
Copy Machine: Directions to Scan 

Documents and Send to an Email 

The scan feature is available on the copy machine in the High Schoolôs office. When you scan a document, it 

is stored as a pdf file. You can use this feature to email a paper document to someone, or to create a digital 

copy of a paper document to email to yourself. You can then store this digital document in your digital docu-

ments folder, as opposed to storing the paper copy in a file cabinet. Since this is a pdf file, it can be edited only 

if you have Adobe Acrobat, not just the free Adobe Reader. 
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Check Address Book for Appropriate Address  

First, you need to see if the receiptôs email address is available in the Address Book. 
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Add Email Address to Address Book  



9.23.2009   http://www.willard.k12.mo.us/co/tech/sisk12.htm    Page 3 

Janetta Garton · Willard R-II Schools 

 

Scan the Documents  


