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Canon ImageRUNNER ADVANCE DX: Scanning Basics

This guide will go over how to Scan.

1. Select the Scan and Send button.

<%

Scan and
Send

2. Place the Originals to scan.
¢ In Document Feeder — Paper faces up.

e On Glass — Paper faces down.

3. Select a Destination.

e From Address Book: Select the
Address Book icon, then select a pre-
registered address.

e From One-Touch: Select the One Touch
icon, then select a pre-programmed

button. Address Book One-Touch New Destination
e New Destination: Select the New 4 4 ’
Destination icon, pick a destination type
(ex: email address), then type in the
destination information.
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4. Select OK.
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Delayed Send )
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File Name
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Subject/
Message )

<File Format> \
Select the file format. Gj
When Word s set, the settings will be corrected as fallows:
-Select Color: Black & White to Grayscale
-Resolution: 300x300 dpi
-Copy Ratio: 100%
— - OCR (Text
IPEG ‘ PDF ‘ : Searchable)
PowerPoint > English
TiFF ‘ ?F:S‘ - ‘ Change
TrroPEG | | ookmL < :
/ (Auto)
<¢p| | Divide into "
| pages > No Settings
X Cancel 0K J

Options

Job Done
Notice »

Reply-to E-Mail Priority

TX Report

Orig. Content
el

4

Detect Feeder
Multi Sheet Fd.

Skip Blank
QOriginals

5. Change additional settings as needed

e Color: color or : :

e DPI: resolution
(Dots Per Inch) F 1/ | Auto (Color/Gray)

* Document 300x300 dpi
Size: defaulted i ’
to Auto, 3 AutoSize
otherv.wse PDF (Compact)
thereis a *
custom option

e File Type: 2-Sided Original
shows i
defaulted file Flle Name
type; choose '
between PDF, Ut
compact PDF,
TIFF, JPEG, or OOXML

e 2-Sided Original: 1 or 2-sided scanning

e File Name: rename the file before sending

e Options: additional features (like density,
job build or skip blank pages)

6. Select the Start button to begin sending
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