
NOTE: To be able to scan a document from the Fuji Xerox printer to your desktop/laptop, you must have an Outlook account on the UNSW Email Server.  If you do not have an Outlook account, discuss with Sarah and request her to receive your document and she can forward it to your email. 
1. Set yourself up on the Fuji Xerox Printer Address Book as a user.  To do this go to the Fuji printer and press the ‘Service Home’ button on the left-hand side of the printer.

2. Then on the screen click the ‘Email’ button, the ‘Address Book’ button, the ‘Add New Address’ button, and the ‘New’ button.  Follow the instructions and enter your UNSW email address and Name.  When you have completed all these details click ‘Register’
3. To Scan a document to your Outlook email place the document to be scanned face-side up on the printer
4. Press the ‘Service Home’ button on the left-hand side of the printer.

Then on the screen click the ‘Email’ button and the ‘Address Book’ button.

Select your name from the Address Book and click ‘Close’ in the top right-hand corner of the screen.

To Scan, press the green ‘Start’ button on the printer
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