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In the address bar of the web browser of your
choice, type in the IP Address of the copier

Click Scan/Digital Send on the top row
Click Quick Sets on the left column
Click Add...

5. Type in the Quick Set Name

6.

7.

Click Next

Click Add...
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Quick Sets are pre-configured sets of options that allow users to easily start a job without having to manually configure frequently used job settings. A Quick Set
can be accessed from the Home screen or from the app associated with the Quick Set. Quick Sets are saved as unique jobs that do not impact the default options of
the apps.
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Set the Quick Set name, description, and options for user interaction at the control panel.

it Quick Set Name *
Contracts

Quick Set Description:

Quick Set Start Option:
(@ Enter application, then user presses Start

Start instantly when selected from the Home Screen
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Folder Settings

Standard shared folders are a simple UNC path without any variables. Personal shared folder paths are retrieved after a user signs in. An example
would be a user's Home folder specified in Microsoft Active Directory.

(@ save to shared folders or FTP folders

ate a destination

Save to a personal shared folder

Requires user sign-in and information

(@ Send only to folders with read and write access

This option supy
[ verify folder access prior to job start

is folder verification and job notifications.

When un

ed, use

ve jobs m

uickly but jobs may fai

Allow sending to folders with write access only

This option does not support folder verification or job notifications.
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8. Type in the UNC Folder Path

9. Click Authentication Settings

10. Click Always use these credentials

11. Type in the Windows Domain, User Name, and
Password

12. Click Verify Access. You will see The operation
was completed successfully at the top of the
screen when completed

13. Click OK

14. Uncheck Verify folder access prior to job start
15. Click Next

16. Click Condition on Which to Notify

17. Click Notify only if job fails

18. Click Method Used to Deliver Notification

19. Click Print

20. Check Includes thumbnail

21. Check Prompt user prior to job start if you
want the user to decide every time

22. Click Next
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Add Network Folder Path

® save

Quick Sets UNC Folder Path: *
o \\SERVER\contracts +
— er atend of the

ict subfolder access to user

Folder Path Preview:

SERVER\contracts\

Some Custom Subfolder values will be updated only when the Quick Set s used.

Authentication Settings:
Always use these credentials.

‘Windows Domain: User Name: Password:
i —

[ Verity Access

Save to an FTP Server
AWorkstation or Server that has a File Transfer Pratocol (FTP) serviceiin
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Folder Settings

Standard shared folders are a simple UNC path without any variables. Personal shared folder paths are retrieved after a user signs in. An example would be
user's Home folder specified in Microsoft Active Directory.

(@ save to shared folders or FTP folders

\\SERVER\contracts

Add...

Save to apersonal shared folder

Requires user sign-in and information specific to the user to create folder path.

(@ Send only to folders with read and write access
N

Verify folder access prior to job star

When unchecked, usel € quickly but jobs may fail i the foider is unavaitable.

Allow sending to folders with write access only

This optio port folder verification orjob notifications.
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Notification

Condition on Which to Notity
Notify only ifjob fails ~

Prompt user prior to job start
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Scan Settings

A —
Original Size Original Sides Scan Mode

optimize Text/Picture Content Orientation Sharpness
Mixed ~ | [Portrait ~| [ 3-(Norman -~
Background Cleanup Darkness Contrast
3 - (Normal) v| [5-MNorman ~| [ 5-(Norman -~
Image Preview Cropping Options
Make optional ~| | Dponotcrop v

EraseEdges

e e
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D
a File Settings A
+ | tuntitiea) +
Not user editable [ user editable table

Fite Name Preview:

[untitied].par

File Numbering Format: File Type

XY ~ POF >
Used when the job s divided into muttiple Add numbering when jobhasjustone 193 ycer egicapte

i file (ex. _1-1)

Resolution Quality and File Size

150 pi ~| [ Mediom ~

PDF Encryption

Resolution must be set to 300 pl.
Color/Black Meta Data File Format:
Automatically detect color or black |~ Suppress Blank Pages None ~

k pa

Create Multiple Files

TP Instant Support | Shop for Supplies | Product Support |
© Copyright 2010-2018 HP Development Compzny, LP.

27. Click Finish

Welcome
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You will see The Operation was completed
successfully on the next page

Quick Sets Setup

Summary

Review settings and click Finish to save the Quick Set. Select Previous o change settings.

)

Your Scan to Network Folder Quick Set is now listed
in the Quick Sets folder

Contracts

@ Network Folder Path: @ Group (1 members)
& File Type PDF
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