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Scan To Folder 
 

*A shared Folder with Read&Write permissions will be required on the Server/Pc’s HDD for 

this to work. 
{See Folder Sharing and Permissions} 

[This guide is taken from a MPC2050 Colour M/c – variations across ranges will occur] 
 
 

  
Fig: 1 

 
Fig: 2 

 
Fig: 3 
 
 
 

 
Press the “User Tools” Key 

Touch the “System Settings” Key 

Touch the “Interface Settings” tab 
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Fig: 4 

 
Fig: 5 

 
Fig: 6 

 
Fig: 7 
 

IPv4 Address:  To input an IP address            
take off of DHCP(default) see Fig 5 

IPv4 Gateway:  To input a Gateway Address            
take off of DHCP(default) see Fig 6 

DNS Configuration:  To input a DNS Address            
take off of DHCP(default) see Fig 7 

Select “specify” 

Select “change” and input Subnet Mask 

Select “change” and  input IP Address 

Select “IPv4 Gateway” input Gateway Address 
And enter with the “#” button 

Select “specify” 

Select “change” input DNS Server 1 - IP 

Select “change” input DNS Server 2 - IP 
 

Select “change” input DNS Server 3 - IP 
 

When done press “OK” top right of screen 

When done press “OK” top right of screen 

When done press “OK” top right of screen 

Domain Name: If on a domain input its 
details here. 



Page 3 of 6 
 

 
Fig: 8 

 
Fig: 9 

 
Fig: 10 

 
Fig: 11 
 

Select “SMB Work Group”                                
to input Work Group Name 

Select “File Transfer” 

Select “Default User Name/Password Send” 
Folder Authentication[Fig: 19] can be 
replaced  if multiple Pc Login’s are required, 
by createing  a SMB User Name and 
Password for the Copier [Fig:10] and then 
createing  this  as a User on the Server. 
 

Select “change” input SMB user name         
ie.   scanner 

Select “change” input SMB Password            
ie.  scanner    and confirm with re-input. 

Select “Auto Specify Sender Name”  
And set to “ON” 

When done press “OK” top right of screen 

Interface Settings “page 2 ” 

“File Transfer” page   2 
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Fig: 12 

 
Fig: 13 

 
Fig: 14 

 
Fig: 15 

Select “Administrator Tools” 

Select “Folder” 

“Key Display” is replicated from the above 
step but can be changed. 
This is the Name you see on the Copier’s 
Display when scanning.  

Select “change” and enter name of 
“person’s” destination folder                             
ie.  Fred , scans etc 

Select “New Program” 

Select “Address Book Management” 
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Fig: 16 

 
Fig: 17 

 
Fig: 18 

 
Fig: 19 

Select “Browse Network” 
Using the “change” key will allow manual 
entry of the Folder path, some O/S don’t 
recognise the name of the Pc [Fig: 21] 
therefore its IP address can be used                    
ie, \\192.168.0.53\scans 

Select the “Network Group” that your Pc is 
located in 

Select “your Pc” 

Select “Login” enter  Pc’s [where folder 
resides] Login name and then its Login 
Password 

This screen will appear if  “Default User 
Name/Password Send” has not be 
configured, see Fig: 9  & 10 
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Fig: 20 

 
Fig: 21 

 
Fig: 22 

 
Fig: 23 
 
 

Select “designated folder”  

The Full path of the Folder should be 
displayed here. 

Select “Connection Test” to confirm  access 

When done select “OK” at top of screen 

When done select “OK” at top of screen 

Confirmation of access, select “Exit” 
If this fails Note the Full path of the Folder 
[Fig: 21]  
Then follow the advice in Fig: 16 


