B&W scanning Instructions

In order to use this option, LSS has to install software on your machine and create an account.  If you are not sure whether you have an account or if you want an account please submit a Request for Service ticket.

1.   Go to one of the Xerox Machines listed below:

CODE
PRINTER NAME
PRINT SERVER
PRINTER LOCATION

LSO
2304XRXDC440
HQPS002

RM 1103

LFS
1127XRXDC440
HQPS001

RM 1124

LPC
2320XRXDC440
HQPS002

RM 2320

LSR
2332XRXDC440
HQPS002

RM 2332

LFF
3128XRXDC440
HQPS003

RM 3119

LR
3303XRXDC440
HQPS003

RM 3303

2.   Press tab that says Network Scanning.

3.   Bottom Left under the Template List is a list of names; scroll until you see your last name and press button. 

NOTE:  If you do not see your name listed you will not be able to use this feature until you put in a request for service ticket and we load the software and create your account.

4.   Put document in Xerox machine, just like you do when you are xeroxing a document.

5.   Press Go.

6.   Document(s) will scan.

7.   Go to your PC and within 30-60 seconds Paperport will launch.

8.   Your document(s) will be name DOC, or DOC1, etc. depending on how many other documents have the same name DOC.  They will automatically be in the PDF format.  If the documents are not a PDF format, please let Celeste Chopra know by email.

