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Windows 7 Professional/Ultimate Scan

to Folder setup
(Windows 7 Home is not supported)
(Other versions of Windows may be different) (You may
need to refer to your Windows documentation)

What you will need

Administrative rights to the

destination computer
- Usually just your login information
A Shared destination folder
(Instructions on page 3)
The path to the folder you
want to scan to
(As shown on page 5)
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Computer Setup

. Log on to destination computer with administrative rights. Create destination
folder (c:\scans in this example). Open Computer then the “C” drive. Right-click in
an open area of the ¢ drive window and select New ¢ Folder. Name this folder
scans.
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S i 7 i 7 i S | i
@Gv[& » Computer » Local Disk (C)) » / v | #3 || Seoreh Locsl Disk () L
Organize v {73 Open Include in library v Aarewith v New folder = S | @

R IR % Name Date modified Type Size
— B Desktop L Perflogs 4/22/20081:17 AM  File folder
% Downloads 4 Program File; 4/22/2009 5:25 AM File folder
%l Recent Places 1) Users 1/12/2010 4:02 PM File folder
i Window| 1/13/2010 9:10 AM File folder
[ Libraries | 1| Scans 1/13/2010 9:54 AM File folder
@ Documents
J1 Music
[E5] Pictures 8
B8 Videos i
& Homegreup
1% Computer
&L Local Disk (C)
¢4 CD Drive (D:) GR(
G jtrudeaus$ (\\atlas
“! Network
1 New folder Date modified: 1/13/2010 9:54 AM
File folder
[ e — T ] R s ]
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Right-click the scans folder and choose “Properties”. Click on the Sharing tab

and click on Share.

Genetall! Sharing | Becurity | Previous Versions | Customize |
Network File and Folder Sharing

B Scans
! E‘-.-—L Not Shared
Network Path:
Not Shared

Advanced Sharing

Set custom pemmissions, create multiple shares, and set other
advanced sharing options.

[;@Agyanced Sharing... ]

Password Protection

People must have a user account and password for this
computer to access shared folders.

To change this setting, use the Network and Sharing Center.

(oK) [aGanceliis] [ Pooly |

You should see your user name in the list, if so click on Share
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@ |23, File Sharing

Choose people to share with

Type a name and then click Add, or click the arrow to find someone.

SRS Permissicon Level
2 User Owner

I'm having trouble sharing

[ Share ] Cancel ]

Once everything is configured properly you should receive a confirmation window
like the one below. Record the path (\\User-PC\Scans in this example) and click
Done to proceed back to the properties window and click Close to complete the
process.
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&y = Filesharing

Your folder is shared.

.................

Individual Items ~
‘ Scans
) \\USER-PC\Scans
Show me all the netwoerk shares on this computer.
Done

You should be back in the “c” drive window. Right-click the scans folder and

select Send To ¢ Desktop (create shortcut). This will place a shortcut to the
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~Bil 11cco D

i Scans Date modified: 1/13/2010 9:54 AM
; File folder

v ﬁ » Computer » Local Disk (C:) » \ v l‘, H Search Loca! Disk {C)
Organize v [/ Open Include in library v Share with » \New folder e T
M
U Y Favorites : Name R Date modified Type Size
B Desktop } PerfLogs 4/22/20091:17 AM  File folder
|18 Downloads | i Program Files 1/13/201011:50 AM  File folder
Z % Recent Places .l RDCab /13/201011:50 AM  File folder
—_— | ldw Scans \"/20109:54 AM  File folder
4 Libraries | Users i) _ 2010402PM  File folder
[J’J Documents | 1l Windoy Destifnchwngow 201011:57 AM  File folder
J Music Share with 4
LL =] Pictures g Restore previous versions
] ol Videos ! Include in library » l\
| & onsieen : Sendtg_' , 4 : i % Cqmpressed (gipped) fplder
Cut L. | De;ktop(crgatg §hort;ut)
q L Computer Copy osliments
il Local sk ) | Create shortcut .-
m & CD Drive (D:) GRY s Mai ecipicn
G jtrudeau$ (\\a(:las__§ s 4 Floppy Disk Drive (A7)
Rename G jtrudeaus$ (W\atlas) (%)
: ‘h Network Properties [

scans folder on your desktop.
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== These instructions will work for most MFPs; you may need to refer to Operating
Instructions or the Metro Sales Connectivity Helpdesk: (612)798-1348 or email us
m at networksupport@metrosales.com for further assistance.

MFP Setup

I-I— What you will need

. Your computer name from page 1
<I . The IP address of the Ricoh

m Once we have the computer name we can proceed from the copier. At the
copier, press the User Tools button, then on the touch screen: Machine Features (if preset)
then System Settings # Administrator Tools # Address Book Management (may be on
second page - press “Next” in lower right corner).

METRO
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ie]| System Settings

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

Address Book Management | Display / Print Counter I

Address Book: Program / Change / Delete Group Display / Clear / Print Counter per User |

Address Book: Change Order

Address Book: Edit Title

Adress Book: Switch Title

Back Up / Restore Address Book |

Print Address Book: Destination List |

ES INC.

System Status Job List

In the Address Book Management screen press “New Program”.
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Address Book Management

5/2000

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

Delete l Programmed:

' Program / Change ‘ |

—— 1 B
| Aluses \| Usercode \| Fax  \| Emal  \| Foldr |\

[ Search

Il Mews Program ||

\Freauent|| 48 | 0 | EF | oH | 1k | o | opa | RsT | uwe | xvz | | Switch Title |
[00001] [00002] [00003] [00004]
sales service ||tony DDF ’ 1/1

Job List

System Status

Press Change under the name field and enter a name such as “Scans”,
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Program / Chanoe Address Book l Cancel ] I OK ]

’ [ames 'I Auth. Info H Protection ]l Fax Dest. H E-rmail II Folder H Add to Groupl

PKey Display P Reaistration No. O0007

Change Change

PName

PSelect Title

Title 1 (Frequent | 48 | 0 | EF | ot | 1k | v | opa | RsT || uw [ xvz |
Title 2 Freent| 1 | 2 [ 3| 4 | s | e[ 7] 8] 9 0]
Title 3 Frewent| 1 [ 2 | 3 | 4« | 5 |

System Status

Once the name is entered press Folder. For “Path”, press Change.

Program / Chanoe Address Book l Cancel ] I OK ]
| Narmes ] l Auth. Info I | Protection ] l Fax Dest. ’ | E-rmail ' Folder ‘ Add to Group I
| VB | FTP || NCP |

I Browse Network l

| Connection Test

System Status Job List
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Then enter your computer name in the following format: \\scomputer
name>\scans then press OK. Now the path field should have something in it,
now press the Browse Network button.

SALES INC.

Program / Change Address Book I Cancel ] [ OK ]
Names | Auth. Infa J { Protection || FaxDest. ||  E-mail ] | Folder Add to Group
| M 1 FTP NCP |

PPath \Weamputer name Chanae

Browse Network

Cornection Test

This should connect up to your computer and give you the following screen. If
you do get this window it means the MFP was able to connect up to your
computer and now just needs a username and password. Press Login to
proceed. Some MFP’s skip this window and ask for the Username and
password, if yours does skip to the next screenshot.
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@ Press [Login], then enter Login user name and
login password.

Path:
S\N0108611

Cancel

SALES INC.

The following window will pop up; press the Enter button to the right of Login
User Name.

@ Enter Login user name and login password,

then press [Login].
S\N010861 L

Login User Name
Enter

P Login Password

Cancel Login

- - APR - 1,2009
System Status 10: 25 -
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In the next window enter your username and press OK.

User Mame | Cancel H OK ]

Enter the user name, then press [OK].

NN O aEE

Lo e Jle e e e e e e e Jle o iy |
HERERERIE DS
z X c v b n m . : / @
| shiftlock || shift | | Space |
= Text Entry | User Text l

c c 7 FEB 23,2009
System Status Job List 10: 054H

Now it will bring up the previous window with your username in the Login User
Name field. Press Enter to the right of Login Password and the keyboard
window will come up to enter in the password for that user. Press Login to
proceed.
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@ Enter Login user name and login password,

then press [Login].
S\N010861 L

P Login User Name

Enter |

Login Password

Enter

Cancel

- - APR - 1,2009
System Status 10: 25 $

This will bring up a window looking similar to the one below. Press Scans and hit
OK. Your path field should now look something like \\<scomputer name>\Scans
hit OK twice and Exit three times.
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Browse Network ’ Cancel ]I OK

\‘\01 8()1 L

l@l Up One Level {D Scans ’

Your scan destination should now be setup. Go ahead and press the Scanner
button on the left side, if you're not defaulted to scan to folder choose the Folder
tab, select Scans, and attempt a scan.

VIE LIRS

15| Page



METRO

SALES INC.

h Store File J”[ Scanned Files Status JJ | Check Modes |

() Ready

Set original and specify destination.

J Folder \

- Wl — IReg. No,,,HManual Entry|

Y
Freauent | 48 | o0 | EF || o4 | 1K [ L | opa || RsT || uvw [ xvZ ||chance Titte

< JAuto Density | P

1 Sided Original Mg B‘E]",E""’ g‘(’:";g;’
Original Feed Tyne (RIRD

| Send File Tye / Nae_|

. FEB 09

System Status Job List

If it goes through you're all set, if not feel free to give our printing/scanning
helpdesk a call at (612)798-1348 or email us at networksupport@metrosales.com
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