


What is GlobalScan ?

How I use GlobalScan ? 4

4

4

6

6

7

7

8

9

9

9

10Questions?

3

Contents

Placing the document

Select scanning on the panel

Selecting email recipients

Searching in the address book

Entering e-mail addresses by hand

Scan-to-Folder (if activated)

Select Scan Settings

Start Scan

Consult the Job Log

Turn off scanning



What is GlobalScan  ?

3 

GlobalScan  adds a scan to e-mail or folder option to a multifunctional device (MFD).
A  plugin also offers optical character recognition (OCR).

Built in to your standard copy environment,
these powerful yet easy to use options help make
your business more efficient.

Back to contents
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Placing the document

Place the document in the document feeder with the printed 

side facing upwards or on the glass plate with the printed side 

facing downwards.

Select scanning on the panel

Select GlobalScan  from the options menu on the LCD. 

If you have selected scanning with login the GlobalScan will 

ask you for your user name and password (shown below)
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Log in to go to the next screen. If you have 

selected scanning without login you will see this 

screen immediately. 

The Subject       is optional. If you do select Subject, a 

SoftKeyboard will appear on the touchscreen.

The Document Name is also optional. The Subject 

and Document Name       will be shown in the e-mail 

the recipient receives.
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Selecting e-mail recipients
Enter at least one e-mail address. You can select it 

from the address book or enter it by hand.

(If you log in, your own e-mail address will be entered 

automatically.)

Searching in the address book
Press the Search button. A SoftKeyboard will appear 

on the touchscreen.

Enter the first few letters of the name you are 

looking for.

Press OK.

Select one or more e-mail addresses from the list.

Press the upper arrow key       to place them in the 

list on the right. Press the lower arrow key       to 

remove an e-mail address from the list.

Press OK.

Press the Start button on the main panel.
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Entering e-mail addresses by hand
Press e-mail.

Press Enter Address        (Manual Entry).

Enter the e-mail address using the SoftKeyboard.

Press OK.

Repeat if you need to enter more than one address.

Press OK.

Scan to Folder (if activated)
Select the desired folder       from the list.

Press the       upper arrow key.

How I use GlobalScan ?
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Press OK.

Select Scan Settings. If you do not need to change

the scan settings go straight to step 8.

Select the desired settings

The Color Scan button          is only available on colour machines.

Press Scan Settings. The following screen will appear:

* You have a choice of three resolutions (200, 300 or 400 dpi)

* Press the Batch Scan button to place large documents in the feeder in batches while a document is being sent to the scan location.

   This button is also used to scan bound pages placed on the glass plate.

* You have a choice between one-sided or double-sided printing. Text: Top-Top or Top-Bottom, Orientation: Standard or at 90 degrees.

* File Format gives you a choice between: TIFF  Image in TIFF format, EXCEL  For immediate use in MS Excel *, PDF  Image in PDF format, 

   PDFIMAGETEXT  Standard *, PDFTEXT  PDF with text layer *, RTF  For immediate use in MS Word *, * Here, OCR technology is used to 

   convert graphical information into characters. On a colour machine, the TIFF button changes to JPEG when Color is selected ?

* Press the Scan Size button to deactivate automatic detection. This is only possible when you place the original on the glass plate. 
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Start Scan
Press the green Start button on the main panel. A red start button means you have forgotten to enter 

a destination (e-mail or folder).

Consult the Job Log
You can see whether your scan has been sent in the Job Log. Be aware however that the OCR process 

can take a few minutes, so you may have to wait a little while for confirmation that the scan has 

arrived at its destination.

Turn off scanning
Remember to put the MFD back into copy mode for the next user when you are finished.
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