settings

Touch [Start] to start scanning. M Scan Settings
[ = - |
57 User 1 userl@domain.com
W Blackand White W |
&l 150dpi v
lw 100dpi
‘el 150dpi
| 200dpi
Details » 11 ﬁ "
o (& 240dpi
PDF / Multi | e )
B 2o00dpi
File Format O |p
» rescan % 400dpi
Send Settings " Default g 600dpi

< Back ‘ m

The default scanning resolution is ‘150dpi’.
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54  From the Scanning Side drop-down list, select how to scan your document.

Scan / Send Settings

Touch [Start] to start scanning. B Scan Settings
Name Address E| LTR v |
7 User 1 userl@domain.com
W Black and White W |
% 300dpi - |
=] simplex v
% Simplex
‘_g Duplex
Detais » 1/1
== Skip Blank Page
A~ 4
PDF / Multi IDESKE“’

_%J Folio

File Format ‘ | Prescan —

4 e 5
Send Settings " Default ‘ Dark | Bright |

< e

The default scanning side is ‘Simplex’.

O MPORTANT
e If [Folio] is selected, make sure that the scanning resolution is set to less
than ‘400dp1°.
e If you set [Skip Blank Page], the scanning speed may be reduced.

[Simplex]: Select if you are scanning a one-sided document.
[Duplex]: Select if you are scanning a two-sided document.

[Skip Blank Page]: Select if you want to scan both sides of the document,
and skip any blank pages in your document.

[Folio]: Select if you want to scan both sides of a document that
is folded in half, and create a single scanned image.
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6. To specify the detailed scan settings, press [Detailed Settings].

Scan [ Send Settings

Touch [Start] to start scanning. B Scan Settings

[0 mose |
&7 User 1 userl @domain.com

W Black and White V‘

& 150dpi 4 ‘

Simplex v ‘

[ Detailed Settings ,]

Details » 1/1

w_ L |
PDF / Multi SEED B Brightness

.-..I...4

v
Prescan

File Format 7]

g

Send Settings " Default ‘ Dark ‘ Bright ‘

AL PR

The Detailed Settings screen appears.
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6.1 If you are using a scanner that has an ultrasonic sensor, and want the sensor
to detect when two or more pages are fed together during a scan, press the
button next to <Double feed detection by Ultrasonic>.

[Double feed detection by Ultrasonic] is grayed out if ‘Folio’ is selected as
the Scanning Side.

Detailed Settings

Select item to set.

B Double feed detection by Ultrasonic Q

B Double feed detection by length o | OFF |

® Document orientation

b 0 deg.
H Remove Border ON | OFF |
o Remove Punch Hole O | OFF |
v 1/4
Cancel oK J

The Detect Double Feed Setting screen appears.
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6.1.1 Press [ON] or [OFF] next to <Double feed detection by
Ultrasonic>

Detect Double Feed Setting

Double feed detection by Ultrasonic O ‘

u Non-detection Area

Vertical Beginning Position [ 0 (0 - 432 mm)
Vertical End Position [0 (0-432 mm)
Cancel ‘ oK J

The selected setting is highlighted in yellow.

6.1.2  Under <Non-detection Area>, specify how much vertical space
(overlap) in millimeters, from the top-position and bottom-position
of the page there should be before scanning stops when a double
feed is detected = press [OK].

If you do not want to specify the ‘Double feed detection by
Ultrasonic’ setting, press [Cancel].

O 1MPORTANT
This setting is effective only when documents overlap by 1.97”
(50 mm) or more.
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6.2

If you want the scanner to detect when two or more documents of differing
lengths are fed together, press [ON] next to <Double feed detection by
length>.
Detailed Settings
Select item to set.
® Double feed detection by Ultrasonic »|
B Double feed detection by length E OFF |
B Document orientation '|
» 0deg.
B Remove Border o | OFF |
B Remove Punch Hole o | OFF |
v 1/4
Cancel ‘ OK 4
If you do not want to specify the <Double feed detection by length> setting,
press [OFF].
0 IMPORTANT

e Using the length of the first page of the document as a reference, the
scanner determines a double feed when it detects a document with a length
of at least 1.38" (35 mm) longer or shorter than the reference length.

e Set <Double feed detection by length> to ‘OFF’ if you are scanning a
document that contains pages of different lengths.
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6.3 To rotate the scanned image a specified amount, press the button next to
<Document orientation>.

Detailed Settings
Select item to set.

B Double feed detection by Ultrasonic
B Double feed detection by length o | OFF |

® Document orientation

b 0deg.
H Remove Border ON | OFF |
o Remove Punch Hole O | OFF |
v 1/4
Cancel ‘ OK J

6.3.1 Press the desired angle you would like to rotate the scanned image
— press [OK].

Select [Auto] to rotate the scanned image correctly based on the
orientation of the text.

Document orientation

Select type of rotation.
Odeg. ‘ |3 90deg.
19 180 deg. ‘ D) 270 deg.
&‘ Auto ‘

Cancel oK J

If you do not want to specify the angle of the scanned image, press
[Cancel].

The document orientation is set.
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6.4 If you want to remove the border around a scanned image, press [ON] next
to <Remove Border>.

Detailed Settings
Select item to set.

B Double feed detection by Ultrasonic
B Double feed detection by length

® Document orientation
b 0deg.

H Remove Border @| OFF |

o Remove Punch Hole

v 1/4

Cancel oK J ‘

If you do not want to remove a border around a scanned image, press [OFF].

6.5 If you want to remove the punch holes from a scanned document,
press [ON] next to <Remove Punch Hole>.

To continue specifying the Detailed Scan Settings, press [ ¥].
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6.6 If you want to rotate the image of the back side of a two-sided document
180 degrees, press [ON] next to <Rotate +180 degrees Back Side>.

Detailed Settings

Select item to set.

o Rotate +180 degrees Back Side @ oF |

u Deskew
» Straightens with angle of fed documents

® Background smoaothing o | OFF |

B Bleed-through reduction |

» OFF
B Erase Dot OoN | OFF |
v 2/4 A
Cancel ‘ oK o

If you do not want to specify the <Rotate +180 degrees Back Side> setting,
press [OFF].

O IMPORTANT

e To use this setting, you must set the Scanning Side to ‘Duplex’ or ‘Skip
Blank Page’.
e Set <Document orientation> to any setting other than ‘Auto’.
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6.7 If you want to make sure that the scanned image is straight (not askew),
press the button next to <Deskew>.

Detailed Settings
Select item to set.
B Rotate +180 degrees Back Side o | OFF |
o —
» Straightens with angle of fed documents
® Background smoaothing o | OFF |
B Bleed-through reduction >|
¥ OFF
B Erase Dot OoN | OFF |
v 2/4 A
Cancel oK o
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6.7.1 Select [Straightens with angle of fed documents] or [Straightens
with angle & contents of fed documents].

Deskew

Select deskew type.

Straightens with angle
of fed documents

Straightens with angle &
contents of fed documents

Cancel ‘ oK ‘J‘

[Straightens with angle of fed documents]:
Detects if the image 1s skewed while the document is being
scanned, and corrects the image.

[Straightens with angle & contents of fed documents]:
Detects if the image and contents in the image are skewed while

the document is being scanned, and corrects the image.

If you do not want to correct the skewed images of scanned
documents, press [Cancel].

6.7.2 Press [OK].

The Deskew settings are complete.
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6.8 If you want to process the scanned image so that the background is smooth,
press [ON] next to <Background smoothing>.

Detailed Settings
Select item to set.

B Rotate +180 degrees Back Side

u Deskew
» Straightens with angle of fed documents

® Background smoaothing @ OFF |

B Bleed-through reduction

» OFF
H Erase Dot OoN | OFF |
v 2/4 A
Cancel oK J‘

If you do not want to set the Background smoothing setting, press [OFF].

118 Scan Kiosk 11 V3.1.1 User’s Guide



6.9 If you want to eliminate images that bleed through to the other side of a
scanned document, press the button next to <Bleed-through reduction>.

Detailed Settings
Select item to set.

B Rotate +180 degrees Back Side oN OFF

u Deskew N
» Straightens with angle of fed documents

® Background smoaothing oN OF

B Bleed-through reduction E
¥ OFF

B Erase Dot oN OFF

v 2/4 A
Cancel oK o

Specity this setting when scanning thin documents with text or images on
both sides.

6.9.1 To specify the Bleed-through reduction setting, press [ON] next to
<Use bleed through reduction>.

Bleed-through reduction

Touch [Low] [High] to adjust.
The higher you set, the more reduced the bleed-through.

B Use bleed through reduction @ OFF

Cancel ‘ OK J

The bleed-through scale is activated.
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6.9.2 Press [Low] or [High] to adjust the bleed-through level.

Bleed-through reduction

Touch [Low] [High] to adjust.
The higher you set, the more reduced the bleed-through.

B Use bleed through reduction ON | OFF |

) ——— =)

Cancel | oK ‘J‘

The higher you set the bleed-through level, the more the
bleed-through affect is reduced.

O vPORTANT
e Make sure to adjust the bleed-through reduction level to match
the type of document you are scanning.
¢ Bleed-through reduction cannot be set when [Text enhance] is
selected as the Scanning mode.

6.9.3 Press [OK].

The Bleed-through reduction settings are complete.
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6.10 Ifyou want to automatically remove isolated 3 x 3 black dots on white
backgrounds (or isolated 3 x 3 white dots on black backgrounds), press
[ON] next to <Erase Dot>.

Detailed Settings

Select item to set.

B Rotate +180 degrees Back Side

o | oF |

B Deskew '|
» Straightens with angle of fed documents —

B Background smoathing o | OFF |

B Bleed-through reduction
» OFF

u Erase Dot @ OFF |

Cancel OK J‘

If you do not want to specify the Erase Dot setting, press [OFF].

To continue specifying the Detailed Scan Settings, press [ ¥].
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6.11 Ifyou want to remove protrusions in contours in scanned images, press
[ON] next to <Erase Notch>.

Detailed Settings

Select item to set.

H Erase Notch @ OFF ‘

B Character Emphasis
» OFF

B Contrast
r 4

B Back side Brightness/contrast
4

® Auto Color Detection Settings
» OFF

g

g

3/4 a

Cancel OK J‘

If you do not want to remove protrusions from scanned images, press [OFF].
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6.12

the button next to <Character Emphasis>.

6.12.1

To specify the Character Emphasis setting, press [ON].

Character Emphasis

Make lines and text in the scanned images thicker or thinner. Push [+] button to thicker, [-]

button to thinner.
(o) o

Cancel ‘ oK ‘J‘

If you want to darken or lighten text and lines in a scanned document, press

6.12.2  Press [+] to the desired level to darken lines and text, or press [-] to

lighten text and lines in a scanned document — press [OK].

If you do not want to adjust the darkness of lines and text, press

[Cancel].

The Character Emphasis settings are complete.
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6.13  To adjust the contrast of scanned images, press the button next to
<Contrast>.

Detailed Settings
Select item to set.

H Erase Notch

B Character Emphasis
» OFF

b 4
B Back side Brightness/contrast
4

® Auto Color Detection Settings
» OFF

3/4 a

Cancel ‘ OK Al

6.13.1  Press [Low] or [High] to adjust the contrast of colors in the
scanned image.

Contrast

Touch [Low] [High] to adjust contrast.

= =

-~ -

Cancel ‘ OK J

6.13.2 Press [OK].

The contrast level is set.
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6.14 Ifyou are scanning a two-sided document, the front and back sides have
different densities, and you want to change the brightness and contrast of
these two sides, press the button next to <Back side Brightness/contrast>.

O MPORTANT

The <Back side Brightness/contrast> button only activates when ‘Duplex’

or ‘Skip Blank Page’ is selected as the scanning side.

Detailed Settings
Select item to set.

® Erase Notch

® Character Emphasis
» OFF

m Contrast
b 4

B Back side Brightness/contrast
»

B Auto Color Detection Settings
» OFF

Cancel

3/4

oK

+J
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6.14.1

6.14.2

6.14.3

To activate the back side brightness adjustment scale, press the
[Use back side brightness] check box.

Back side Brightness/contrast
Touch [Dark] and [Bright] to adjust the brightness.
Touch [Low] and [High] to adjust the contrast.
u Back side brightness ] .Eﬁ;]g?;kf‘de
o | gy |
5
B Back side contrast ) El)sﬁetrt;(t:k <ie
| ' |
_ v [ | U
4
Cancel ‘ oK J ‘

A green check mark appears in the check box, and the Back side
brightness scale activates.

6.14.1.1 Press [Dark] or [Bright] to adjust the back side
brightness.

To activate the back side contrast adjustment scale, press the [Use
back side contrast] check box.

Back side Brightness/contrast
Touch [Dark] and [Bright] to adjust the brightness.
Touch [Low] and [High] to adjust the contrast.
H Back side brightness o E@&aﬁjﬂe
Dark | E = il = = = = 3 Bright |
- 64
B Back side contrast Ve gg&g‘ék i
| .
Low | .[ High |
4
Cancel ‘ 0K ‘J‘

A green check mark appears in the check box, and the Back side
contrast scale activates.

6.14.2.1 Press [Low] or [High] to adjust the back side
contrast level.

Press [OK].

The Back side Brightness/contrast levels are set.
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6.15 Ifyou want to detect the color of your document automatically, and scan it
accordingly, press the button next to <Auto Color Detection Settings>.

O MPORTANT
The < Auto Color Detection Settings > button only activates when the
Scanning mode is set to ‘Auto color detect’.

Detailed Settings
Select item to set.

M Erase Notch

® Character Emphasis
» OFF

B Contrast
> 4

W Back side Brightness/contrast
4

o Auto Color Detection Settings :
» OFF

3/4 A

Cancel OK J
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6.15.1 From the Detection mode drop-down list, select the color detection
mode.

Auto Color Detection Settings

 Detection mode Color or Gray -

i : Color or Gray
® Mode in case of binary

Color or Binary

Cancel ‘ oK ‘J‘

[Color or Gray]: If a color document is detected, it is scanned
as a color image. If a black-and-white
document is detected, it is scanned as a
grayscale image.

[Color or Binary]: Ifa color document is detected, it is scanned
as a color image. If a black-and-white
document is detected, it is scanned as a
black-and-white image.

6.15.2 From the Mode in case of binary, select the scanning mode to use
when a black-and-white document is detected.

Auto Color Detection Settings

B Detection mode Color or Binary v

B Mode in case of binary WL Black and White -
WL Black and White

| Error Diffusion

% Text Enhance

Cancel ‘ oK J

6.15.3  Press [OK].
The Auto Color Detection Settings are complete.

To continue specifying the Detailed Scan Settings, press [ ¥].
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6.16 Ifyou have a flatbed scanner connected and want to manually select which
scanner to use, press the button next to <Feeder/flatbed>.

Detailed Settings

Select item to set.

» Auto

4[4 A

Cancel OK 4
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Press the appropriate button to select the desired scanner.

Feeder/flatbed

Select feeder or flatbed.

Cancel

[Auto]: Scan Kiosk II automatically selects the scanner
to use if there is a flatbed scanner attached. If
there is something in the DR-series scanner
feeder, Scan Kiosk II scans those documents. If
the DR-series feeder is empty, Scan Kiosk II
switches to the flatbed.

[Feeder]: Use the DR-series scanner.

[Flatbed]: Use the flatbed scanner. This option is available
only when the flatbed scanner is connected and
powered on.
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O vPORTANT
If you are scanning from both the DR-series scanner feeder and the flatbed,
and you set <Feeder/flatbed> to [Auto], it is strongly recommended to
plan your job so that all flatbed scans happen at the end.

[Auto] checks the DR-series feeder first and scans anything found. If you
press [Continue] at the confirmation screen, Scan Kiosk expects you to
load more documents into the DR-series feeder.

210130 991 U] “342 3} SISO WBU] f SPIPHFING SIG) O) HAOU $, IR ING
Canfirmation

Do you want to continue scanning?

Cancel Continue Complete

U 5, 21507 54D Py “GNET (RANDAN 1 1004 (i ‘aydnainand pios
oz aus wing 100 ydesFred 59 mow 3 PIOM L
udesfrrg

When you are done scanning everything from the DR-series feeder, press
[Complete] = at the preview screen, press [Scan more pages] to go back

to the Scan Settings screen. = press [Start] to begin scanning from the
flatbed.

Once Scan Kiosk 1II starts scanning from the flatbed when
<Feeder/flatbed> is set to [Auto], it tries to take all future scans from the
flatbed for the current job. You must set <Feeder/flatbed> to [Feeder] to
scan from the DR-series feeder again for the current job.
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7. Press [OK].

Detailed Settings

Select item to set.

B Feeder/flatbed
b Auto

4/4 A

Cancel OK J

The Detailed Scan Settings are complete.

If you do not want to specify the Detailed Scan Settings, press [Cancel].
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8. To manually adjust the brightness of the scanned image, press the scale marker, and
move it to the desired brightness setting, or press [Dark] or [Bright] until the desired

brightness setting appears.

Scan / Send Settings

Touch [Start] to start scanning.

Name Address

&7 User 1 userl @domain.com

Details > 1/1
L4
PDF / Multi | SERED

File Format , ‘ | Prescan
Send Settings , ‘ Default ‘
- Back ‘

B Scan Settings

D Auto size v ‘

L3 cColor v ‘
600dpi A 4 ‘

=] Duplex v ‘

Detaied Settings ). ‘

B Brightness

..--I-..4

Fﬂ—

Scan Kiosk 11 V3.1.1 User’s Guide

133



If you want to view your user name and e-mail address details, press [Details] =
view your information = press [Back] to return to the Scan/Send Settings screen.

Address selection > My Address Book > E-mail > Details

*=| E-mail information.

B Name b User 1

B E-mail address » userl@domain.com

Back J
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10. Specify the Send Settings.

Scan / Send Settings

Touch [Start] to start scanning. B Scan Settings
[0 awoswe |
&7 User 1 userl @domain.com
LA cColor v ‘
600dpi v ‘
& Duplex v ‘

Detaied Settings ). ‘

Details > 1/1
(o )
w_ L |
PDF / Multi SERED B Brightness

..--I-..4

File Format » ‘ "1 | Prescan F.—l
1
Send Settings " Default ‘ Dark Bright
. J

L e

10.1 Ifyou want to change the file format of your scanned image, press
[File Format] = press [TIFF], [JPEG], or [PDF].

Scan [ Send Settings
Touch [Start] to start scanning. B Scan Settings
(0 awose ¥
AA User 1 userl@domain.com
X Color v ‘
600dpi v ‘
{:E Duplex v ‘

Detaied Settings ‘

Details » 1/1
m A"
PDF / Multi Bl H Brightness

R | <« - -
File Format , | Prescan .
1
Send Settings " Defaul ‘ Dark Bright
« Back ‘ Start
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10.1.1

If you selected [TIFF], select the Quality and Multiple page
settings = press [OK].

File Format

Select file format.
[TIFF] file is valid for [black and white][Error diffusion][ Text enhance][Gray][Color][Auto color
detection] mode.

TIFF
ﬁQuaIity \
7"]1: ‘ High O R
7JPEG ‘ B Multi page settings
o ‘ Multi page v ‘
- Single page(Front/back separate file)
Multi page
Cancel | oK J
Quality: Press [High Compression] or [High Quality]
to select the compression rate of the TIFF
file.

Multi page settings:  Select [Single page (Front/back separate
file)] to send each side of each page as a
separate image file. Select [Multi page] to
send one image file that contains multiple

pages.
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10.1.2  Ifyou selected [JPEG], press [High Compression] or [High
Quality] to select the compression rate of the JPEG file =
press [OK].

File Format

Select file format.
[IPEG] file is valid for [Gray][Color] mode.

JPEG

TIFF |
H Quality

JPEG |

s s s | e e s
High
Compr%sswon . »  High Quality |]
p— ——

PDF |

Cance‘
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10.1.3

If you selected [PDF], specify the PDF settings.

File Format

Select file format.
[PDF] file is valid for [black and white][Error diffusion][ Text enhance][Gray][Color][Auto color
detection] mode.

PDF

( B Quality \

A
High
TIFF Comp‘r’%sswon .f— High Quality

Multi page settings
JPEG

Multi page v
u Compression Standard hd
2 |OCR

_| | Security Settings

B Create PDF/A-compliant file

Cancel | OK Al

Quality: Press [High Compression] or [High Quality] to
adjust the quality of the specified compression
method (described below).

Multi page settings: Select [Single page (Front/back separate file)] to
send each side of each page as a separate image
file. Select [Multi page] to send one image file
that contains multiple pages.

Compression: Select [Standard] or [High Quality] as the
compression method for the PDF file.

OCR: Select the [OCR] (Character Recognition) check
box to make the text in the PDF file searchable.
If you select [OCR], select the Language
Settings for character recognition.

Language Settings: Select the language for OCR character
recognition, and then press [OK].

Security Settings: Select the Security Settings check box = press
[Settings] = proceed to step 10.1.3.1.

Create PDF/A-compliant file: Press [ON] or [OFF] to send the PDF
document as a PDF/A-compliant file.
If set to ‘ON’, you cannot set Security
Settings.
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10.1.3.1

10.1.3.2

10.1.3.3

10.1.3.4

10.1.3.5

From the Encryption Level drop-down list, select
[Low (40-bit RC4)] or [High (128-bit RC4)].

Security Settings

® Encryption Level Low (40-bit RC4) v

Low (40-bit RC4)

High(128-bit RC4)

- Required a password to open the document

Use permissions password to restrict edting securtty X
v settings FE«rrmnsPaswop

Not alowed -

o Printing allowed

® Changes allowed Not zlowed v

Enable copying of text, images, and accesbilty

Cancel ‘ oK o

O IMPORTANT

It is recommended that you select [High (128-bit
RC4)] as the level of encryption.

If you want to set a password to open the document,
press the [Required a password to open the
document] check box = press [Document Open
Password] — specify and confirm the password —
press [OK].

If you want to set a password to restrict anyone
from editing the document, press the [Use
permissions password to restrict editing security
settings] check box = press [Permissions
Password] = specify and confirm the password —
press [OK].

If you selected to set a password to restrict editing,
from the Printing allowed and Changes allowed
drop-down lists, select whether whoever receives
your PDF document can print or make changes —
press the [Enable copying of text, images, and
accessibility] check box to enable these items.

Press [OK].

The Security Settings are complete.
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10.1.4

Press [OK].

File Format

Select file format.
detection] mode.

[PDF] file is valid for [black and white][Error diffusion][ Text enhance][Gray][Color][Auto color

ﬂ OCR

PDF
B Quality
S & o e e .
High
TIFF Complr%.lssion l— High Qua\w‘
Multi page settings
JPEG
Mutti page v |
PDF ‘ B Compression Standard - |

Language Settlngs’|

Cancel

" |Security Settings Settings ;|
H Create PDF/A-compliant file N ‘ OFF |
OK oJ

The File Format settings are complete.

If you do not want to specify the File Format settings, press

[Cancel].
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10.2  Press the [Deskew] and [Prescan] check boxes, if necessary.

Scan / Send Settings

Touch [Start] to start scanning. B Scan Settings
[ aeose v |
&7 User 1 userl @domain.com
L1 Color v‘
] soadpi V‘
=] Duplex v ‘
Detaied Settings ,‘

Details > 1/1

PDF / Multi SERED B Brightness
File Format » | Prescan F.—l
1

Send Settings " Default ‘ Dark Bright
ad e PR

[Deskew]: Select to straighten a scanned image if it was fed askew.

[Prescan]:  Select to scan the first page of a document, so that you can
view the results to adjust the brightness and contrast before
scanning the entire document.

If you do not want to select the Deskew and Prescan modes, press the check
boxes again to clear the check marks.
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10.3 Ifyou want to specify the detailed send settings, press [Send Settings] —
specify the Send Settings = press [OK].

Send Settings

B Subject [ From ScanKiosk Il

E-mail
Message

M File name

u Auto file name mmddyyyy v

010920191632817

Action when the same named Display @ message v ‘
file exists

\ v 1/2

Cancel OK J
Subject: Enter the subject for sending the file via e-mail.
E-mail Enter the e-mail message.

Message:
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File Name:  Enter a name for the image file.

If the destination is FTP, you can create a subfolder in the
destination with a rolling counter used in the folder name. Use
two (2) percent signs (“%%7) to create a folder with the rolling
counter, and a percent sign must start the field in order to create
a subfolder. You can also use text between the percent signs to
prepend custom text to the counter subfolder name. Any extra
percent signs are assumed to be part of the target file name.
Examples are shown in the table below:

&’ NOTE

The examples assume that the file is the first scan to be
made, and that the scan is performed on October 22, 2022.
The file type is assumed to be a single PDF file with the
date appended in the MMDDY'Y format.

String

Result at FTP Destination

%%

00001\10222022.pdf

%MyFolder%

MyFolder00001\10222022.pdf

%MyFolder%MyFile

MyFolder00001\MyFile10222022.pdf

%%MyFile

00001\MyFile10222022

MyFile% MyFolder%

MyFile%MyFolder%10222022.pdf

String did not begin with a percent, so
it is assumed that the percent signs
and other characters are part of the
destination file name.

%MyFolder%%

MyFolder00001\%10222022.pdf

The extra (third) percent sign is
assumed to be part of the destination
file name.

%MyFolder

%MyFolder10222022.pdf

The second percent sign is omitted, so
the first percent sign is assumed to be
part of the destination file name.
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Auto File
Name:

Action
when the
same named
file exists:

Select [None], [Custom], or a file name format. The auto file
name consists of 17 digits that indicate the date and time (hour,
minutes, and seconds). For example, May 14, 2016, 3:40:30
p.m.

yyyymmdd: File name =20160514154030123
mmddyyyy: File name = 05142016154030123
ddmmyyyy: File name = 14052016154030123

If Custom File Name settings are configured by the
Administrator, you can select [Custom] to add the custom file
name to the file name of the scanned image.

O MPORTANT
e Make sure that you set a File Name or select an Auto File
Name format.
e If a file format is selected and set as a single page, a 4-
digit serial number (starting from 0001) is automatically
added to the end of the file name.

e You cannot use these characters in the file name: /: ? *
“ < >,

Set the action to perform when there is already a file of the
same You can select to display a message to confirm that you
want to overwrite the file, abort sending, or cancel sending
name at the destination.
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Page 2 of Send Settings

Send Settings

scanning

sending

B Screen after sending
m Send index file
B Index string

o Batch separation
» None

Cancel ‘

a Send the files immediately after ON OFF

u Confirm addresses before

ON OFF

Home screen v

ON OFF

2/2 A

OK J

Send the files
immediately after
scanning:

Confirm addresses
before sending:

Screen after
sending:

Send index file:

Index string:

Batch Separation:

Select [ON] if you want to send the image files after scanning
without viewing them.

Select [ON] if you want to confirm the e-mail address after
scanning, and before the image file is sent.

Select the screen to display after the images are sent.

Home screen: After your image file is sent, you return to the
Home screen (or Job Button screen, if the Home screen has
been restricted by the Scan Kiosk I Administrator).

Logout: If you logged on to Scan Kiosk II, you are
logged out after your image file is sent. If you did not log on,
[Logout] is not displayed.

Select screen after sending:  After your image file is sent,
a dialog box appears asking to select a screen to which you
want to return after your file is sent.

Select [ON] to send index files (metadata) with images.

Enter an index string for the index file. You cannot use these
characters in the index string: * “ ‘<>

To specify the Batch Separation settings, see “Specifying the
Batch Separation Settings.” on p. 146.

The Send Settings are complete.
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2.11 Specifying the Batch Separation Settings

This section describes how to specify the Batch Separation settings.

There are two ways to specify when a batch separation is performed:
e When a blank page is detected
e When a patch code sheet is detected

When a blank page or patch code sheet is detected, the scanned image file is
automatically separated into batch files.

The procedure below demonstrates setting the Batch Separation settings from the
E-mail screen, but the procedure is the same for all the Scan Kiosk II user functions.

O IMPORTANT

e To enable the Batch Separation settings, the Scan Kiosk Administrator must enable
the Counter setting on the Custom File Name Settings screen. For more information,
see your Administrator.

e In addition, you must set the Auto file name to ‘Custom’ from the Send Settings
screen. For more information, see “Specifying the Scan and Send Settings,” on p.
102.

e The Home screen only shows [E-mail] if a mail server has been configured.

1. From the Scan Kiosk II Home screen, press [E-mail].

Home

..:j Job Buttons @ 4 P‘ \ aﬂ’
o

O‘] About
Sl .
E-mail Shared folder
User Settings
Administrator " ‘ &?\
Settings - o
N ,
Logout
USB memory FAX Printer

Power Off

The Address selection screen appears.
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2. From the Address Book type drop-down list, select [My Address Book], [ Shared
Address Book], or [LDAP Address Book] (if an LDAP server has been configured

by the Administrator).
Address selection
Select address.
® Address Book type Shared Address Book b 4 ® Address type =] E-mai v |
My Address Book 11
“=| User 1 Shared Address Book @domain.com
Z=] User2 user2@domain.com
All Clear
Bk
»
»
ABC| DEF| GHI | JKL ‘ MNO| PQR| STU | VWX| YZ | 09 |
<4 Back ‘ Next >
[My Address Book]: Contains all of your registered destinations that are stored

on the device.

[Shared Address Book]: Contains all of the shared registered destinations that are
stored on the device.

[LDAP Address Book]: Ifan LDAP server is configured by the Administrator,
you can search the LDAP server for addresses.
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3. Select the destination e-mail address from the list.

Address selection
Select address.
® Address Book type Shared Address Book A 4 ‘ ® Address type =] Emai v
11
“=] User 1 userl@domain.com
“=] User 2 user2@domain.com

All Clear

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

S | Back ‘ MNext >

To scroll through the list of e-mail addresses, press [V ] or [ A].
To filter the list by name or number, press [ 2 | o5 | o | x| mo | pox [ s [ wa| vz | oo ],
4. Press [Next].

If you do not want to scan and send your document to the selected address, press
[Back].

The Scan/Send Settings screen appears.
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5. Press [Send Settings].

Scan [ Send Settings

Touch [Start] to start scanning. H Scan Settings
Name Address [1 Autosee A4 ‘
&7 User 1 userl @domain.com

W Black and White V‘

& 150dpi 4 ‘

% Simplex v ‘

Detaied Settings ) ‘

Details » 1/1

w_ L |
PDF / Multi SEED B Brightness

_._‘I___a

Prescan F.
5

File Format 7]

g

Send Settings , Default ‘ Dark ‘ Bright ‘

ML PR

6. Press [V ]or [4A]until [Batch Separation] appears = press the button next to
<Batch separation>.

Send Settings
Send the files immediately after
u scanning ON OFF
Confirm addresses before
u sending ON OFF
B Screen after sending Horme screen - |
B Send index file
ON OFF
B Index string [
B Batch separation .
» None
2(2 A
Cancel oK J
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7. From the Batch separation settings drop-down list, select [None], [Blank Page],

[Patchcode], or [Specified Pages].

Batch separation
B Batch separation settings None v
None
B Patchcode Orientation
Blank Page
hecod
B Record the paper separated file Patchcode
Specified Pages
B Page Number
Cancel OK J
[None]: Select if you do not want your file separated into batch files.
[Blank Page]: Select if you want to have your file separated into batch files

after a blank page is detected. This enables you to create
multiple page files.

[Patchcode]: Select if you want to have your file separated into batch files
after a patch code sheet is detected.

[Specified Pages]: Select to perform batch separation after a specified number of
pages are scanned.

7.1 If you selected [Blank Page], press [OK].

The scanned file is separated after a blank page is detected.
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7.2 If you selected [Patchcode], select the orientation of the patch code sheet

you want to scan.
Batch separation
B Batch separation settings Patchcode v
m Patchcode Orientation 0 deg. v

Cancel

B Record the paper separated file

® Page Number

0 deg.

90 deg.

180 deg.

270 deg.

\ ok

A patch code sheet has a unique pattern that is printed on it, and when this
sheet is scanned and detected, the scanned file is automatically separated
into batch files. Make sure to place the patch code sheet in front of the pages
that head the separated files.

Patch codes are separated into two patterns: PATCH T and PATCH II. Each
pattern has different functions.

PATCH T: When aPATCH T sheet is detected, the file is separated at
the start of the image of the next sheet. You can specify
whether to save the patch code sheet image by specifying the
Record the paper separated file setting.

PATCHII: When a PATCH II sheet pattern is detected, the file is
separated at the start of the image on this sheet, and heads the
next file. The image of this sheet is always saved, regardless
of the Record the paper separated file setting.

PATCHT | | = II — I

PATCH 11 - ||| - II

Patchcode 180 270

Orientation 0 degrees | 90 degrees degrees degrees
0 IMPORTANT

e Print the PATCH T and PATCH II patterns on letter-size paper.
e If a patch code sheet is enlarged or reduced before printing, the patch code
may not be recognized.
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7.2.1 If you want to save a PATCH T patch code sheet, press [ON] for
<Record the paper separated file>.

Batch separation

H Batch separation settings Patchcode - ‘

® Patchcode Orientation 0 deg. - ‘

B Record the paper separated file @ OFF ‘

B Page Number

Cancel ‘ oK ‘J‘

If you do not want to save a PATCH T patch code sheet,
press [OFF].

7.3 If you selected [Specified Pages], enter the number of pages to scan before
batch separation occurs.

Batch separation
B Batch separation settings Specified Pages v ‘
B Patchcode Orientation 0 deg. v ‘
B Record the paper separated file i‘ ﬂ |
B Page Number
Cancel 0K ‘J‘

8. Press [OK].
If you do not want to specify the Batch Separation settings, press [Cancel].

The Batch Separation settings are complete.

152 Scan Kiosk 11 V3.1.1 User’s Guide



Chapter 3 Configuring User Settings

This chapter describes how to configure your user settings when you are logged on to Scan
Kiosk II. You can configure these User Settings:

& NOTE
The User Administration screen you see may differ, depending on whether you log on to
the device or a domain.
e User Administration — Change your password, default Address Book screen, default Job
Button screen, the screen you want to display after you log on, set to display your e-mail
address at the top of the address list, and create Custom File Name and Index settings.

e Job Button Settings — Register and manage your job buttons.

e Address Book Settings — Register and manage the entries in your Address Book and the
Shared Address Book.

e Show Operation History — Displays your operation history every time you have logged
on to Scan Kiosk II.

3.1 Configuring the User Administration Settings

This section describes how to configure your User Administration Settings for the Scan
Kiosk II application.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.
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2. From the Scan Kiosk Il Home screen, press [User Settings].

.‘j Job Buttons o 0-
- o
E‘ | 4
] \
@:1] About
“‘] E-mail FTP Shared folder
User Settings
Administrator ‘, % o
Settings v & |
A
Ls it
ogod USB memory FAX Printer
Power Off
The User Settings screen appears.
3. Press [User Administration].
User Settings
Select item.
User Administration » Ad%?é;gsow b ‘
Job Button Settings N Sho'.';'_lgt%er;ration "
Back >

The User Administration screen appears.

To go back to the previous screen, press [Back].
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4. Modify your user settings.

4.1

42

If you want to change your password (this is only available when you are

logged on to the device), press the [Change Password] check box = in the

[Password] field, enter a new password — enter the same password in the

[Password(confirmation)] field.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

User Settings > User Administration

o Authentication Server ¥ Device

H User name [

® Change password “ Change Password
u Password [ s
u Passwaord(confirmation) [ ses

o Mail Address [

(This address becomes 'From' address. )

Custom fle name ‘ Index settings

v ‘ 1/2

Cancel OK

& NOTE

If you logged on to a domain, you can select [Use Address registered in

LDAP server] in the [Mail Address] field.

Press [ ¥] to go to page 2 of the User Administration settings.
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43 From the Default Address Book screen drop-down list, select [My Address
Book] or [Shared Address Book].

User Settings = User Administration

B Default Address Book screen My Address Book v
My Address Book

B Default Job Button screen
Shared Address Book

B Screen after Login Home v

B Send to my mailbox ON ‘ OFF ‘

2/2 A
Cancel OK o

The default address book is ‘My Address Book’. The Shared Address Book
is stored in the Scan Kiosk II application. Any user who logs on to Scan
Kiosk II can use the Shared Address Book.
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4.4 From the Default Job Button screen drop-down list, select [My Job Button]
or [Shared Job Button].

User Settings = User Administration

B Default Address Book screen My Address Book A 4 ‘

u Default Job Button screen ﬁy]nh Button v]

My Job Button

B Screen after Login
Shared Job Button

® Send to my mailbox

2/2 A

Cancel OK J

The default job button screen is ‘My Job Button screen’. You can use this
screen to configure your user-specific job button functions.

The Shared Job Button screen is configured by the Administrator, and any
user who logs on to Scan Kiosk II can use the shared job buttons.
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4.5

From the Screen after Login drop-down list, select [Home] or [Job Button
screen].
User Settings = User Administration
B Default Address Book screen My Address Book A 4 |
B Default Job Button screen My Job Button A 4 |
B Screen after Login Home v]
Home
B Send to my mailbox
Job Button screen J
2/2
Cancel OK J
The default screen is the Home screen. If you want your initial screen to be
the Job Button screen, select [Job Button screen].
O MPORTANT

If the Administrator has restricted the use of the Home screen, only the
Job Button screen is displayed as the <Screen after Login> setting.
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4.6 Press [ON] next to <Send to my mailbox> if you want your e-mail address

to be selected by default, and displayed at the top of the address list.

Your e-mail address is displayed, even if it has not been registered in the

address book.

User Settings > User Administration

u Default Address Book screen

u Default Job Button screen

M Screen after Login

B Send to my mailbox

Cancel

2(2

My Address Book w |

My Job Button w |

Home

OK

o

The default <Send to my mailbox> setting is ‘OFF’.

47  Press [A]to go to page 1 of the User Administration settings.
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If necessary, press [Custom
to your scanned files.

file name] to create a custom file name that is appended

User Settings > User Administration
B Authentication Server

B User name

B Change password
u Password

u Password(confirmation)

B Mail Address

» Device

[

" Change Password

[ see

[ e

[

(This address becomes 'From' address.)

Custom file name

Index settings

Cancel

v 1/2

OK J

The Custom File Name screen appears.
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5.1 Press the button next to <Set the order of information> to configure the
order of the items that are included in the custom file name, and enable
items on the Custom file name screen.

You can select to include a separator (hyphen or underscore), text string,
user name, date, time, device name, and counter.

User Settings = User Administration = Custom file name
Warious information can be added to the sending image file name.
® Custom file name FileCustomUser 11
a Set the order of
information
B Separator _J Enable
W String [ FileCustom
® User name  Enable
o Date _l Enable
v 1/2
Cancel OK J
Item Description

Set the Order of Information

Press the button to set the order of the items
displayed, and enable or disable certain items that
you want to display on the Custom File Name
screen.

Select the [Enable] check box to include a separator
between character strings in the file name, and then

Separator select to use a hyphen or underscore character from
the drop-down list. The default separator is
‘Hyphen’.
String Specify a text string to include in the file name.
Select the [Enable] check box to include the user’s
User Name .
name in the file name.
Select the [Enable] check box to include the date in
Date the file name, and then select a format for the date in
the drop-down list.
Select the [Enable] check box to include the time in
Time the file name, and then select a format for the time in

the drop-down list.

Device Name

Select the [Enable] check box to include the device’s
name in the file name.

Counter

Select the [Enable] check box to include a counter in
the file name, and then specify the starting value and
number of digits used for the counter.
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5.1.1 Select the check boxes next to the items you want to include in the

custom file name, as well as enable items on the Custom file name
screen.

User Settings > User Administration > Custom file name > Custom file name item setting

Custom file name item setting
Select the order of items to be added.

Chanie the order of file names.

« String

" User name
o Date Down
o Time

1 Device name

«f Counter

_J Separator

Reset to
default order

FileCustomUser 1001

- Cancel

OK b‘

To change the order (position) of an item in the file name, select
the item — press [Up] or [Down].

The file name changes as you make your selections, as shown at
the bottom of the item list.

User Settings > User Administration > Custom file name > Custom file name item setting

Custom file name item setting
Select the order of items to be added.
Change the order of file names.

& String

' User name
« Date

W Time

«f Device name
« Counter

) Separator

Reset to
defauft order

I FileCustomUser 120190111141801SKII_ICS001 I

« Cancel

0K I>|

2 NOTE

The [String] check box is always selected. You cannot clear the
check box. All other check boxes can be cleared.
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5.1.3 Select the [Separator] check box to add a separator to the file
name.

User Settings > User Administration > Custom file name > Custom file name item setting

Custom file name item setting
Select the order of items to be added.
Change the order of file names.

& String Up |

« User name
« Date Down |
W Time

" Device name

' Counter

Reset to
defauft order

FileCustomUser 120190111141801SKII_ICS001

s | Cancel oK > |

The default separator is ‘Hyphen’. You can change this to
‘Underscore’ on the Custom File Name screen.

5.1.4  If you want to reset the order of the items to the default order,
press [Reset to default order].

The order of the items returns to the default order.
5.1.5 Press [OK] to return to the Custom File name screen.

If you do not want to specify these settings, press [Cancel].
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5.2 If you want to add a separator to the custom file name, press the [Enable]
check box next to <Separator> — select [-(Hyphen)] or [ (Underscore)]
from the drop-down list.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.

User Settings > User Administration > Custom file name
Various information can be added to the sending image file name.
B Custom file name FileCustom-User 1-1
Set the order of
information 9
B Separator I 14 EnabIeI
-(Hyphen) A4
® String FileCustom i)
_(Underscore)
B User name  Enable
u Date _ Enable
v 1/2
Cancel oK J

Next to <Custom file name> at the top of the screen, the file name changes,
as you make your selections.

To change the order (position) of any of the items in the file name, see
step 5.1.2.
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53 If you want to add text to the file name, press the [String] text box = enter
the text string.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

User Settings > User Administration > Custom file name
Various information can be added to the sending image file name.

m Custom file name File1 User1 1

Set the order of

information 4
B Separator ' Enable

_(Underscare) w
| String [ﬁe 1 X l
® User name ' Enable
B Date ) Enable
v 1/2
Cancel oK Al

Next to <Custom file name> at the top of the screen, the file name changes,
as you make your selections.

To change the order of any of the items in the file name, see step 5.1.2.

£ NOTE
You cannot use these characters in the text string: /:? * “ <> |
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54 If you want to add your user name to the file name, press the [Enable] check
box next to <User name>.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.

User Settings > User Administration > Custom file name
Various information can be added to the sending image file name.

B Custom file name File 1_User 1_1

Set the order of

information 9
W Separator & Enable

_(Underscare) v
u String [ File 1] X
B User name 4 Enable
u Date _ Enable
v 1/2
Cancel oK Al

Next to <Custom file name> at the top of the screen, the file name changes,
as you make your selections.

To change the order of any of the items in the file name, see step 5.1.2.
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5.5 If you want to add the date to the file name, press the [Enable] check box
next to <Date> — from the drop-down list, select a date format.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.

User Settings > User Administration > Custom file name
Various information can be added to the sending image file name.
B Custom file name File 1_User 1_20190111_1
Set the order of
information g
W Separator ' Enable
_(underscore) v
H String [ File 1
= User name + Enable
B Date  Enable
yyyymmdd v
yyyymmdd
mmddyyyy
— 1 ;2 ddmmyyy
Cancel OK J

Next to <Custom file name> at the top of the screen, the file name changes,
as you make your selections.

To change the order of any of the items in the file name, see step 5.1.2.

5.6 Press [ ¥ ] to go to the next page of the Custom File Name settings.
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5.7 If you want to add the time to the file name, press the [ Enable] check box
next to <Time> — from the drop-down list, select a time format.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.

User Settings > User Administration > Custom file name
o Time ~ Enable
hhmmss v
R hhmm
® Device name _ Enable
hhmmss
® Counter " Enable (The coun
only a single pagef(AM/PmM)hhmm
set to ON.)
(AM/PM)hhmmss
u Start number 1
u Number of digits [ 3
2/2 A
Cancel 0K J

The time set on the device is used.

5.8 If you want to add the device’s name to the file name, press the [Enable]
check box next to <Device name>.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.
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5.9 If you want to add a page or batch number to the file name, press the
[Enable] check box next to <Counter>.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See, step 5.1.3.

User Settings > User Administration > Custom file name
H Time  Enable
hhmmss h 4
B Device name  Enable
B Counter  Enable|The counter setting is valid only when there is
only a single page or when the batch separation function is
set to ON.)
& Start number [ 1
@ Number of digits [ 3
2/2 A
Cancel OK Al
O MPORTANT

The Counter setting only works when there are one or more pages, or
when the Batch Separation function is set to ‘On’.

5.9.1 Press the [Start number] text box = enter the starting value of the
counter.

592 Press the [Number of digits] text box — enter the amount of digits
you want to set for the counter.

You can specify from ‘1’ to ‘9’ digits for the counter.
5.10 Press [OK].
The Custom File Name settings are complete.

If you want to cancel specifying the custom file name settings, press
[Cancel].

The screen returns to the User Administration screen.

Scan Kiosk 11 V3.1.1 User’s Guide 169



6. Ifnecessary, press [Index settings] to specify the content of index files (metadata)
that is attached to the user’s scanned image files.

User Settings > User Administration

B Authentication Server b Device

B User name [

m Change password  Change Password
u Password [ see
u Password(confirmation) [ L

® Mail Address [

(This address becomes 'From' address.)

Custom file name ‘ Index settings

v ‘ 1/2

Cancel OK J

The Index Settings screen appears.
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6.1 Press [XML] or [CSV] to select the file format of the index files.

User Settings > User Administration > Index settings
Various information when the scanning is executed at the same time as transmitting the
scanned image file can be transmitted as a file of the index of the xml or csv form.
Order of String
information
B Index file format XML csv
Set the order of
information __ P
# Index string [
4 Field name [ String
H User name _l Enable
4 Field name [
v ‘ 1/4
Cancel 0K J

‘CSV’ is the default file format.
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6.2 Press the button next to <Set the order of information> to configure the
order of the items that are included in the index file, and enable Index items
on the Index settings screen.

User Settings > User Administration > Index settings
Various information when the scanning is executed at the same time as transmitting the
scanned image file can be transmitted as a file of the index of the xml or csv form.
Order of String
information
B Index file format XML ‘ csv ‘
g et the order of E
information
# Index string [
4 Field name [ String
H User name _l Enable
4 Field name [
v ‘ 1/4
Cancel OK J
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6.2.1

User Settings > User Administration > Index settings > Index item settings
Index item settings

Select the order of items to be added.
Change the order of index files.

Item name
s Index string
1 User name
Date Down
Time
Device name
Counter
File name
File size

Pages

2@ e e e e e e

Destination path Reset to
default order

Sheets

]

String

4 Cancel

OK b‘

6.2.2

the item — press [Up] or [Down].

Select the check boxes next to the items you want to include in the
index file, as well as enable items on the Index settings screen.

To change the order (position) of an item in the index file, select

The items are added, as you make your selections, as shown at the
bottom of the item list.

User Settings > User Administration > Index settings > Index item settings
Index item settings

Select the order of items to be added.
Change the order of index files.

s Index string
« User name
« Date

" Time

" Device name

" Counter

o File name

o File size

. Pages

) Destination path

Reset to
defauft order

o Sheets

String,User,Date, Time,Device,Counter I

« Cancel

0K b‘

£ NOTE

The [Index string] check box is always selected. You cannot
clear the check box. All other check boxes can be cleared.
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6.2.3 If you want to reset the order of the items to the default order,
press [Reset to default order].

The order of the items returns to the default order.

6.2.4 Press [OK] to return to the Index settings screen.

If you do not want to specify these settings, press [Cancel].

6.3 If you want to add text to the index file, press the [Index string] text box —
enter the text string = press the [Field name] text box — enter a name for

the Index String field.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

Order of
information

B Index file format

Set the order of
information

B Index string
u Field name
o User name

u Field name

Cancel

User Settings > User Administration > Index settings

scanned image file can be transmitted as a file of the index of the xml or csv form.

Various information when the scanning is executed at the same time as transmitting the
Index Number
XML csv
3
l Index1 I
I Index Number]| % I
_ Enable
|
v 1/4
OK J

‘String’ is the default Field name.

Next to <Order of information> at the top of the screen, the index items
appear in the order that you set in step 6.2.2, as you make your selections.

To change the order of any of the index items, see step 6.2.2.

&’ NOTE

You cannot use these characters in the text string: & “ <>
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6.4 If you want to add your user name to the index file, press the [Enable] check
box next to <User name> = press the [Field name] text box — enter a name
for the User Name field.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See step 6.2.1.

Administrator Settings > User Administration > Edit > Index settings
Various information when the scanning is executed at the same time as transmitting the
scanned image file can be transmitted as a file of the index of the xml or csv form.
u Order of Index Number,User
information
B Index file format XML csv
Set the order of
information ;
B Index string [ Index
4 Field name [Index Number
u User name ' Enable
4 Field name l User] b4 l
v 1/4
Cancel ‘ 0K J

‘User’ is the default field name.

Next to <Order of information> at the top of the screen, the index items
appear in the order that you set in step 6.2.2, as you make your selections.

To change the order of any of the index items, see step 6.2.2.

6.5  Press [ V] to continue specifying the Index settings.
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6.6 If you want to add the date to the index file, press the [Enable] check box
next to <Date> — from the Format drop-down list, select a date format —
enter a name for the Date field.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See step 6.2.1.

User Settings > User Administration > Index settings
® Date & Enable
= Format yyyymmdd v
mmddyyyy
u Time _l Enable ddmmyyyy
# Format
4 Field name [
B Device name _ Enable
4 Field name [
v 2/4 A
Cancel oK Al

‘Date’ is the default field name.
To change the order of any of the index items, see step 6.2.2.
6.7 Repeat step 6.6 to specify the Time settings.

The time set on the device is used.
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6.8

If you want to add the device name to index file, press the [Enable] check

box next to <Device name> = press the [Field name] text box = enter a

name for the Device Name field.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

The [Enable] check box may have already been selected from the <Set the
order of information> screen. See step 6.2.1.

® Date

4 Format

4 Field name
o Time

o Format

4 Field name

B Device name

4 Field name

Cancel

Administrator Settings > User Administration > Edit > Index settings

 Enable

mmddyyyy

[ Date

 Enable

hhmmss

[Time

I Device

v 2/4 A

OK

+J

‘Device’ is the default field name.

To change the order of any of the index items, see step 6.2.2.
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6.9

Press [v] —

specify the remaining Index settings = press [OK].

u Counter
= Start number
# Number of digits

o Field name
® File name
= Field name

B File size

u Field name

o Number of Pages

= Field name

Cancel ‘

User Settings > User Administration > Index settings

 Enable
[ 1

[4

[ Counter

+ Enable

[FneName

 Enable
[ FileSize

+ Enable

[PageNumber

-

m Destination path
= Field name
B Sheets

o Field name

—

User Settings > User Administration > Index settings

 Enable
[ Folder

 Enable
[ SheetNumber

444 A ‘

The remaining settings are described in the table below.

Setting Description

Counter

Press the [Counter] check box to include a counter in the index
file. Then, enter the starting value of the counter, the number of
digits, and field name.

File Name

Press the [File Name] check box to include a file name in the
index file. Then, enter a name for the File Name field.

File Size

Press the [File Size] check box to include the file size in the
index file. Then, enter a name for the File Size field.

Number of Pages of pages that are in the scanned image in the index file. Then,

Press the [Number of Pages] check box to include the number

enter a name for the Number of Pages field.

Destination Path the index file. Then, enter a name for the Destination Path

Press the [Destination Path] check box to include the path to

field.

Sheets

Press the [Sheets] check box to include the number of images
in the scanned file. Then, enter a name for the Sheets field.

The Index settings are complete.
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7. Press [OK].

User Settings > User Administration

B Authentication Server P Device

B User name [

® Change password o Change Password
o Password [ see
u Password(confirmation) [ soe

B Mail Address [
(This address becomes 'From' address.)

Custom file name ‘ Index settings

v ‘ 1/2

Cancel

oK

The User Administration settings are complete.
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3.2 Configuring the Job Button Settings

This section describes how to configure your Job Button Settings for the Scan Kiosk II
application.

3.2.1 Creating a New Job Button and Specifying the Job
Button Settings

This section shows how to create a new job button, and specify the job button
settings.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

[ ] .
Py userl

Home

-.:J Job Buttons 15 4 P‘ \ 'a”’
FTP

.O:j About
E-mail Shared folder
User Settings
Administrator v ‘, %‘\
Settings - ‘d
Logout
USB memory FAX Printer

Power Off

The User Settings screen appears.
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3. Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings

Job Button Settings

Show Operation
History

Back

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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From the Job Button Type drop-down list, select the type of Job Button you want

to create.

User Settings > Job Button Settings

My Job Button V]

B Job Button Type
Job Button name My Job Button
Shared Job Button

Select /
unselect al

Edt

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

> | Back

If you select [Shared Job Button], any user who logs on to Scan Kiosk II can use

your shared job button.

If you do not want to create a new job button, press [Back].
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5. Press [Edit] = [New Job Button].

User Settings > Job Button Settings

m Job Button Type My Job Button v ‘

Job Button name Modify

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back ‘

The New Job Button screen appears.
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6. Specify the Job Button Settings.

6.1 To specify on which device this job button appears, select the device from
the Device drop-down list.

User Settings > Job Button Settings > My Job Button > New Job Button

B Device SKI_ICS v

SKIT_ICS

® Job Button name

® Color of Job Button Blue v |
B When you select this Job Button Disply Scan Setting Sareen v |
B Custom file name Settings Modify » ‘
® Scan/Delivery Options Modify b‘
o Index settings w‘

< Cancel Default ‘ oK J
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6.2 In the [Job Button name] text box, enter a name for the button.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

H Device

® Job Button name

 Color of Job Button

® When you select this Job Button

M Custom file name Settings

M Scan/Delivery Options

M Index settings

User Settings > Job Button Settings > My Job Button > New Job Button

SKIL_ICS

SCad

Blue

Digply S@n Settng Saeen

Modify

Modify

Modify

<4 Cancel Default 0K

If you want the job button name to be on two lines, press [ENTER] on the

keyboard to insert a line break.

&2 NOTE

Job buttons are sorted and displayed by job button name. If you want to

display job buttons in a particular order, insert sequential letters or

numbers before the name.
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6.3 If necessary, from the Color of Job Button drop-down list, select a color
for the job button.

User Settings > Job Button Settings > My Job Button > New Job Button

B Device SKII_ICS v

Scan
® Job Button name

m Color of Job Button Blue hd
Blue

® When you select this Job Button
Yelow

® Custom file name Settings Pink

Red
® Scan/Delivery Options

Orange

o Index settings Purple

Skyblue

< Cancel Default ‘ 0K J

‘Blue’ is the default job button color.
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6.4  From the When you select this Job button drop-down list, press the desired
action for the job button.

User Settings > Job Button Settings > My Job Button > New Job Button

m Device SKIL_ICS A 4 |

Scan
® Job Button name

® Color of Job Button Purple v |

® When you select this Job Button Disply Scan Settng Saeen v

Skip Scan Setting Screen

® Custom file name Settings
Display Scan Setting Screen

® Scan/Delivery Options Modify b|
B Index settings Modify »|
«4 Cancel ‘ Default oK J
[Skip Scan Setting Screen]: After the job button is pressed, scanning

starts automatically.

[Display Scan Setting Screen]: ~ After the job button is pressed, the Scan
Settings screen is displayed.
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6.5

To specify the Custom File Name Settings for scanned image files, press

[Modify] next to <Custom file name Settings>.

User Settings > Job Button Settings > My Job Button > New Job Button

<4 Cancel

m Device SKII_ICS v ‘
® Job Button name scarl

® Color of Job Button Blue v ‘
® When you select this Job Button Disply Sn Settng Saeen v ‘
M Custom file name Settings
M Scan/Delivery Options Modify >|
u Index settings Modify >|

Default 0K J

6.5.1 Press the [File name] text box — enter a baseline name for the

scanned image file.

For instructions on entering characters from the virtual keyboard
or USB keyboard, see “Entering Characters,” on p. 15.

H File name

Button

H Add Date to File name

Cancel

User Settings > Job Button Settings > My Job Button > New Job Button > Custom file name Settings

o When you select this Job Skip the file name entry screen w

mmddyyyy v ‘

oK o
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6.5.2 From the When you select this Job Button drop-down list, select
the desired action for the job button.

User Settings > Job Button Settings > My Job Button > New Job Button > Custom file name Settings

H File name [Scan
¥ When you select this Job Skip the file name entry screen w
Button

Skip the file name entry screen

® Add Date to File name

Display the file name entry screen

Cancel ‘ OK ‘J‘

[Display the file name entry screen]: Select to provide the user
the option to change the file
name.

[Skip the file name entry screen]:  Select if you do not want
the user to change the file

name.
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6.5.3

6.5.4

From the Add Date to File name drop-down list, select the date
format to add to the scanned image file.

User Settings > Job Button Settings > My Job Button > New Job Button > Custom file name Settings
® File name [Scan
When you select this Job Skip the file name entry screen A 4
Button
B Add Date to File name mmddyyyy v
Mone
yyyymmdd
mmddyyyy
ddmmyyyy
Custom
Cancel ‘ oK ‘J‘

Select [None] if you do not want to add the date to the image file.

O IMPORTANT

Select [Custom] to configure additional custom file name
settings. For instructions, see step 5 of “Configuring the User
Administration Settings,” on p. 160.

Press [OK].
The Custom File Name Settings are complete.

If you do not want to specify the Custom File Name Settings,
press [Cancel].
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6.6

[Modify] next to <Scan/Delivery Options>.

To specify the Scan/Delivery Options for scanned image files, press

<4 Cancel

H Device

® Job Button name

 Color of Job Button

® When you select this Job Button

M Custom file name Settings

M Scan/Delivery Options

M Index settings

Default

User Settings > Job Button Settings > My Job Button > New Job Button

SKIL_ICS w ‘
SCad

Blue v ‘
Digply S@n Settng Saeen w ‘

Modify

)

Modify

OK

3

6.6.1

Specify the Scan and Send Settings for the job button —
press [OK]. For instructions, see “Specifying the Scan and Send

Settings,” on p. 102.

You can also press [Edit Address Book], and add new addresses

to your address book.

Scan / Send Settings

f

Address

W Scan Settings

D Auto size

~N

v ‘

W Bhckand White W ‘

&l 1s0dpi V‘
% Simplax V‘
Detailed Settings ‘
Edit Address Book ). 1/1
m_ iv4
PDF / Multi Deskew W Brightness
File Format ’| - | Prescan .J
— 5
Send Settings ’| Default | Dark ‘ Bright ‘)
| Cancel OK Al

If you do not want to specify the Scan and Send Settings, press

[Cancel].
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6.7 To specify the Index Settings for scanned image files, press [Modify] next
to <Index settings>.

User Settings > Job Button Settings > My Job Button > New Job Button

B Device SKIL_ICS v ‘

® Job Button name scar)

® Color of Job Button Blue v ‘
® When you select this Job Button Disply Sn Settng Saeen v ‘
® Custom file name Settings Modify 3 |
M Scan/Delivery Options Modify >|

= st

<4 Cancel Default 0K J

6.7.1 Press [ON] to attach index files (metadata) to the scanned image
file after you press the job button, and to activate the When you
select this Job Button drop-down list.

User Settings > Job Button Settings > My Job Button > New Job Button > Index settings
Various information when the scanning is executed at the same time as transmitting the
scanned image file can be transmitted as a file of the index of the xml or csv form.
# Send index file [ ON OFF ]
o When you select this Job Button Skip the index string entry screen -
v 1/5
Cancel OK J

‘OFF’ is the default setting.
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6.7.2 If you selected [ON] in the previous step, select the desired
action for the job button from the When you select this Job
Button drop-down list.

User Settings > Job Button Settings > My Job Button > New Job Button > Index settings

Various information when the scanning is executed at the same time as transmitting the
scanned image file can be transmitted as a file of the index of the xml or csv form.

# Send index file ON OFF

o When you select this Job Button Skip the index string entry screen v

Skip the index string entry screen

Display the index string entry screen

v 1/5

Cancel | OK ‘J‘

[Display the index string entry screen]: Enables the user to
change the index string.

[Skip the index string entry screen]: Select if you do not
want the user to change
the index string.

O vPORTANT
To configure additional Index settings, press [ W] or [ A]. For
instructions, see step 6 of “Configuring the User
Administration Settings,” on p. 170.

6.7.3 Press [OK].
The Index Settings are complete.

If you do not want to specify the Index Settings, press [Cancel].
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7. Press [OK].

H Device

# Job Button name

B Color of Job Button

B When you select this Job Button
B Custom file name Settings

B Scan/Delivery Options

® Index settings

< Cancel ‘

User Settings > Job Button Settings > My Job Button > New Job Button

Default

SKIL_ICS h 4
Scan|
Blue v |
Digply Scan Setting Saeen v |
Modify » ‘
Modify » ‘
Maodify » ‘
oK J

If you want to return the Job Button Settings to their default settings, press

[Default].

If you do not want to specify the Job Button Settings, press, [Cancel].

The Job Button Settings are complete, and the Job Button Settings screen is

displayed.

User Settings > Job Button Settings

® Job Button Type My Job Button v |
n
-1 Scan

ABC‘ DEF| GHI‘ JKL | MNO| PQR‘ STU|VWX‘ Yz | 079‘

Select /
unselect all

Edt
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3.2.2 Modifying the Job Button Settings

This section shows how to modify the job button settings.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

® :
- userl

Home

..:j Job Buttons (o § i' \ a.’ \

L |
.‘j About
T .
E-mail FTP Shared folder
User Settings
Administrator ‘, &"\
Settings - |
Logout
USB memory FAX Printer

Power Off

The User Settings screen appears.
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Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings »

Job Button Settings

Show Operation
History »

Back >

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Job Button Type drop-down list, select the type of Job Button you want

to modify.

User Settings > Job Button Settings

H Job Button Type My Job Button -

Job Button name My Job Button

Shared Job Button

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0-9‘

<4 Back ‘

1/1

Select /

unselect al
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5. Select the check box next to the job button that you want to modify = press
[Edit] = [Modify].

User Settings > Job Button Settings

New Job
m Job Button Type My Job Button v ‘ Button b
| Job Button name Modify N
Scan
Copy >
Delete
Export
Import
Edt
)
Detail Info.
»

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW)(‘ YZ ‘ 0-9‘

< Back ‘

6. Modify the job button settings, as shown in steps 6 and 7 of “Creating a New Job
Button and Specifying the Job Button Settings,” on p. 180.

The Job Button Settings are complete.
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3.2.3 Copying a Job Button

This section shows how to copy a job button and register it as a new job button.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

Home

::j Job Buttons o ¢ \ a.' '
.‘j About
[} .
E-mail Shared folder USB memory

User Settings

Administrator
Settings

Logout

Power Off

The User Settings screen appears.
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Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings »

Job Button Settings

Show Operation
History »

Back >

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Job Button Type drop-down list, select the type of Job Button you want
to modify.

User Settings > Job Button Settings

H Job Button Type My Job Button -

Job Button name My Job Button /1

Shared Job Button

Select /
unselect al

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0-9‘

<4 Back ‘

Scan Kiosk 11 V3.1.1 User’s Guide 201



5. Select the check box next to the job button that you want to copy = press [Edit]
= [Copy].

User Settings > Job Button Settings

New Job
m Job Button Type My Job Button v ‘ Button b

| Job Button name Modify »
Scan
Copy

»

Delete
Export

Import

Edk
)

Detail Info.
»

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW)(‘ YZ ‘ 0-9‘

< Back ‘

The Copy screen appears.
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6. Press [OK].

User Settings > Job Button Settings > Address Copy
m Copy to My Job Button v ‘
o Scan
S | Cancel

11

OK

J

A duplicate job button with the same name as the copied button is created.
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If you want to modify the copied job button, select the copied job button = press
[Edit] = [Modify].

User Settings > Job Button Settings

New Job
® Job Button Type My Job Button v ‘ Button b
Job Button name Modify »
J  Scan
Copy »
" Scan ]
Delete
Export
Import
Eck
’
Detail Info.
»

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

< Back ‘
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8. Modify the Job Button settings, as necessary = press [OK].

User Settings > Job Button Settings > My Job Button > Edit

B Device SKII_ICS v

H Job Button name scard]

m Color of Job Button Purple v ‘
B When you select this Job Button Dispby S@n Settng Saeen v ‘
m Custom file name Settings Modify » |
B Scan/Delivery Options Modify P|
B Index settings Modify >|

< Cancel Default oK J

For instructions on specifying the Job Button Settings, see “Creating a New Job
Button and Specifying the Job Button Settings,” on p. 180.

The new job button appears on the Job Button Settings screen, as shown below.
User Settings > Job Button Settings

® Job Button Type My Job Button - ‘

11
- Scan
w  Scan2

Select /
unselect al

Edt

»

Detail lnfu.‘
R

ABC | DEF | GHI | XL | MNO | PQR | STU | wx | YZ | 09

« Back

The Job Button Settings are complete.
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3.2.4 Deleting a Job Button

This section shows how to delete a job button.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

Home

.‘j Job Buttons ol / >
pA Butt _ \-D. X i’ \ a”’

-
..:j About
E-mail FTP Shared folder
User Settings
Administrator . “ &‘)\
Settings - |
Logout
USB memory FAX Printer

Power Off

The User Settings screen appears.
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3. Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings

Job Button Settings

Show Operation
History

Back

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Job Button Type drop-down list, select the type of Job Button you want
to modify.

User Settings > Job Button Settings

H Job Button Type My Job Button -

Job Button name My Job Button /1

Shared Job Button

Select /
unselect al

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0-9‘

<4 Back ‘
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5. Select the check box next to the job button that you want to delete = press [Edit]

— [Delete].
User Settings > Job Button Settings
New Job
® Job Button Type My Job Button v | Button »‘
Mady
2 Scan
Copy »
G
Delete
Export
Import
Edk
}
Detail Info.
»
ABC| DEF| GHI | JKL | MNO| PQR| STU | VW}(| YZ | 09 |
| Back ‘
A confirmation message appears.
6. Press [Yes] to delete the job button.
Confirmation
Delete the selected Job Button. The Job Button cannot recover once deleted.
Are you sure you want to continue?
No J Yes

If you do not want to delete the selected job button, press [No].

The job button is deleted.
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3.2.5 Exporting a Job Button

This section shows how to export a job button’s settings to a specified shared folder
on a designated server, as a file in the CSV format.

Export job buttons when you want to back them up or move them to a different
server.
1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk II Home screen, press [User Settings].

Home

..:j Job Buttons o> d i' \ aﬂ’
~ | \
FTP

..:j About
E-mail Shared folder
User Settings
Administrator S ‘, &"\
Settings - ~ |
Logout
USB memory FAX Printer

Power Off

The User Settings screen appears.
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3. Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings

Job Button Settings

Show Operation
History

Back

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Job Button Type drop-down list, select the type of Job Button you want
to modify.

User Settings > Job Button Settings

® Job Button Type My Job Button -

Job Button name My Job Button 1/1
J  Scan

2 Scan2

Shared Job Button

Select /
unselect al

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0-9‘

-« Back ‘
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5. Select the check box next to the job button that you want to export = press [Edit]
= [Export].

User Settings > Job Button Settings

New Job
® Job Button Type My Job Button v ‘ Button »
Modfy
2 Scan
Copy »
(s

Delete

Export

Import

Edc
»

Detail Info.
»

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

< Back ‘

You can export multiple job buttons at the same time.
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6. Press the [Host name] text box — enter the host name of the computer to where
you want to export the job button settings.

Press [Connection test] to check that the host name connected to the network
successfully. If the connection is successful, ‘OK’ is displayed. If the connection
failed, ‘NG’ (No Good) is displayed.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

User Settings > Job Button Settings > My Job Button > Export

o Host name [ Serveri I Contne:t:tion
es

B User name [

B Password [ |

B Domain / Workgroup [

B Folder path [ Browse

Cancel OK Al
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7. Press the [User name] text box = enter the name of the user who has access to

the server. Press the [Password] text box = enter the user’s password.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

User Settings > Job Button Settings > My Job Button > Export

® Host name [ Serverf|
= User name l User 1
o Password [ seee

® Domain / Workgroup [

o Folder path [

Cancel ‘

Connection

test

Browse

OK

o

8. Press the [Domain / Workgroup] text box — enter the domain or workgroup

namece.
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9. Press the [Folder path] text box — enter the folder path directly into the text box,
or press [Browse] to navigate to the folder.

Administrator Settings > Job Button Settings > Shared Job Button > Export
Server1 Connection
B Host name [ T NG
B User name [ User 1
B Password [ seesses
® Domain / Workgroup [ Domaint
B Folder path [ \\serverijobbutton]| X I Browse
Cancel ‘ oK A

If you press [Browse] and have entered invalid user credentials, you must enter
the user credentials again to gain access to the folder on the server, and then press
[OK], as shown below.

Password

Enter user name and password.

H Folder path r \\Serverl
B User name User1
B Password ereseey
Cancel 0K J
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10. Press [OK].

Administrator Settings > Job Button Settings > Shared Job Button > Export
[ ] Server1 Connection
Host name ( Lt NG
® User name [ User 1
H Password [ secsene
® Domain / Workgroup [ Domaint
® Folder path [ \lserveryjobbutton| X Browse
Cancel oK o

The Job Button Export settings are complete.
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3.2.6 Importing a Job Button

This section shows how to import a job button from a shared folder on a server to the
Scan Kiosk II application.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

Home

..:j Job Buttons o 4 F' \ 'ﬂo’ .
| \
FTP

.‘j About
— E-mail Shared folder
:? User Settings
Administrator “ %‘)\
Settings _-— -4
Logout
USB memory FAX Printer

Power Off

The User Settings screen appears.
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3. Press [Job Button Settings].

User Settings

Select item.

User Administration

Address Book
Settings

Job Button Settings

Show Operation
History

Back

The Job Button Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Job Button Type drop-down list, select the type of Job Button you want
to modify.

User Settings > Job Button Settings

® Job Button Type My Job Button -

Job Button name My Job Button 1/1
J  Scan

2 Scan2

Shared Job Button

Select /
unselect al

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0-9‘

-« Back ‘
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5. Press [Edit] = [Import].

User Settings > Job Button Settings

m Job Button Type My Job Button v ‘
4 Scan
J  Scan2

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 079‘

< Back ‘

The Import screen appears.
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6. Press the [Host name] text box — enter the host name of the computer that
contains the Job Button Settings that you want to import.

Press [Connection test] to check that the host name connected to the network
successfully. If the connection is successful, ‘OK’ is displayed. If the connection
failed, ‘NG’ (No Good) is displayed.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

o Host name

B User name

B Password

B Domain / Workgroup

B Job Buttons Setting file

B How to write data

Cancel

User Settings > Job Button Settings > My Job Button = Import

l Server|

Connection
X ] test

[

[

|

|

Replaces the whole data

Browse

OK o
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7. Press the [User name] text box = enter the name of the user who has access to

the server. Press the [Password] text box = enter the user’s password.

For instructions on entering characters from the virtual keyboard or USB

keyboard, see “Entering Characters,” on p. 15.

User Settings > Job Button Settings > My Job Button > Import

o Host name [ Server1
B User name l[ User 1
B Password [ seeq|

B Domain / Workgroup [

H Job Buttons Setting file [

B How to write data Replaces the whole data

Connection

test

Browse

Cancel ‘

OK

o

8. Press the [Domain / Workgroup] text box — enter the domain or workgroup

namece.
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9. Press the [Job Buttons Setting file] text box = enter the folder path to the job
button settings file directly, or press [Browse] to navigate to the file.

User Settings > Job Button Settings > My Job Button > Import

# Host name [ Server1 Cuntr:aesgtiun

® User name [ User 1

B Password [ seee

® Domain / Workgroup [ Domaint

B Job Buttons Setting file [ | I Browse

B How to write data Replaces the whole data -

Cancel ‘ oK J

If you press [Browse] and your user credentials are not found, you must enter the
correct user credentials, the domain of the folder on the server, and then press
[OK], as shown below.

Password

Enter user name and password.

B Folder path r \\Server2

B User name

B Password

® Domain Domain1

Cancel oK 2

If you do not want to correct your user credentials, press [Cancel].
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10. From the How to write data drop-down list, select the action to perform when
importing the job button setting file.

User Settings > Job Button Settings = My Job Button > Import

® Host name [ Server1 Contr;eszt:tion NG

® User name [ User1

B Password [ seee

® Domain / Workgroup [ Domain1

® Job Buttons Setting file [ \\serveryjobbution1\ Brovise

® How to write data Replaces the whole data -

Replaces the whole data

Appends data

Cancel ‘ oK J

[Replaces the whole data]:  Deletes all currently registered job buttons, and
overwrites them with the imported job buttons.

[Appends datal]: Adds the imported job buttons to the currently
registered job buttons.
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11. Press [OK].

B Host name

B User name

W Password

® Domain / Workgroup

B Job Buttons Setting file

B How to write data

Cancel

User Settings > Job Button Settings > My Job Button > Import

[ Server1 Contr;i:t:tmn NG

[ User1

[ eene

[ Domain1

[ \\serverljobbution 1 Frons

Appends data v
OK o

The Job Button Import settings are complete.
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3.3 Configuring the Address Book Settings

This section describes how to create a new address, and how to modify, copy, delete,
export, and import addresses into the address book.

O 1MPORTANT
If you cannot access the [Edit] button on the Address Book Settings screen, the
Administrator may have restricted the editing of My Address Book and Shared
Address Book. For more information, please contact your Scan Kiosk II
Administrator.

3.3.1 Creating a New Address

This section shows how to create a new address.

O IMPORTANT

e Up to a total of 1,000 addresses can be registered in the Shared Address Book, My
Address Book, Shared Job Button, and My Job Button.

e Up to 100 addresses can be registered in a group.

e The available settings vary, depending on the type of address selected (E-Mail,
Shared Folder, or Group).

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.
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2. From the Scan Kiosk IT Home screen, press [User Settings].

...’j Job Buttons

...‘j About

User Settings

Administrator
Settings

Logout

Power Off

The User Settings screen appears.

63/

E-mail

A

USB memory

OneDrive

. .
0,
o,
i’ \ g
FTP Shared folder
4 ¥
p -
- “' > |
FAX Printer
SharePoint
Manage Cloud Accounts '|
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3. Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].
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select the address type you want to create.

4. From the Address Book type drop-down list, select the address book type (Shared
Address Book or My Address Book) = from the Address type drop-down list,

® Address Book type

=] userl
*S] user2
=] user3

User Settings > Address Book Settings

My Address Book

v B Address type

Address
userl@domain.com

user2@domain.com

user3@domain.com

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

=] E-mai v

=) E-mail

(") Shared folder
@ FTP

& FAX

ﬁ Group

@ OneDrive

Q SharePoint
o al

> | Back

7]

If you do not want to create a new address, press [Back].
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5. Press [Edit] = [New].

User Settings > Address Book Settings

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

4 Back ‘

B Address Book type My Address Book v ‘ B Address type E-mail
User 1 userl@domain.com -
User 2 user2@domain.com
User 3 user3@domain.com

The New Address screen appears.
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5.1 If you selected [E-mail] in step 4, press the [Name] text box = enter a
name for the sender’s e-mail address = press the [E-mail address] text
box = enter the sender’s e-mail address = press [OK].

User Settings > Address Book Settings > My Address Book > E-mail > New Address
® Name lJane Doe I
B E-mail address deoe@domain.com xl
Cancel OK J
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5.2 If you selected [Shared folder] in step 4, press [Edit] = [New].

5.2.1 From the Protocol drop-down list, select the protocol to use when
sending files to shared folders.

You can select [SMB], [WebDAV], or [WebDAV over SSL].

User Settings > Address Book Settings > Shared Address Book > Shared folder > New Address

u Protocol SMB hd

SMB

L ez WebDAV

WebDAV over S5L
® Host Name (FQDN) Cur\{;ﬁtmn

 Port number

o Folder path
Browse ‘

v 1/2

Cancel ‘ OK J

O vPORTANT
Select [WebDAV] or [WebDAYV over SSL] to activate the Port
number and Use HTTP proxy settings.

522 Press the [Name] text box = enter the name to appear in the
address book.
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523 Press the [Host Name (FQDN)] text box — enter the fully
qualified domain name of the computer that contains the publicly
shared folder.

If necessary, press [Connection test] to test the connection to the

computer.

User Settings > Address Book Settings > Shared Address Book > Shared folder > New Address
® Protocol WebDAV v
® Name [Shared Folder1
] 1111 Connection

Host Name (FQDN) [ \ X I e
—
B Port number [80
® Folder path
Browse
v 1/2
Cancel OK o

If the connection is successful, ‘OK” is displayed. If the
connection failed, ‘NG’ (No Good) is displayed.
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524

If [WebDAV] or [WebDAV over SSL] was selected in step

5.2.1, press the [Port number] text box = enter the port number

for the HTTP connection.

The standard WebDAYV port number is ‘80°. The standard
WebDAYV over SSL port number is ‘443°.

User Settings > Address Book Settings > Shared Address Book > Shared folder > New Address

u Protocol WebDAV -

® Name [Shared Folder1

® Host Name (FQDN) [ 1111 X Contréestt:t\on

| Port number [ 80 l

® Folder path

Browse ‘
v 1/2
Cancel OK o
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525

5.2.6

Press the [Folder path] text box = enter the new shared folder’s
name directly, or press [Browse] to navigate to the folder.

If you press [Browse], you must enter the user credentials, and

then press [OK].

H Protocol

H Name

o Host Name (FQDN)
B Port number

 Folder path

Cancel

User Settings > Address Book Settings > Shared Address Book > Shared folder > New Address

WebDAV

v

[ Shared Folder1

[1111

Connection
test

[80

NewSharedFolder1\

Browse

v 1/2

OK J

0 IMPORTANT

You must add a backslash (\) to the end of the folder path. This
enables users to create folders on the root of the share.

Press [ ¥ ] to continue to specify the Shared Folder settings.
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5.2.7

52.8

O

529

Press the [Use HTTP proxy] check box to enable the use of an
HTTP proxy server for WebDAYV protocols.

User Settings > Address Book Settings > Shared Address Book > Shared folder > New Address

B User name [

W Use HTTP proxy

Save
password

o

H Password [

- Fully Qualified
Domain/Workgroup

2/2

OK

J|

Cancel |

If the SMB protocol is selected, the Use HTTP proxy check box
is grayed-out, and cannot be selected.

In the [User name] and [Password] text boxes, enter the user
name and password of a user account that has “Write”
permissions for the shared folder.

If you want to save the password of the user account, press the
[Save password] check box.

IMPORTANT
If the user credentials are not set, the user’s log on credentials
are used, if available.

If [SMB] was selected in step 5.2.1, enter the Fully Qualified
Domain or Workgroup name that is associated with the user in
the [Fully Qualified Domain/Workgroup] text box.

If a different protocol, other than [SMB] is selected, the Fully
Qualified Domain/Workgroup field is grayed-out.

Scan Kiosk 11 V3.1.1 User’s Guide

237



53

If you selected [FTP] in step 4, press [Edit] = [New].

5.3.1

From the Protocol drop-down list, select the FTP protocol to use
when sending files to an FTP server.

You can select [FTP], [FTPS(Explicit)], [FTP(Implicit)], or

[SFTP].
User Settings > Address Book Settings > Shared Address Book > FTP > New Address
 Protocol FTP A d
u Name . a %soedgassm
FTPS(Explicit) I
o FTP Server FTPS(Impicit) Cuntr;es:étinﬂ
o Folder path | Browse |
u Authentication Method
o Port number [21
v | 1/2
Cancel | Uk AJ‘

FTP: The File Transfer Protocol is used to transfer
computer files between a client and a server on
a computer network.

FTPS(Explicit): An unencrypted FTP connection, which
switches to a secure SSL connection over port
21, prior to you being granted access to the FTP
server.

FTPS(Implicit): An SSL connection that establishes instantly
over the default port of 990 prior to you being
granted access to the FTP server.

SFTP: The Secure File Transfer Protocol facilitates

data access and data transfer over an SSH
(Secure Shell) data stream.

If you want to connect to the FTP server through a firewall,
select the [Use passive mode] check box. If you selected [SFTP],
the [Use passive mode] check box is grayed out.
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5.3.2 Enter the name of the new FTP server in the [Name] text box.

User Settings > Address Book Settings > Shared Address Book > FTP > New Address

o Protocol SFTP - ‘

® Name I SFTP1 l

B FTP Server [ Connection
st

O Rty i [ Browse ‘

B Authentication Method Password Authentication -

® Port number [ 22

v 1/2

533 Press the [Name] text box = enter the IP address or host name of
the FTP server.

If necessary, press [Connection test] to test the connection to the
server.

If the connection is successful, ‘OK” is displayed. If the
connection failed, ‘NG’ (No Good) is displayed.
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534

Press the [Folder path] text box = enter the new folder path

directly, or press [Browse] to navigate to the folder.

If you press [Browse], you must enter the user credentials, and

then press [OK].

User Settings > Address Book Settings > Shared Address Book > FTP > New Address
= Protocol SFTP A d
o Name [SFTP1
® FTP Server [333 333.333.333 Contneeszt:t\on
® Folder path ﬁwmder\] X I I Browse ]
B Authentication Method Password Authentication - |
= Port number [22
v 1/2
Cancel OK J

0 IMPORTANT

You must add a backslash (\) to the end of the folder path. This
enables users to create folders on the root of the share.
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535

5.3.6

5.3.7

From the Authentication Method drop-down list, select
[Password Authentication] or [Private Key Authentication] for
the authentication method to use for the SFTP protocol.

User Settings > Address Book Settings > Shared Address Book > FTP > New Address
u Protocol SFTP v
B Name [ SFTP1
® FTP Server (333333333333 Connection |
test

m Folder path [ SFTPTFolder: —_— |
B Authentication Method Password Authentication w

Password Authentication
B Port number

Private Key Authentication

v 1/2
Cancel | OK o ‘

The Authentication Method drop-down list is only active when

SFTP is selected as the Protocol.

If necessary, press the [Port number] text box = enter the port

number of the FTP server.

User Settings > Address Book Settings > My Address Book > FTP > New Address
u Protocol SFTP v
® Name [SFTP1
o FTP Server [333:333.333.333 Cur\tn:s:étinn |
o Folder path [ SFTPTFoidert F— |
® Authentication Method Password Authentication v |
® Port number l 22 ]
- | 12
Cancel | oK J ‘

The Port number is populated automatically, depending on the

Protocol you selected in step 5.3.1.

Press [ ¥] to continue to specify the FTP settings.
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5.3.8

539

Press the [User name] text box = enter your user name to gain
access to the FTP server = proceed to the next step.

If you selected [SFTP] as the Protocol, and [Password
Authentication] as the Authentication Method, press the
[Password] text box = enter your password to gain access to the

FTP server.

If you want to save your password, select the [Save password]

check box.

B User name

 Password

B Use Passphrase

B Passphrase

W Fingerprint

H Use FTP proxy

Cancel

User Settings > Address Book Settings > My Address Book > FTP > New Address

userl

Save
- Rpassword

Verify

2/2 A

OK o
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5.3.10

5.3.11

O

5.3.12

5.3.13

If you selected [SFTP] as the Protocol, and [Private Key
Authentication] as the Authentication Method, select the [Use
Passphrase] check box = press the [Passphrase] text box =

enter the passphrase to gain access to the SFTP server.

If you want to save the passphrase, select the [Save Pass]

check box.

User Settings > Address Book Settings > My Address Book > FTP > New Address

® User name [ usert

u Password

H Use Passphrase

® Passphrase I ||||||||

Save
l — fpass.

B Fingerprint [ Verify

B Use FTP proxy

2/2 A

Cancel | ux ) ‘

If you selected [SFTP] as the Protocol and [Private Key
Authentication] as the Authentication Method, press the

[Fingerprint] text box = enter the fingerprint (shortened version

of the Public Key) = press [Verify].

The SFTP server’s fingerprint is verified.

IMPORTANT

The [Fingerprint] field must always be set when using Secure

FTP (SFTP) protocol.

If you selected [FTP] as the Protocol and you want to use an FTP

Proxy Server, select the [Use FTP proxy] check box.
Press [OK].

The new FTP server settings are complete.

If you do not want to specify the FTP server settings, press

[Cancel].
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54 If you selected [FAX] in step 4, press [Edit] = [New].

5.4.1 Press the [Name] text box = enter the fax machine’s name.

User Settings > Address Book Settings > My Address Book > FAX > New Address
u Name [FAX 1 xl
B FAX number [
Cancel | €x AJ‘

542 Press the [FAX number] text box = enter the fax number —

press [OK].
User Settings > Address Book Settings > My Address Book > FAX > New Address
o Name [FA.X 1
—
# FAX number l11234567890| X]
Cancel | OK o

The FAX settings are complete.

If you do not want to specify a FAX address, press [Cancel].
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5.5 If you selected [Group] in step 4, press [Edit] = [New].

5.5.1 Press the [Name] text box = enter a name for the group.

User Settings > Address Book Settings > My Address Book > Group > New Address

= Name [Gmup Address 1 xl

B[ e ) ) e e RN
Cancel OK J

5.5.2  To add addresses to the group, press [Add].

The address list appears.
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553 From the Address Book type drop-down list, select the address
book that contains the addresses you want in the group — from
the Address type drop-down list, select the address types (only
E-mail and Shared folders are supported) you want displayed in
the list.

User Settings > Address Book Settings > My Address Book > Group > New Address > Group Settings

=) E-mail

Sy

Address
jdoe@domain.com

® Address type

=] E-mai

[__) Shared folder

[=] User1 userl@domain.com @
“=] User 2 user2@domain.com

< Fax
=] User 3 user3@domain.com

ABC| DEF| GHI| JKL‘MNO‘ PQR‘ 5TU|VWX| YZ‘ 0-9‘

« Cancel OK > ‘
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554

5.5.5

Select the addresses you want to include in the group —
press [OK].

User Settings > Address Book Settings > My Address Book > Group > New Address > Group Settings

® Address Book type My Address Book v ® Address type =1 E-meil v

Address
&7 Jane Doe jdoe@domain.com
&7 user 1 userl@domain.com
37 User 2 user2@domain.com
37 User 3 user3@domain.com

i)

The addresses are added to the group.

Press [OK].

User Settings > Address Book Settings > My Address Book > Group > New Address

H Name [Gmup Address 1
Name Address /1
*=| Jane Doe jdoe@domain.com
5] User1 userl@domain.com
=] User2 user2@domain.com
=] User3 user3@domain.com

oc | oer | our | | o] por | su | wix| vz | os |
Cancel OK J

The Address Book Settings screen appears.
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5.6 If you selected [OneDrive] in step 4, press the [Name] text box = enter a
name for the destination folder = press the [Folder path] text box = enter
the folder path in the OneDrive organizational structure = press [OK].

User Settings > Address Book Settings > My Address Book > OneDrive > New Address

o Name lPrivate Files I

u Folder path [’Privale ]

Browse

Cancel oK J]
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Alternatively, click [Browse] to browse your OneDrive folder structure.

OneDrive

o Path [

T

1 Documents

) Pictures Rb o
1 Private

] Public

Cancel oK Al

Go down one level of the folder tree. Scan Kiosk II
3} Down does down the folder that is currently highlighted.
1 5 Go up one level of the folder structure.
P

Page through the available sub-folders in the current
folder.

Press [OK] when you have selected the desired folder (appears in the
[Path] text box).

Press [Cancel] to return to the previous screen.
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5.7 If you selected [SharePoint] in step 4, press [Edit] = [New].

5.7.1 Press the [Name] text box = enter the name to appear in the
address book.

User Settings > Address Book Settings > My Address Book > SharePoint > New Address

o Name I[ I

u Site path [

m Library name

o Folder path
Browse

NOTE on Site path field:
For Default root site: leave empty. For subsite of Default root site: enter "Site Name". For Non
default root site: enter "sites/Site Name".

Cancel OK J
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5.7.2 Press the [Site path] text box = enter the SharePoint Site name.

User Settings > Address Book Settings > My Address Book > SharePoint > New Address

B Name [ MySharePoint

o Site path I\ |

o Library name

H Folder path

Browse

NOTE on Site path field:
For Default root site: leave empty. For subsite of Default root site: enter <Site Name:>. For
Non default root site: enter "sites/ <Site Name>".

Cancel ‘ wx AJ|

The site to enter depends on how you built your SharePoint
account. If you do not have any sub-sites, or you want to use the
default root account, leave [Site path] blank. If you want to use
the default sub-site, enter that site name in [Site path]. If you
want to use a non-default sub-site, enter “sites/<sub-site-name>"
in [Site path]. For example, to use the non-default sub-site
“TestSiteX”, enter “sites/TestSiteX™.
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573 If you remember the names of the libraries and folder paths in
the site, press the [Library name] and [Folder path] text boxes
and enter the desired values.

User Settings > Address Book Settings > My Address Book > SharePoint > New Address

= Name [ MySharePoint

u Site path [ sites/TestSiteX

® Library name

® Folder path

Browse

NOTE on Site path field:
For Default root site: leave empty. For subsite of Default root site: enter <Site Name>. For
Non default root site: enter "sites/ <Site Name>".

Cancel OK o

After you have filled in the [Site path], you can also use the
[Browse] button to navigate to the target scan destination.

SharePoint

H Path [

S !

| Documents

SiteXLibX o) i

Cancel OK o
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6. Press [OK].

',l, Down

Go down one level of the organizational
structure. At first, Browse displays the
default “Documents” folder along with all
Libraries that are part of the selected [sub]
site. Beneath each library is a set of folder
structures which more resemble a
common file system.

Scan Kiosk II does down the level that is
currently highlighted

Go up one level of the organizational
structure.

Page through the available sub-folders in
the current folder.

User Settings > Address Book Settings > My Address Book > SharePoint > New Address

H Name [MyShareFuinl

® Site path [ sites/TestSiteX

e SiteXLibX
o Library name e

u Folder path /XFolder02

Browse

NOTE on Site path field:
For Default root site: leave empty. For subsite of Default root site: enter <Site Name>. For
Non default root site: enter "sites/ «<Site Name:=".

Cancel OK J

The New Address settings are complete.

If you do not want to specify the New Address settings, press [Cancel].
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3.3.2

Modifying an Address

You can modify an address if you receive a send error, or if the address is incorrect

and must be changed.

This section shows you how to view the detailed information of an address, and then

modify it, if necessary.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk II Home screen, press [User Settings].

Home

...‘j Job Buttons

..-‘j About

f User Settings

Administrator
Settings

Logout

Power Off

(o

E-mail

O

USB memory

OneDrive

F‘ \ 88

v

FTP Shared folder
¥ <>

FAX Printer

SharePoint

Manage Cloud Accounts N

The User Settings screen appears.
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3. Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Address Book type drop-down list, select the address book type (Shared
Address Book or My Address Book) = from the Address type drop-down list,
select the address type you want to modify.

User Settings > Address Book Settings

® Address Book type | My Address Book v ® Address type L5 Ema v
=] E-mail
[Elie Address (") Shared folder
=] userl userl @domain.com @
FTP
*S] user2 user2@domain.com
: ) FAX
=] user3 user3@domain.com 3
ﬁ Group
@ OneDrve
Q SharePoint
o Al
¥
’

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

> | Back ‘

To go back to the previous screen, press [Back].
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5. Select the address you want to modify from the list = press [Detail Info].

User Settings > Address Book Settings
B Address Book type My Address Bock v ‘ B Address type o Al v
Mame Addracc 1]’1
&2 Jane Doe jdoe@domain.com
] Shared Folderl 1.1.1.1:80/NewSharedFolder1\
5] User1 userl@domain.com
"] User 2 user2@domain.com
"=] User 3 user3@domain.com
Select /
unselect al
Edc
3
Detail Info.
»
ABC‘ DEF ‘ GHI ‘ JKL ‘ MNO‘ PQR‘ STU ‘ VW}(‘ YZ ‘ 09 ‘
| Back ‘

The Detailed Information screen for the address appears.
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6. Check the detailed information for the selected address = determine what
information needs to be changed = press [Back].

User Settings > Address Book Settings = My Address Book > E-mail > Details

‘=] E-mail information.

B Name » Jane Doe

B E-mail address » jdoe@domain.com

Back ‘J
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7. Make sure that the user you want to modify is still selected = press [Edit] —

[Modify].
User Settings > Address Book Settings
B Address Book type My Address Book v ® Address type v
»
ame Addres MOdify »
&2 Jane Doe jdoe@domain.com Copy
; »
] Shared Folderl 1.1.1.1:80/NewSharedFolder1\
5] Useri1 userl@domain.com Delete
“=| User 2 user2@domain.com Export
[F5] User 3 user3@domain.com
Import
Edk
»
Detail Info.
»
ABC‘ DEF ‘ GHI ‘ JKL ‘ MNO‘ PQR‘ STU ‘ VWX‘ YZ ‘ 09 ‘
| Back ‘

8. Modify the address.

For information on modifying the address, see steps 5.1 to 6 of “Creating a New
Address,” on p. 227.
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3.3.3 Copying an Address

This section shows how to copy an address, and register it as a new address. You can
also copy addresses between a Shared Address Book and My Address Book.

O 1MPORTANT
If editing is restricted for only one Address Book (My Address Book or Shared
Address Book), it is only possible to copy addresses from the one restricted address
book and move them into the unrestricted address book.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

... cusa
@ )
Home \\ ﬂ‘
| .
E-mail FTP Shared folder
..-‘j Job Buttons
.‘j About - <
[~ ] y -
N

User Settings USB memory FAX Printer

Administrator

Settings

Logout ‘ $

OneDrive SharePoint
Power Off
Manage Cloud Accounts »

The User Settings screen appears.
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3. Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Address Book type drop-down list, select the address book type (Shared
Address Book or My Address Book) = from the Address type drop-down list,
select the address type you want to modify.

User Settings > Address Book Settings

® Address Book type | My Address Book v ® Address type L5 Ema v
=] E-mail
[Elie Address (") Shared folder
=] userl userl @domain.com @
FTP
*S] user2 user2@domain.com
: ) FAX
=] user3 user3@domain.com 3
ﬁ Group
@ OneDrve
Q SharePoint
o Al
¥
’

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

> | Back ‘

To go back to the previous screen, press [Back].
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5. Select the address you want to copy from the list = press [Edit] = [Copy].

User Settings > Address Book Settings

B Address Book type My Address Book v ‘ B Address type o Al
Modify »

Address
jdoe@domain.com

Copy

Delete

Jane Doe
Shared Folder1 1.1.1.1:80/NewSharedFolder1\

userl@domain.com

i S R W

User 1
User 2 user2@domain.com Export
User 3 user3@domain.com
Import
Edk

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

<4 Back ‘

The Address Copy screen appears.

Scan Kiosk 11 V3.1.1 User’s Guide 263



6. From the Copy to drop-down list, select the address book destination to where
you want to copy the address.

User Settings > Address Book Settings > Address Copy
H Copy to My Address Book w
My Address Book l,fl
&7 User 1 Shared Address Book @domain.com
S | Cancel ‘ OK J

7. Make sure a check mark appears by the address you selected in step 5 =
press [OK].

The copied address appears in the list.

If you do not want to copy the address, press [Cancel].
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8. Ifyou want to modify the copied address, select the copied address = press [Edit]

— [Modify].
User Settings > Address Book Settings
B Address Book type My Address Book v ‘ m Address type M’ Al
| Modfy
=] Jane Doe jdoe@domain.com Copy
. 3
] Shared Folder1 1.1.1.1:80/NewSharedFolder1\
*=] Useri userl@domain.com e ‘
7 User1 userl@domain.com ] Export ‘
[*5] User2 user2@domain.com
Import
"] User 3 user3@domain.com
Edk
}
Detail Info.
3
ABC‘ DEF ‘ GHI ‘ JKL ‘ MNO‘ PQR‘ STU ‘ VW}(‘ YZ ‘ 09 ‘
<4 Back ‘

Depending on the address type you selected, the settings screen for that address
type appears.
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9. Modify the address, as necessary = press [OK].

User Settings > Address Book Settings > My Address Book > E-mail > Edit
# Name [User 4 x
B E-mail address [user4@domain.com
Cancel oK ‘J]

For instructions on specifying the address settings, see “Creating a New Address,”

on p. 227.

The new address appears in the address list, as shown below.

User Settings > Address Book Settings

B Address Book type M Address Book v ‘ B Address type o al v ‘
Name Address 11
=] Jane Doe jdoe@domain.com
1 Shared Folder1 1.1.1.1:80/NewSharedFolder1\
=] User1 userl@domain.com
=] User2 user2@domain.com
=] User3 user3@domain.com
Select /
l *s] User4 userd@domain.com I unselect al
Edck
»

ABC | DEF | GHI | JL | MNO| PQR | STU [ vwx | vz | 09 |

<4 Back ‘
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3.3.4 Deleting an Address

This section shows you how to delete an address from the selected address book.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

I o9
Home \\ “
E-mail FTP Shared folder
.‘-‘j Job Buttons
.‘j About "] > |
¥ -
[~ - - )
\ /
# User Settings 0
- LI SINIES USB memory FAX Printer
Administrator
Settings
Logout . *
OneDrive SharePoint
Power Off
Manage Cloud Accounts N

The User Settings screen appears.
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Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back >

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].

268

Scan Kiosk 11 V3.1.1 User’s Guide



select the address type you want to modify.

® Address Book type

=] userl
*S] user2
=] user3

User Settings > Address Book Settings

My Address Book

v B Address type

Address
userl@domain.com

user2@domain.com

user3@domain.com

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

=] E-mai v

=) E-mail

(") Shared folder
@ FTP

& FAX

ﬁ Group

@ OneDrive

Q SharePoint
o al

> | Back

"]

To go back to the previous screen, press [Back].

4. From the Address Book type drop-down list, select the address book type (Shared
Address Book or My Address Book) = from the Address type drop-down list,
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5. Select the address you want to delete = press [Edit] = [Delete].

User Settings > Address Book Settings

B Address Book type My Address Bock v ® Address type o Al
y
Modify b‘
=] Jane Doe jdoe@domain.com
Copy
] Shared Folderl 1.1.1.1:80/NewSharadFolder1\
=] User1 userl@domain.com Delete
=] User 2 user2@domain.com Export ‘
=] User3 user3@domain.com
Import
12 User 4 userd@domain.com
Edc
»
Detail Info.
3

ABC | DEF | GHI | JKL | MNO | PQR | STU | wwX | YZ | 09 |

< Back ‘

A confirmation screen appears.

6. Press[Yes].

Confirmation

Delete the selected Address. The Address cannot recover once deleted.

No J Yes

If you do not want to delete the address, press [No].

The address is deleted from the address book.
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3.3.5 Exporting an Address

This section shows you how to export an address from the selected address book.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

I o9
Home \\ “
E-mail FTP Shared folder
.‘-‘j Job Buttons
.‘j About "] > |
¥ -
[~ - - )
\ /
# User Settings 0
- LI SINIES USB memory FAX Printer
Administrator
Settings
Logout . *
OneDrive SharePoint
Power Off
Manage Cloud Accounts N

The User Settings screen appears.
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Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back >

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Address Book type drop-down list, select the Address Book type
(Shared Address Book or My Address Book) = from the Address type

drop-down list, select the kind of addresses you want to export.

User Settings > Address Book Settings

® Address Book type | My Address Book v ® Address type L5 Ema v
=] E-mail
[Elie Address (") Shared folder
=] userl userl @domain.com @
FTP
*S] user2 user2@domain.com
: ) FAX
=] user3 user3@domain.com 3
ﬁ Group
@ OneDrve
Q SharePoint
o Al
¥
’

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 0—9‘

> | Back ‘
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5. Select the addresses you want to export = press [Edit] = [Export].

User Settings > Address Book Settings

B Address Book type My Address Bock v B Address type o Al
N
4
&2 Jane Doe jdoe@domain.com Copy
- »
s/ Shared Folder1 1.1.1.1:80/NewSharedFolder1\
&7 User 1 userl@domain.com Delete
21 User 2 user2@domain.com Export
&7 User 3 user3@domain.com
Import
Edc
»
»

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VW}(‘ YZ ‘ 079‘

< Back ‘

You can export multiple addresses at the same time.
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6. Enter the necessary information for each item = press [OK].

For instructions, see “Exporting a Job Button,” on p. 210.

User Settings > Address Book Settings > My Address Book > Export

é R

B Host name [ Connection
test

B User name [

H Password [

o Domain / Workgroup [

B Folder path [ Browise

\ S

Cancel oK J

The export starts, and a confirmation message appears. Press [Yes].

The Export settings are complete.
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3.3.6 Importing an Address

This section shows you how to import an address into a selected address book.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk IT Home screen, press [User Settings].

I o9
Home \\ “
E-mail FTP Shared folder
.‘-‘j Job Buttons
.‘j About "] > |
¥ -
[~ - - )
\ /
# User Settings 0
- LI SINIES USB memory FAX Printer
Administrator
Settings
Logout . *
OneDrive SharePoint
Power Off
Manage Cloud Accounts N

The User Settings screen appears.
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3. Press [Address Book Settings].

User Settings

Select item.

User Administration b ‘

Address Book
Settings »

Job Button Settings "

Show Operation
History »

Back

The Address Book Settings screen appears.

To go back to the previous screen, press [Back].
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4. From the Address Book type drop-down list, select the Address Book type
(Shared Address Book or My Address Book) to where you want to import the
address book data.

User Settings > Address Book Settings

® Address Book type | My Address Book V] o Address type o Al v

My Address Book

Shared Address Book 1/1
5] Jane Doe mereef@domain.com
1 Shared Folder1 1.1.1.1:80/NewSharedFolder1\
=] User1 userl@domain.com
=] User2 user2@domain.com
=] User 3 user3@domain.com
Select /
unselect al
Edc
»
: »

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

< Back ‘

278 Scan Kiosk 11 V3.1.1 User’s Guide



5. Press [Edit] = [Import].

User Settings > Address Book Settings

B Address Book type My Address Book v B Address type o Al
2w »

v [*5] Jane Doe jdoe@domain.com
1 Shared Folder1 1.1.1.1:80/NewSharedFolder1\
5] User1 userl@domain.com
"] User 2 user2@domain.com
=] User 3 user3@domain.com

ABC‘ DEF‘ GHI‘ JKL ‘ MNO‘ PQR‘ STU‘VWX‘ YZ ‘ 0—9‘

S | Back ‘

You can import multiple addresses at the same time.
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6. Press the [Host name] text box — enter the host name of the computer that
contains the address data that you want to import.

Press [Connection test] to check that the host name connected to the network
successfully. If the connection is successful, ‘OK’ is displayed. If the connection
failed, ‘NG’ (No Good) is displayed.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

User Settings > Address Book Settings > My Address Book > Import

® Host name [Server1| X ] Con{;i:t:tm

B User name [

H Password [

® Domain / Workgroup [

B Address Book file [ Browse
® How to write data Replaces the whole data b
Cancel oK J
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7. Press the [User name] text box = enter the name of the user who has access to
the server. Press the [Password] text box = enter the user’s password.

For instructions on entering characters from the virtual keyboard or USB
keyboard, see “Entering Characters,” on p. 15.

User Settings > Address Book Settings > My Address Book > Import

B Host name [ Servert Con{:aes‘étion
B User name l[ User 1 ]
B Password l sesel ]

B Domain / Workgroup [

B Address Book file [ Browse
B How to write data Replaces the whole data v
Cancel ‘ oK J

8. Press the [Domain / Workgroup] text box = enter the domain or workgroup
name.
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9. Press the [Address Book file] text box = enter the folder path directly into the
Address Book file text box, or press [Browse] to navigate to the file.

User Settings > Address Book Settings > My Address Book > Import
= Host name [ Server1 Contr:aesct:tion
o User name [ User 1
m Password [ sese
® Domain / Workgroup [ Domainf| X
B Address Baook file [ ] Browse
® How to write data Replaces the whole data v
Cancel ‘ oK J

If you press [Browse] and your user credentials are not found, you must enter the
correct user credentials, the domain of the folder on the server, and then press
[OK], as shown below.

Password

Enter user name and password.

B Folder path » \\Serveri

B User name

H Password

= Domain Domain1

Cancel oK ‘J]

If you do not want to correct your user credentials, press [Cancel].
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10. From the How to write data drop-down list, select the action to perform when
importing the Address Book file.

User Settings > Address Book Settings > My Address Book > Import

# Host name [ Serveri Con{;eszt:tion

® User name [ User 1

B Password [ seee

® Domain / Workgroup [ Domain1

B Address Book file [ Viserveri\addressfile'\ Browse

B How to write data Raplaces the whole data -

Replaces the whole data

Appends data

Cancel ‘ oK J

[Replaces the whole data]: Select this setting to overwrite the entire address book
with the imported address book data.

[Appends datal]: Select this setting to add the imported address book
data to the current address book.

If you do not want to specify the Import settings, press [Cancel].
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11. Press [OK].

User Settings > Address Book Settings = My Address Book > Import
® Host name [ Server1 Contr;eszt:tmn
o User name [ User 1
B Password ooee
® Domain / Workgroup [ Domain1
® Address Book file [ \\serveri\addressfile\ Browse
® How to write data Appends data v
Cancel oK J

A confirmation message appears.
12. Press [Back] to return to the Address Book Settings screen.

The Import settings are complete.
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3.4 Showing the Operation History

This section describes how to view and delete your Scan Kiosk II operation history.

The operation history list is in order by the most recent date and time.

1. Log on to Scan Kiosk II.

For instructions on logging on to Scan Kiosk II, see “Logging On,” on p. 19.

2. From the Scan Kiosk Il Home screen, press [User Settings].

Home

= - v

.‘] About
Sl .
E-mail FTP Shared folder

:?. User Settings

Administrator “ &‘/\

Settings — -4

Logout

USB memory FAX Printer

Power Off

The User Settings screen appears.
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Press [Show Operation History].

User Settings

Select item.

User Administration b ‘

Address Book
Settings

Job Button Settings "

Show Operation
History

Back >

The Show Operation History screen appears.

To go back to the previous screen, press [Back].

286

Scan Kiosk 11 V3.1.1 User’s Guide



4. Select the check box next to the date and time of the desired operation that you
want to view = press [Detail Info].

You can select only one operation at a time.

User Settings > Show Operation History

Date/time Pages Sheets Sent 1/2
2019/01/14 14:18:06

2019/01/14 09:59:19
2019/01/11 14:11:47 j
2019/01/11 12:03:19

2019/01/10 18:11:57

2019/01/10 17:38:51

2019/01/10 15:19:50 2 2 1
2019/01/10 15:08:48

2019/01/10 14:23:54

2019/01/10 09:55:24 4 4

CRECRE-RE-RE-RE-RE-RE- BB 4

Detail Info.
»

« Back

To scroll through the history list, press [ ¥] or [ A].

If you do not want to view the operation history, press [Back].
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5. View the detailed information — press [Back].

User Settings > Show Operation History > Detail information
"2019-01-14 14:1&:06.132", "LOGIN", "User 1","",""
< Back

The Show Operation History screen appears.
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3.5 Displaying the Version Information

This section shows how to display and verify the Scan Kiosk II version information.

1. From the Scan Kiosk Il Home screen, press [About].

Home

= - v

.‘] About
Sl .
E-mail FTP Shared folder

:?. User Settings

Administrator “ &‘/\

Settings — -4

Logout

USB memory FAX Printer

Power Off

The version information screen appears.

If you do not want to display the version information, press [Close].
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2. View the version information = press [Close].

About

13:41 Monday 2023/03/27

( Device Information
B Name

m [P Address

B Subnet Mask

B Default Gateway
- Fully Qualified

Domain/Workgroup
B Web Application

Scanner Information
B Model

W Driver Version

SKIILAB2
1.1 5.5
255.255.252.0
1.1 5.1
WORKGROUP

3.2.1708.2102_SKII_3.1.0.0003

CANONDR-G2090USB

1.0.11805.28001

\

B Firmware Version 1.32
B Roller Counter 182
[
\ Flatbed Not connected y
Close
&’ NOTE

© 2020 Canon U.S.A., Inc.

The “Flatbed” field displays the Flatbed Scanner Unit connected to the Scan
Kiosk II. If no flatbed scanner is attached, “Not connected” displays.

The Home screen appears.
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3.6 Logging Off

This section shows you how to log off the Scan Kiosk II tablet PC if the Administrator

configured log on credentials for you.

1. From any Scan Kiosk II screen, press [Logout].

Home
..;j Job Buttons o g i’
-
.‘j About
~a E-mail FTp
User Settings

Administrator

Settings . 4

Logout

USB memory FAX

Power Off

o

Shared folder

¥

Printer

You are immediately logged off the device.
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3.7 Powering OFF the Device

This section shows you how to power OFF the Scan Kiosk II tablet PC properly.

1. From any Scan Kiosk II screen, press [Power Off].

@ .
Py userl

Home

..:j Job Buttons G ' E‘ \ 'ﬂo’
o

.O:] About

E-mail Shared folder

User Settings

Administrator ‘ & y
Settings - o
N ,

Logout
USB memory FAX Printer

Power Off

A confirmation screen appears.

2. Press[Yes].

Note

Are you sure to power off?

MNo Yes o

If you do not want to power OFF the device, press [No]. The shutdown process
starts, and the device powers OFF.
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