
 
 

How to Set Up Scan to Folder on Windows 10 
 
 

1. Right click on the Windows logo (usually in the lower left corner) and select “File Explorer”. 

 
 

2. Scroll down to find “Local Disk (C:)” and double click it. 

 
 
 
 
 



3. Right click in an unused area on the right pane and select “New Folder”.  Name it “Scans”. 

 
 

4. Right click on the newly created folder and select “Send to Desktop (create shortcut)”. 

 
 

5. Then right click on the folder again and select “Give access to Specific People”. 

 
 



6. Verify that you are listed as the owner and click “Share”. 

 
 

7. Make note of the folder path.  It will be used later in the process.  Example: \\011737L\Scans 

 
 
 
 
 
 
 
 
 
 
 
 



8. At the copier select User Tools or Settings, Machine Features (if present), Printer Features, 
Configuration Page.  Locate the machine IPv4 address from the configuration page. 

 
 

9. Now open a web browser on your computer and enter the IP address from the configuration 
page into the address bar, then hit enter. 

 
 



 
10. Log in with “admin” for user (must be lower case) and leave the password field black. 

 
 

11. Once logged in, go to Device Management/Address Book. (your screen may differ slightly) 

 
 

12. Select “Detail Input” (if present) and “Add User”. 

 
 



13. Enter a name that you want to appear on the scan button in both the Name and Key Display 
fields.  In Folder Authentication select “Specify” and enter your PC login user name.  Click 
change to enter the password you use to log into your PC (you will need to enter it twice).  Hit 
“OK” to the password menu.  Then enter the folder path that was noted in step 7.  Leave the 
other fields at their default values.  Hit “OK” at the top or bottom of the menu. 

 



You should now be set up to scan to your PC.  If you have trouble, make sure your PC is set to “Private 
Network” or “Domain Network” and not “Public Network”.   

 
Also verify that there isn’t a firewall that could block scanning.  If you need further assistance, call our 
helpdesk at (612)798-1348 or email us at networksupport@metrosales.com. 


