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S . Place your door
entry card or fob y

against the card
reader

The screen will
change to the one on

) Associate your card with a user_ account by entering your login
the rlght details.
Click on Username Username
and enter in your
Username. Then click
on Password and

Password

enter your PC
Password -

Check Status

Press Associate at the
bottom of the screen

[
PaperCutMF

Thanks! Now you can use your card to log in.

= - . If you see this
W e es 8w~ screen then your

card has been
re g'lste red Check Status




Log Into device with your Card or
Username and Password

Tap your card or enter your login details to continue.

Scan to Email Guide

2. Select Scan

PaperCutMF’ Peter Whelan (Admin)
You have 2 print jobs pending m
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Select Scan to my Email

]
PaperCutMF  Scan
lﬂ Scan to My Email I @ Send to My OneDrive

Username I ( \ |
4 Password E ‘= v \
— SE—
Print release Device functions Scan
PaperCut MF 3.1.0 Admin \ )

Check Status

4. (Change the Subject and File name
by clicking on then — Click on
Setting at the right to change how
the document in scanned

[
PaperCutMF  Scan to My Email

To

* Color
* PDF
) * 1-sided
Subject o AL

Your scan (Scan to My Email) » Portrait

Filename

scan_capitalgreg_2022-10-18-11-10-02

Settings

1-sided 2-sided PDF TIFF JPEG
Paper size Auto detect size DPI
- A3 A4 AS Same Mixed 200 300 400 600
Orientation Color mode
Portrait Landscape Color Grayscale B&W Auto

Check Status

(3] Secure Print

3, Admin. is operating remotely

]
PaperCutMF  Scan settings

Duplex mode File type

O Prompt for more pages Start Scanning

[ Prompt for more pageS[ Start Scanning

Check Status

5. Press Start - your document will
NOW Scan

» Duplex Mode - Change to 2-Sided if your document

is double sided.

Choose orientation - Portrait or Landscape
File Type - Choose from PDF, Tiff or Jpeg
DPI
(The higher the DPI, better the quality, bigger the
file size)

» Colour Mode- Choose from Colour & Grayscale

Y VYV V

— Choose the resolution from 200dpi-600dpi.



Log into device with your Card or
Username and Password
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PaperCutMF

Tap your card or enter your login details to continue.

Username
4 Password
Login
PaperCut MF 310 Admin

Check Status

4. Press Start to Scan your
Document

PaperCutMF’

Scan to My OneDrive

Path /Apps/Scans for PaperCut MF Color POF
1-s;ded !
Fi lename scan_aphi LLips_2022-08-01-10-01-55 81 ol

‘ Settinas \

» = =

Scan to OneDrive Guide

2. Select Scan

You have 2 print jobs pending m

Print release Device functions

Check Status

-]
PaperCutMF

Scan Settings

Duplex mode File type

1-5ided 2~ ided POF TIFF JPEG
Orientation DP1
Portrait Landscape 100 200 300 400
Paper size Color mode
A3 Ad AS Color Grayscale
‘ Scan

PaperCut MF v6.0.9
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3. Select Scan to One Drive

l’ape:rCutMFlLl Scan

B Scan to My Email @b Send to My OneDrive

»

Check Status

5. Atyour PC

You will receive an email similar to one below from

Papercut (it might end up in your spam folder)

* Click on the green box that says Login to OneDrive
for Business.

* You have now authenticated and all future scan
jobs will appear in your OneDrive — Apps\Scans
for Papercut MF

A

<]

PaperCut

| Scan

PaperCut MF v6.0.9

» Press on Filename to change the filename of your
document

Hi
Your scan is ready to send to OneDrive for Business.

You need to do a one off authorization of the Scans for PaperCut MF application to send files to your OneDrive for Business account.
This authorization link is valid for 24hrs, after which the file will be automatically deleted

We also need to mention that when you use this service, we collect and retain scan job details such as name, email and filename for
the purpose of providing our service as outlined in our privacy policy.

Login to OneDrive for Business

Happy scanning!

From the PaperCut team.

Why do | need to do this?

PaperCut MF needs permission to save your scans to OneDrive for Business. Your files will be saved in the /Apps/Scans for PaperCut
MF folder.

What happens when | scan again?

Simply tap and scan



document
Solutions

l. Log into device with your Card or User Name and
Password

PaperCutMF

Tap your card or enter your login details to continue.

Username

Password

PaperCut MF 3.1.0 Admin

Check Status

3. Print Release

Peter Whelan (Admin)
18
>
>

[J Print as grayscale [J Printas 2-sided

“ - = @ Stop

2
PaperCutMF Print release

Select all Test Page

Test Page

1 copy, 2-sided, Grayscale, A4 When

12 mins ago

Test Page
1 copy, 2-sided, Color, A4

' User
13 mins ago
Pages

Account

Balance

Check Status

» Here you can see all your printed jobs. By placing a tick in the
box allows you to print ,delete or amend the print job. If your
print job was sent in Colour and you would like to change it to
mono place a tick in the Print as greyscale box. You can also
change it if would like your print job double sided.

Quick Print Guide

[«
PaperCutMF

Print release

p
PaperCutMF Print release
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2. Select Print Release or Print All

Peter Whelan (Admin)
You have 2 print jobs pending m

Check Status

» Print All - This will print all your jobs in the queue and delete
after printed.

4. Further Print Release Options

S—

13 mins ago Copies — 1 +

admingnripw Duplex mode 2-sided

1 Color mode Grayscale

My Personal Account Page size

Unrestricted Cost

Check Status

> Pressing the * Allows you to change the following
» Copies -

Duplex Mode - Colour Mode

Important = Jobs will be automatically deleted after 3 days
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