
A MCS Presentation

Scanning in 
Documents



Load the 
Paper/Document
Face up



Click "Scan and 
Send"



Click "Address Book"



Scroll Down Until you 
see "Scan Folder" Click 
It.



The Scanner should then 
scan the Paper/Document 
and a copy will be in the 
Company Scan Folder



To find your Files you just 
scanned, Sign into the 
network and on your 
desktop click "Company 
Files"



Scroll through until 
you find the 
"Scan" folder



This is where you will find the 
Scan that you uploaded. 

NOTE* DON’T FORGET TO 
DELETE YOUR SCAN FROM THE 
SCAN FOLDER. THIS SCAN 
FOLDER IS COMPANY WIDE 
AND ANYONE CAN ACCESS IF 
LEFT ALONE.
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