SAVIN 8035/8035g Scanner Instructions
[image: image1]How to scan a document
1. Select the {Scanner} button on the left of the Savin control panel. 
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2. Place materials to be scanned in the document feeder or on the copy glass.
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3. Select the designation folder {Scans Box}.  The selected folder is highlighted, and the network share folder path also is displayed in the designation filed.   
(example, SMB    \\OPM-FS101\DivisionnameScans
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4. Press {File Name/Type}button.
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5. Press the {File Name} button.


6. Using the keyboard on the control panel type a name for your document and press {OK}.

7. To start scanning press the {Green Start} button.

8. Check the {Scanned Files Status} indicator to the upper right.  When the memory indicator reaches 100% the scanning has completed.  You can also check the network shared folder for the appearance of your document.
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