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How to setup Scan to Folder on Mac
10.6

Step 1: Create a shared Folder
Double Click Macintosh HD

(45%) Wed 11:27 AM W

@

Madntosh
HD

1|Page



METRO

SALES INC.

Right click or hold down control and click in
the white space under the list of folders.

Select “New Folder”

®n o ! Macintosh HD

¥V DEVICES

It }u Macintosh HD

£ iDisk ix
2 TeamViewerQS A @ Network

» SHARED

[ Resoulces
(3i] System
(] Temp

| User Guilje...formation |

a2 TeamViewerQS

» PLACES

» SEARCH FOR

New Folder

Cet Info

View >
Arrange By >
Show View Options

2|Page



METRO

SALES INC.

Shared Folder

_:sj; Macintosh HD » L Alones
Name your new == G Applications ,
‘_QQ Network ) (] Developer ,
/4 ” N7 : '

folder “scans = @ Library
| TeamViewerQS » [ Resources b

(&] Users |

Click on the Apple

Icon
Finder File Edit View Go
About This Mac
Software Update...
Mac OS X Software...
Select SD.\Csct:m Preferences... -
/4
SVS'l'em Recent Items B
Preferences...” Force Quit._. <o
Sleep 3=
Restart...

Shut Down...

Log Out ATS Admin... 3EQ
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System Preferences

[ ] | &
Select “Sharing”/[[-J(swa] a

Personal

(B3 e | : /4

- o @
Appearance Desktop & Dock Exposé & Language & Security Spotlight

Screen Saver Spaces Text
Q - = o = Q

CDs & DVDs Displays Keyboard Mouse Trackpad Print & Fax Sound

Internet & Wireless

@ g

e

MobileMe Network Bluetooth
System

Check the “File @ ™™ &
Other

Sharing” Box B

Version Cue
Cs4

Sharing

)
Software
Update

¥

Speech

Startup Disk Time Machine  Universal
Access

And select
“Qptions...” ~_

Compluter Name: ATSmac

Computers on your local network can acce

ATSmac.local

our computer at:

(Edit... )

& FTP Access: On

| 1/ DVD or CD Sharing
Screen Sharing

File Sharing

Printer Sharing
Scanner Sharing

Web Sharing

Remote Login
Remote Management
Remote Apple Events
Xgrid Sharing
Internet Sharing
Bluetooth Sharing

| (]

Shared Folders:

|

2} Macintosh HD

"AE

J0

(

[

Windows Sharing: On. FTP Access: On

Users:

(5]ATS Admi...blic Folder & ATS Admin
22 Staff

It Everyone

Options... )

‘Read & Write
Read Only
Read Only

AF A F 4a»
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_| Share files and folders using AFP

CheCk llShare files ; File Sharing: Off
And fOIders USing | # Share files and folders using FTP

Warning: FTP user names and passwords are not encrypted.

SM B [Wi n d OWS ] ” Other people can access your FTP server at
I

ftp.//192.168.2.154/ or browse for "ATSmac".

# Share files and folders using SMB (Windows)

When you enable SMB sharing for a user account, you must enter
the password for that account. Sharing files with some Windows
computers requires storing the Windows user's account

And the checkbox
password on this computer in a less secure manner.

next fo your __ [~on [Account |
username —

If prompted for a __
password enter @ e

your password and
click OK

k{ie&e

A °
To enable file sharing using S\B for “ATS CI ICk DO n e

Admin", enter the password forthat account.

Password: || \
( Cancel ) 0K
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Make a note of the username and
password in the space below (it will be
needed later).

Username

Password

Computer Name: ATSmac

Computers on your local network can access your computer at: a Edlt X
ATSmac.local ) e
| On  Service | © FTP Access: On
. ! DVDor CD Sharing Windows Sharing: On. FTP Access: On

Screen Sharing

&4 File Sharing ( Options... )
N—

Printer Sharing

Scanner Sharing Shared Folders: Users:

Web Sharing [ZIATS Admi...blic Folder X ATS Admin Read & Write
Remote Login 2} Macintosh HD 29 Staff Read Only &
Remote Management #alEveryone Read Only =

Remote Apple Events
Xarid Sharing
Internet Sharing
Bluetooth Sharing

UDO0BROOEC

: - In the Sharing window,
\ click the + sign under
shared folders.
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NEeD

E]I]J Show All ]

Co

= 2 =
(<« » (5 = pm & scans 4 —
¥ DEVICES ﬂ Shared Folder N
B ATSmac (L Alones ~
E iDisk (24 Applications
'3 Tea.. & |I| (& Developer
(@ Library
NELNCES (] Resources
B Desktop
4 atsmacb... [ System ns... )
/A Applicati... ||| £ Temp
[} Documents ||| 03] User Gul...formation
¥ SEARCH FOR & users frite
| Today - y =
(-] Yesterday y =
(L) PastWeek
(5] All Images v I 1
( Cancel ) ( Add )
A
] =

N
¥ Click the lock to prevent further changes.

Sharing

And click
s IlAddlI

Browse to

your “scans
folder

n
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e
| «|» || showan |

Sharing

Computer Name: ATSmac

Corn

AT9mac.local

Service
DVD or CO Sharin
Screen Sharing
File Sharing
Printer Sharing
Scanner Sharing
Web Sharing
Remote Login
Remote Manage
Remote Apple E
Xgrid Sharing
Internet Sharin

| Bluetooth Sharing

nent
ents

puters on your local network can access your computer at:

A FTP Access: On
Windows Sharing: On. FTP Access: On

Shared Folders: Users:

(GJATS Admi.. blic Folder ATS Admin Read & Write 3 |
A Macintosh HD : 28 Administrators Read Qnly & |
[ ]scans | 888 Everyone Read Qnly &

s » N
¢ Edit... )
( Options... )

=] =1

A
J_‘-ﬁl Click the lock to

prevent further changes.

@

\\

Verify “scans”
is listed under
Shared Folders

\scans

And your username
has Read&Write
access

Fill in the blank with your computer
name, in this example the computer
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name is ATSmac so above would read
WATSmac\scans”

Step 2: Create a scan destination
on the Ricoh MFP

At the panel of the MFP, press the
“User Tools” Key or touch screen icon

&/m)

% () Ready
<Black & White>

Auto Color Select 180
Auto Paper 8sx11
Full Color SelectP

Cre ) it}

" 900 |
|| Black & White T "0
e = @@ O o
- ®
ﬁ?juﬂmWh-m.wm\
‘ 0 o Start Simplified

uto Densi
— Display
inishi over/Slip Sheet it / Color |\ Dup./Combine/Series || Reduce / Enlarge Clear/Stap 0 .
st et — - NOV 18,200 o
System Status Job List 5:51PH a e

20
1117

nnnnnnnnnn
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Select “Machine Features” (if present)
Then “System Settings”

1" ©
900 @ |
00860...

rinter Featur ' ‘ 0 < I @

’ ﬁ Maintenance ‘ ’é Scanner Features ‘ ' 0 °

Start Simplified
xtended Feature Settings

[Enter olsplay
Clesr/Stap o .

«» User Tools / Counter / Inquiry
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Select the tab “Administrator Tools”

System Settings

General Tray Paper Tirmer Interface File Administrator
Features Settings Settings Settings Transfer Tools

Program / Change / Delete User Text J l Qutput: Copier Internal Tray
Panel Key Sound Off Qutput: Document Server Internal Tray 1 . ' 0
‘Sample Copy
Qutput: Facsimile Internal Tray 1 ‘ 0 0 C W
4

Copy Count Display 3 Qutput: Printer mﬁlm.
Copier System Status/Job List Display Time .mm
‘ n n Start

__ KeReseat [T
Enter
Clesr/Stap o

idae is almost empt;

n Status Job List

Features

Timer Interface File Administrator
Settinas Settings Transfer Tools

‘Energy Saver
Q0O @
000...
000 ( |G
000 . |..

‘ Back Up / Restore Address Book 1 Enter Display
Clear/Stap ’
; r A i 5 Job List: ) 1 e

Address Book Management: Display / Print Counter ‘

Address Book: Prosram / Chane / Delete Graw | | Display / Clear / Print Counter per User |

Print Address Book: Destination List

\ |
l |
l Address Book: Change Order ‘
\ |
\ |

Address Book: Edit Title

Address Book: Switch Title
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Select “New Program”

| Program / Change H Delete ‘ Programmd 19/2000

== — e |

| All Users | User Code l Fax [ E-mail [ Folder

= o o o o] m e ] swee ]

Address Book Management

Press [New Program] to add new or select from List below to edit. Selection can be made with the NumbfNgys.

[00001 [00002] [00003] [00005] 000061 00007

Audrey’s L||Sheldon  ||Joel Mike R test gyang

aptop Puska

[00008] 000091 C00010] D] 000121 00013]

Remore Sca|art Aaron Gary Remore mac||Hong Tan

n PDF v

NOV 18,2010 =

1:21PM -

006...

"'k/ @

00 =

Erter Display

Cleﬂr/Stop

Select “Change” under the
box for “Name”

' Program / Change Address Book
Narnes ] ‘ Auth. Info ‘ ‘ Protection ‘ [ Fax Dest. ‘ -mail | Folder Add to Group

PKey Display _ P Registration No. 00021
PSelect Title

= 1 N I T A A
o | 2 s ) s e e o )

Reaed |2 | s [ ¢ ] 5 |

Clear/Stap

@00 ..

[Erver

=
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Create a name for the destination
Then select “OK”

HlnRnDnnnnDnDnEE

L L ]

LI e e ] ‘
= e 0 0 I e I I I 00

| Start Si

[ shiftloo || shirt | |

Space

[Erver Display

Clesy/Stop

=

Select “Auth. Info”

Program / Charlje Address Book

e
P-Key Display mac scans P-Resistration No. 00020
e Change

we B Do)

| e Fewet] 1 | 2 | s | 4 s |

13| Page



METRO

SALES INC.

Select “Next”

 Proram / Crarge Adress Book
Names “ Auth. Info H Protection H Fax Dest. I E»E\l H Folder HAddto Grolp

P-SMTP Authentication [ Svecify Other Auth. Info | [ \ga not Specity

Select”Specify Other Auth. Info”
Then select “Ch

Program / Change Address Book Cancel E

Names H Auth. Info H Protection ‘ x Dest. ‘ E-mail H Folder HAdd toGrom‘

PFolder Authentication [ Specify Other Auth. Info | | Dornot Specify |

Login Password Change

P-LDAP Authentication [ Seecify Other Auth. nfo | [T Donot specity. |

24

A Previous
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Enter the username you wrote down on page 4
Then select “OK”

3 o

, then pre: ‘Energy Saver

DD-EE-D-\JE@ED ::: @ 6
smew

Lol e L o e L e e e ]
L Oh D DL
[shiftlock || snift | | Space | S!al‘t Simplified

[Erver Displa
it splay
ner Cartridge is almost empts

|

Clesy/Stop

Select the “Change”
“Login Password”

Program / Change Address Book

Names. “ Auth. Info H Protection H Fax Dest. ai Folder | Add to Group
PFolder Authentication Specify Other Auth. Info ‘ ‘ Do not Specify |

Login User Name

Specify Other Auth. Info [ Do not Specify ‘

24

A Previous
lex:

Login Password

PLDAP Authentication

System Status Job List

15| Page



METRO

SALES INC.

Enter the password you wrote down on page 4
Then select “OK”

uu@umu@umm&uu

umaumuauuuﬂmm

Re-enter the password from page 4
Then re- select ”OK”

e e S ey |
uu@@mu@@mm&ug ::z . \
RN RNEN —
L L L] A

L e e v e o e JL J S e ]
000 .

e | 0 C
Clear/Stop .
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Select “Folder”

Program / Change Address Book

Names H Auth. Info H Protection H Fax Dest. H E-rmail ‘

| Folder || Add to Growp |

P-Folder Authentication

I Specify Other Auth. Info [ l Do not Specify ‘

Login User Name n Change

Login Password

PDAP Authentication

[ wecify Other Auth. Info | [ Do not Specify

Proaram / Change Address Book

‘ Names H Auth. Info H Protection H Fax Dest. ]

o]
Folder Add to Group

Browse Network

Connection Test Clesy/Stop
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Enter the path you wrote down on page ¢
Then select “OK”

[ellsellsfefleffeffofo -]
5 s s e
0 I I e
5 o e o o )

[ shift Lock || snift | | Space |
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If your connection succeeds you are ready to
test scan a document. Select “Exit”

@ Connection with PC has succeeded.

System Status

Select “OK”

Program / Change Address Book

l Names H Auth. Info H Protection H Fax Dest. H E-mmail H Folder HAddtoGroup‘

[ B || F1P | NCP |

Change

Cleay/Stap
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You should now see your programmed
destination, if so, select “Exit”

Address Book Manageg¥ent

Press [New Program] to @t new or select from List below to edit. Selection can be made with the Number keys.

[TPogan /Gl ] [ pelete Programmed: 13/2000

_ \ Search HI MNew Program ll

Altsers I \[ Usercoe \[  Fac  \[ Emal \[ Folder

@00 ..

[Erver
Clesr/Stop

ie]| System Settings

General Tray Paper Tirmer Interface File Administrator
Features Settings Settings Settings Transfer Tools

Address Book Management Display / Print Counter ‘

[ Display / Clear / Print Counter per User J

Print Address Book: Destination List

\ |
l Address Book: Program / Change / Delete Group ‘
‘ Address Book: Change Order ‘
l l
\ |

Address Book: Edit Title

Address Book: Switch Title Title 1

‘ Back Up / Restore Address Book ‘

Clesr/Stop
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Select “Exit”’

«» User Tools / Counter / Inauiry

Copier / Docurnent Server 9 .

’ % Features ’ ’Q% Eats ’
’@B Facsimile Features ’ ’ m Inauiry ’
’ . h Printer Features ’

’ ﬁ Maintenance ’ ’ é Scanner Features ’

i’ﬂ‘ System Settings

’@ Counter ’ ’ Extended Feature Settings
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Step 3: Test Scan
Select the “Scanner” key

N
[ StoreFite ] | Check Modes | e

9 ‘:F_{ead‘y‘ :
to Color Select | 1890200 =
0 Faper|
Full Color setectw | 82%11| 1117 | Bess

Black & White

11x15
&

svzéavz
8ex11

Full Size Aty

93%

Auto Reduce / Enlarge

Text

Photo |
Text /Photo

1 sided>2 sided:TtoT _ 2 sided*2 sided 1 sided*Cornb 2 orig 1 sided*>Comb 4 ori

1 1 12
(.| 00, ||
"_E 2 2 2 - 34
Sort Rotate Sort

&)em Special Origi Finishing Cover/Slip Sheet || Edit / Color Dup. /Combine/Series || Reduce / Enlarge

Create Margin

Others
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Select your destination

[ Store Fite | [Scanned Fies Status | l Check Modes I

¢ Reg Search Dest, Preview
g’
Efpail Folder '\
[j [00020] mac scans Folder Dest.: 1

SVB  \\atsmac\scans

1 Sided Original ¥a

Origial Feed Tye BR[|

File Narme / Type

Scan ttmgs EReg
m = IEEE R DR E T A
00020;
mac scans

Place a document in the document

feeder and press “Start”
The document will e scanned

Scanning...

Scanning...
Original: 1 page(s)

System Status Job List
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Watch the memory percentage, it will drop
while the document is being sent.

‘i Store File H Scanned Files Status

$ ORedy
[ E-mail Folder '\
1]

D [00020] mac scans Folder Dest.: 1
SMB \\atsmac\scans

e
—_ = Manml Entr
e > e e |0 & | [ oo ([ (o () () (@) C

0020;
mac scans 22
File Narme / Type \Il ‘ ° ° Start

Select Stored File ' | Recest. Notice |
atus

0080...

[Enter Display
Clesr/Stop o .

If the memory returns to 100% without an error

message, your scan was successfully sent

Energy Saver

C’ [00020] mac scans Folder Dest.:
SMB \\atsmac\scans 4
Sample Copy

i A N I I o) G O

‘O“ f
00020;

i 5]
mac scans 22
Oriingl. e Tyoe BCED ‘ o 0
File Name / Type | Start

(Enter
T —— o

Return to your Mac and check your “scans”

folder for your scanned document
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@ Firefox File Edit View History Bookmarks Tools Window Help . D 2 = ¢ (=F00% Fri12:02PM Q

E
i\

Macintosh

Mac Class

8006

Ll

RG

¥ DEVICES Shared Folder

{2 AJones ™ 20101118...46665.pdf

l -

= iDisk 4 fednese 0 % [Z5 Applications

'3 TeamViewerQS =8 ‘Network (2] Developer
» SHARED

TeamViewerQS
» PLACES
» SEARCH FOR (3] System ,
f £ Temp ’ d ° h
If you see-anew document in that
sers l

folder, you have successfully
setup scan to folder.

Congratulations:

If you were not able to successfully scan a
document, contact our Connectivity Helpdesk at

612-798-1348
1l I I

) Macintosh HD  [(] scans




