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How to scan documents with mixed formats into 1 document onto a USB drive

When using the Scan to USB functionality, you are able to scan documents with mixed formats (ie mixed
sizes, one-sided and two- sided documents), into one scanned document. This reference guide will explain:

1. How to scan documents, with mixed formats, into 1 document onto a USB drive

1. Touch the display to wake
up the device.

2. If your TAFE card has a
magnetic stripe on it,
swipe it downwards
through the card reader.

Alternatively, if your TAFE . Password
card does not have a Login
magnetic stripe on it, tap it

on the card reader.
Check Status

Note: If you do not have a
TAFE card, you can log into
the Ricoh device using your
TAFE network username
and password.

3. Click Copy/Scan to USB.

Note: Scan to USB You have O print jobs pending
functionality is accessed
via Device Functions not

via Scan. Q ~. \
= Em—

Print release Copy/Scan to USB Scan

Check Status

How to scan documents with mixed formats into 1 document onto USB drive Version 1.1 | Date: 24/08/2020 Page 1 of 6
Disclaimer: Printed copies of this document are regarded as uncontrolled. Please check http://staff.tafensw.edu.au to ensure this is the latest version.


http://sitwww.tafensw.edu.au/

Wik
NSW

GOVERNMENT

TAFEE QUICK REFERENCE GUIDE

4. Click the Print/Scan

(Memory Storage Device). & iz

y PaperCut MF
¢ Wil
(Y )/4
' nsw | TAFE

Check Status ) Stop

T G2, Admin ks operating remotely

5. Click Scan to Storage
Device.

Note: Print from Storage ¥ e B S
Device functionality is not - K

enabled and cannot be

£ Print/Scan (Memory Storage Device)

Print from Storage Device 5can to Storage Device
Used. Print the data in the Scan the origingl and save the data
Storage device, In the storage device

(Check Status

6. The USB device should B, Dear 27 eeln, e :
now be inserted in the slot hall - LR
to the left of the display
screen.
No Device
Insert the Device

7. Once the USB has been
inserted, an icon with a
green tick will be displayed
at the bottom of the .
screen. ¥
Note: If the icon flashes, US8
there may be an issue with
the USB drive. An alternate
USB drive should be used.

& Scanto Storage Device

To remove the memory storage device safily please press the bottom left key.

Check Status | & =) “~ ] Stop
—

8. CliCk USB. Pape 5, Admin is operating remosely

To remove the memory storage device safily please press the bottom left key.

Check Status |
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9. The contents of the . p p—— -

R &« Scanner Location ettinas 5
storage device are shown
and can be viewed in a i ) = prevw
Grid view or List view. Sl
Click the List icon.

System Volume Inf... Available Size -

. . . 9735MB

Note: Using the List view
will allow you to see more @
of the file name once the

Check Status | & A ® St
scan has been completed. L =t =

10. The contents of the

. < Scanner
storage device are now -
shown in a list view. & T B Prevew

__ System Volume Information Storage Location -
!
Click Scan Settings. haihoic
Check Status [ &
11. In this example, the : = =
. . « Scanner torage Location Settings es
resolution and file name
have been updated. Swipe Bk e il R Previen
up to see more scan B = 300 dpi | | oo
settings. Stan Size Fle Name
Auto Detect Batch Scan Avalable Size :
(5ame Size) 9T22EMB
Original Orientation Scan Ratio 5 @
<« 100%
Check Status [
12. Select the tick box on the Rkt L)
. &« Scanner Storage Location Scan Settings % Rese
Batch tile. :
- 0
T “R 100 AJ dbzirs
g o Storage Location :
Erase Center/Border Delete Blank Page D !
The blank pase(s) in th Bateh
@ scanned data is delet
[ ed automatically. Auailable Size :
97228M8
-
W @
13. You can now change the =
. .. < Scanner Storage Location Scan Settings % Ress
settings for the originals as =
required. Swipe down to - 4R] 100% et
see the simplex/duplex —— o e
. Erase Center/Border Delete Blank Page 4
options.
Mot Set
SADF
Check Status | &
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14. Click Original Settings. losot_| &
Storaee Location ~~ Scan Settings
Resolution Preview
300 dpi | | soowuco.
Scan Size File Name
Auto Detect Batch Scan Avalable Size :
(5ame Size) 97226MB
| Qriginl Orientation Scan Ratio 5 @
Mmmn Rl 100%
Check Status | « [ Stop
15. In this instance click 2 —— =Ll
. < Scanner orage Loca Settings 2 Re
Sided Open Rt/Lt. o A
R ' Prev
&3 300 dpi e
Text / Uin Storage Location :
f
| 1 sided _l_: Scan Size File Name
I | Auto Detect Batch Scan
S e’
| Genore 2 || onaes Oreraen Scn naz
| e <« 100%
Check Status

16. The settings for the
original document have
now been updated to
reflect 2-sided opening
right/left.

Place the originals in the
document feeder & click
Start.

Storage Location

Scan Settings

300 dpi

17. Once the pages have been
scanned, you will get more
options to select from. In
this instance, click Change
Settings.

Set the next original then press [Scan Next Originall. To
change the scan settings press [Change Settings]. After you

scan the last original, press [Finish Scan).

Check Status e

18. You can now change the
settings as required for the
next group of originals to
be scanned. In this
instance click Original
Settings.

Next Original Scan Settings
Black & White Fil Type Resolution
1 2 "
_—J 300 dp| ?mraoe Location :
Scan Sige
Ao Detect Batch S Available Size
_ (Same Size) 97228MB
1 ([5can hext Orga |
i Original Orientation Sean Ratio
— 0
MnEn “R| 100%
Check Status | & @ o Stop
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19. In this instance, select 1
Sided.

03, Admin b5 operatiog remotely

4 Reset

Scan Settings
300 dpi :
Storage Location :
- - - i
| 15idad |_-}—, Scan Size Fia Nam
7 - :s”ﬂnms?c ) Avalable Size
St ™ eh 3
Open RULTL LS 47225MB
| 2Sided Original Orientation Scan Ratia | Sean Next Original |
| OpentoTop == N - T — =
100%

20. Click Scan Next Original.

f
Original Settings Sean Size
Lk Auto Detect
. —— ) (Same Size)
Density
L[] ]
Check Status | oy [ Stop

21. Once the pages have been
scanned, you will get more
options to select from. In
this instance we have no
other pages to include into
the scanned document.
Click Finish Scan.

Set the next original then press [Scan Next Originall. To
change the scan settings press [Change Settings]. After you
scan the last original, press [Finish Scan).

Change Settings

Check Status e

22. You are returned to the
Storage location screen
where the saved file is now
visible. You can now
remove your USB drive.

&« Scanner Storage Location Scan Settings 4 Reset
Use T R | IE Preview
~ System Volume Information Storage Location :
!
Available Size :
S7098M8
Check Status [ e =) £ 2 Stop

Alternatively, if you have
additional documents to
scan, press the Scan
Settings button and repeat
the steps listed above from
Step 9 onwards.

Note: You will be logged
out of the device after 60
seconds of inactivity.

_(—SCB!'II‘EI’

~ System Volume Information Storage Location :
/
Aalable Size :
970.98MB
Check Status | ie ) £ [ Stop
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