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Copy Machine: Directions to Scan
Documents and Send to an Emall

The scan feature is available on the copy machi
is stored as a pdf file. You can use this feature to email a paper document to someone, or to create a digite
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
if you have Adobe Acrobat, not just the free Adobe Reader.
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View the available
addresses. Use the
Next and Prev
buttons as need.

If the appropriate address is available,
jump forward in these directions to the
section entitled Scan the Documents.

Add Email Address to Address Book

In the Address Book, select an
available slot, use the Next
button if needed to go to a

page with blank rows.
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Select the First Name
box and when the
keyboard is displayed,
press the letters to spell
the name. Press the
Enter button.

(4) Repeat for the Last
Name Box.

Scan the Documents
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