
HOW TO GUIDE
How to Scan to a USB

Login with your ID or swipe your card

How to Scan:

Once you have authenticated, 
place your document to be scanned 

either on the glass or on the Automatic
Document Feeder on the bizhub device

Click on Scan 

If you need to change the Scan Settings
Click on Change Settings 

Change/Adjust your scan settings

Click on Start

Click on Start

Login with your ID or swipe your card 
Click on Device Functions

It will display your Account Details, Click
on Access Device

Insert USB

Select Save a document to external memory

Change/Adjust your scan Settings 

Place your document to be scanned 
either on the glass or on the Automatic
Document Feeder on the bizhub device

Press Start (Blue button on the Device Panel)


