Scan to OneDrive

Scanning to OneDrive offers the ability to save scanned documents directly to OneDrive bypassing receiving them as an email attachment. It is also
particularly useful if you want to scan large documents as emails have a size restriction.

® Scanning your documents
® Granting PaperCut Permission to Save to Onedrive.
® Accessing your OneDrive Scans
© a) In Outlook Web App
© b) In Outlook Desktop App
O c) OneDrive Folder
Open the following folders OneDrive/Apps/Scans for PaperCut MS, here are all your scanned files.
Splitting PDF's into Individual Files

@ Note the first time you can to OneDrive it may take a couple minutes. Please leave about 10 minutes for the scan to process, however
subsequent files will be uploaded instantly.

Scanning your documents

1. Log in to the printer by tapping your card or logging in using your username and password.

PaperCutMF

Tap your card or enter your login details to continue.

Username

Password

PaperCut MF 2.1.6

Admin

2. Click on the 'Scan’ option.
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1 "L scan, 2018-07-12-13-34-02.pdf @ 12/07/2018 1:45 PM  Adcbe Acrobat D... 600 KB
1‘_ scan_ 2018-07-12-13-38-02.pdf [a] 12/07/2018 1:49 PM  Adcbe Acrobat D... 592 KB
; ) 1:_ scan_ _2018-07-12-13-45-54.pdf @ 12/07/2018 1:46 PM  Adcbe Acrobat D... 372 KB
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3. Click on 'Scan to OneDrive'.
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4. Ensure your document is in the correct position and click 'Start Scanning'.
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5. Once the scan is finished the following screen will appear, you will be redirected back to the main screen afterwards.
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PaperCut is now uploading your file to the cloud, continue onto the next step if this is the first file you've uploaded.

Granting PaperCut Permission to Save to Onedrive.

PaperCut will send you an authorisation email to give it permissions to save to your OneDrive.

1. Open your email, find the email with the subject 'Scans for PaperCut MF', click on ‘Log in to OneDrive for business'.

Focused Other ilter v

Mext: No events for the next two day

Scans for PaperCut MF

Authorize Scans for PaperCut MF to save t

Authonze Scans for FaperCut MF to save to your On...

papercut@brigidine.gld.edu.au

agnding your scanned document

Your scanned document is on its way
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2. Click on your Brigidine Account and follow the prompts to log in.
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3. Allow PaperCut permissions by clicking 'Accept'.

BY Microsoft

Permissions requested

Scans for PaperCut MF

This app would like to;

“ Have full access to your files

“ Access your data anytime

“’ View your basic profile

Accepbing these permissions means thet you allow this spp to use
your data as specified in their terms of service and privacy
stetement, The publisher has not provided links to their terms

for to review. You can change thace parmissions at
you £ P
https//myapps.microsoft.com. Show details

-




The following screen will appear and your file will be syncing into your OneDrive shortly.

pape rcut M F Authorization Successful

Fantastic! You did it!

You've successfully authorized Scans for Papercut MF to upload to your OneDrive for
Business account.

Your files are uploading. If they aren't there already, they won't be far away.

Accessing your OneDrive Scans

a) In Outlook Web App

1. Open the Outlook Web App, you'll notice an email from PaperCut entitled 'Scans for PaperCut MF', open this email.

Scans for PaperCut MF
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We've sent your scan "scan_ -0...

2. Click on 'Go to your scan!".
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3. Your scan should now open in the tab next to your email.
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b) In Outlook Desktop App

1. Open Outlook and find the email sent to you from PaperCut entitled 'Scans for PaperCut MF', open this email.
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2. Click on 'Go to your scan!' this will open a your scan in a browser window after signing into your email account.
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3. Select your Brigidine email account, your scan will then be sent to your email
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c) OneDrive Folder

1. Open your OneDrive folder, you'll notice a new folder called 'Apps'.
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2. Open the following folders OneDrive/Apps/Scans for PaperCut MS, here are all your
scanned files.
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(D You can down rename and move the files to another location as desired.

Splitting PDF's into Individual Files

For how to split your PDF please click the link below.

Splitting PDFs

Scan to OneDrive

Sharing OneDrive file/folder for email
Cancelling Queued Print Jobs
PaperCut Web Print

Fixing OneDrive (Sync Issues)


https://confluence.brigidine.qld.edu.au/display/BISDKB/Splitting+PDFs
https://confluence.brigidine.qld.edu.au/pages/viewpage.action?pageId=21331976
https://confluence.brigidine.qld.edu.au/display/BISDKB/Cancelling+Queued+Print+Jobs
https://confluence.brigidine.qld.edu.au/display/BISDKB/PaperCut+Web+Print
https://confluence.brigidine.qld.edu.au/pages/viewpage.action?pageId=27427107

	Scan to OneDrive

