Blzcopl E R"‘ BIZCOPIER SOLUTIONS SDN BHD (1031323-p)
No. 17, Jalan Pekan Baru 30A / KUO1,
OVER 30 YEARS MFP EXPERIENCE 41050 Klang Selangor Darul Ehsan.
SALES | RENTAL | SERVICE Tel: 03-3341 6296 Fax: 03-3359 6296

EMAIL: it@bizcopier.com.my

HOW TO SETUP SCAN TO FOLDER
Prepared by BIZCOPIER IT TEAM

(it@bizcopier.com.my)

1) Go to www.bizcopier.com.my and go to support tab

“ B @ :

t secure | bizcopier.com.my
Blzcopl ER“ L03-33416296 0018-2286296 =askabizcopier.com.my
SALES | RENTAL | SERVICE

WWW.BIZCOPIER.COM.MY
HOME - ABOUTUS - PRODUCTS AND SERVICES - SUPPORT ) CAREERSWITHUS + CONTACTUS
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2) Scroll down and go to page 4 and click the folder to start ftp server download

&« C  @® Notsecure | bizcopier.com.my/index.php/support-content?start=3
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3) Open the downloaded ftp server and extract it to your desktop. The password to
extract the file is bizcopier6296

[ lmesal

E Extraction path and options

General | Advanced

Destination path (will be created if does not exist)

=
Add Extract To  Test

E =B

erd_bat.zip|

Overwrite mode

@) Ask before overwrite

() Overwrite without prompt
() Skip existing files

Update mod
, piat e () oomEm
E ftpserver?_bat.zip.zip (evalug G Extract and replace files -4 Libraries
File Commands Tools Fa ': ) Extract and update flles U"‘% Homegroup
() Fresh existing files only G- @ I

=18 Computer

ﬂ_"’, Local Disk (C:)
= Local Disk (D:)

E: e DVD RW Drive (E:)
E]--’&j MNetwork

e
= TN — | L/ oMpedsbngfles oo | ftpserver2_bat
Name Q) () Rename automatically [#- |, PhotoshopPortable
o - [~y wordpress
Miscellaneous
. ftpserver2_bat
Extract archives to subfolders
|| Keep broken files
|| Display files in Explorer @
= b @ [ Save settings ] I I
* w5
-
B fpserver2_batzipzip [ o J[ concel J[ el

=58

Enter password
Enter password for the encrypted file

C:\Wsers\IT\Desktop'\ftpserver2_bat\FTPServer.exe
in archive ftpserver2_bat.zip.zip

Enter password

bizcopiers 296 -

Show password

Use for all archives

[ Organize passwords... l

Lo |

Cancel ] [ Help ]
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4) Open the extracted file and double click the application

(=4 Hol ==

(:K)vl .. » ftpserver2_bat - | 4 | | Search ftpserver2 bat L0 |
Organize * Open Share with « E-mail Burn MNew folder ==+ [0 @
3¢ Favorites Mame Date modified Type

B Desktop | @8 FTPserver 12/25/2004 5:52 PM  Application
4 Downloads @ FTPServer 12950004 5,57 DM Help file
& OneDri File description: Quick 'n Easy FTP Server 2.5
= Lnenve | ftptrace Company: Pablo Software Solutions Text Document
“Z| Recent Places | license File version: 2.5.1.0 Text Document
Date created: 7/17,/2019 9:01 AM
) | readme Size: 552 KB Text Document
. Libraries setup I ZUTT I P Windows Batch File
@ Documents || users 3/1/20101:22 PM XML Docurment
Jﬁ Music | whatsnew 12/25/2004 5:52 PM  Text Document
[&5] Pictures
E Videos

5) On general tasks, go to show configuration. Check all three boxes for on startup
settings and start the server. Please do not shutdown the ftp server because the

scanning will not work. If you want to close it, just minimize it.

™ Quick 'n Easy FTP Server 2.5.1
Help

s

iew  Tools

;] Show server log

8 show user accounts

#8 show online users
@ Show server statistics

J Show incoming messages

Configuration Tasks

(%)} Show Configuration Help

JJ Frequently Asked Questions
Make sure all the

startup settings are
checked

[E= Bl ==
Configuration « 2
General
FTP port: [[] Enable download/upload statistics

[[] Enable transfer progress in online status
[[] Disahle %P look [needs restart]

[] Disable skinned scrollbars [needs restart]

Max. connections:

Max. connections/|P:

Connection timeout:

Drefault home directory: |E W zersh| ThDesktop\ftpserver?_bath,

Welcoms message: “welcome to Quick 'n Easy FTP Server

Goodbye message: |B}le |

Startup settings
Launch FTP Server at ‘Windows startup
dtomatieall: activate server at starup |

Logaing

Loglevel

Startup minimized in spstemtray

[ Directory listing format
(@ Local Time
Pt rangs: 1024 - |B5535

O Urniversal Time [UTC)

FTP Server is online

639.4 KB received 11KBsent & O
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6) On Local Disk ( C:), create a new file and name it scan. To make it easier for you
to access the scanned documents, make a shortcut to desktop. Right click the
file > Send to > Desktop

@Qv|& » Computer » Local Disk (C:) » v | g || Search Local Disk (C:)

Organize v 7 Open Include in library + Share with = Burn New folder =~ [

& OneDrive i Name Date modified Type
| Recent Places . .
J Bitnami Open
— J Intel : -
4 Libraries bt Open in new window
= ) Perflogs - ) .
j Documents 9 . . Add to VLC media player's Playlist
' Music / Program Files % Add to MPC-HC Playlist
J Program Files (x86) .
=] Pictures J 5 Play with MPC-HC
£ videos - :Jcan Play with VLC media player
L @ Scan with Segurazo...
) Windows
* Homegroup Share with »

m

Restore previous versions
1M Computer

L ¥ Scan selected items for viruses
i Local Disk (C:) B3 Shred using AVG
. Bitnami Include in library L4
- Intel B  Addtoarchive..
: Ef:gl‘:?: ilee E Add to "scan.rar”
[ E Compress and email...
 ccan A g Compress to "scan.rar” and email
J Users 1, Compressed (zipped] folder Send to ]
, Windows Bl Desktop (create shortcut) Cut
== Local Disk (D) 3 Documents o

7) On your browser, key in your copier machine’s IP address and press enter
How to check your copier’s IP address :
- On machine, Settings > System Settings > Interface Settings > IPV4 Address

Settings Button

£x System Settings
General Tray Paper Timer Interface File Administrator
Features Settings Settings Settings Transfer Tools

Machine IPv4 Address DNS Confiauration Specify
IPv4 Gateway Address DDNS Configuration
IPsec

In
WINS Confiauration

Effective Protocol

IPv6 Stateless Address Autoconfiouration |ENSRIVEY

l
] Machine IPV6 Address |
l
l
l

|

IPv6 Gateway Address _ I Domain Name
|
|

DHCPv6 Configuration I

1/ ¥  Next

< C @ 1921681249 0 :
infk @  RNPC64B32 - Web Image Monitor - 192.168.1.249 | (1] [B]Login
. Q  192.168.1249 - Google Search E :
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8) If your PC is connected to your copier machine, a web image monitor for Ricoh
machine will appear. Login with admin as username, no password.

&« C @ Notsecure | 192.168.1.250/web/gue

* B @

RICOH MP €C3503 \veb image Monitor

1 Home

i staws/nformation  »| | @ Device N

@ Device Management  »
|

E Print JobyStored File  »
|

: RICOH MF C3503

WA Convenient Links

RICOH
Web Image Monitor

Login User Name : admin

Login Password :

Cancel

: RNPO02673722F54

9) Onthe menu on the left, go to device management and choose address book.

RICOH MP €3503 \eb Image Monitor

4 Home

3

i Status/Information m Device Name

Configuration

@ Device Management 3

Address Book

IE' Print Job/Stored File 3

Reset Printer Job

‘\ﬁ e 1 Reset the Machine

Device Home Management

Screen Monitering

10) To add user, click add user on the top.

: RICOH MP C3503

RICOH MP C3503 \eb Image Monitor

4 Home

Address List (Display All Items)

g Input you can edit all items.

etail Input

o

" i"‘lAdd User § & |Change
oy,
fpa——

@nput you can edit the Address Book with a wizard method but you cannot edit all it

@T Delete m_"‘ Add Group 'E“ Maintenance
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- Check Basic Information and Folder Destination > Next
- On Basic Information, key in user’s name on both Name and Key Display >Next

Add User Stepl.Basic Information

Select item(s) to register, then press [Go to

. Enter items. The name entered in [Key Display] will be display:
User Information
Basic Informatien Basic int m Registration No.(Required) . 030.01|
( inad) d
Destination m Name(Required) IUSER 1
Fax Destination Fax dest m Key Display IUSER 1
Email Destination Email d¢ aTitle 1 I None ¥
| Folder Destination Informa
W Title 2 ! Mone ¥
mTitle 3 { Mone ¥
m Add to Freg. !® On Off
Co to Next Cancel Back Go to Next Cancel

- Choose FTP Protocol. On Port no, left it as 21. On Server name, enter your PC’s
IP Address. On path, left it empty. On login username, login password and
confirm login password, enter scan. > Next > OK

Step2.Folder Destination Step3.Confirm Registration

Enter the folder information. Check items, then press [OK].

m Protocol :0smB @ Frp e

mPort No.(Required) (21 m Registration No. :00010
m Server Name(Required) :192.168.1.153 HName :USER 1
m Path(Required) H m Key Display USER 1
mLogin User Name {scan mTitle 1 ‘None
mLegin Password foane mTitle 2 ‘None
m Confirm Login Password feans mTitle 3 :None

mAdd to Freg. :0n

Back Go to Next Cancel Back Cancel

How to check your PC’s IP Address
- Windows start > Search > type cmd > enter
- Type ipconfig > enter

Programs (1)

& cmd

@ B C\Windowshsystem32\CMD.exe

Microsoft Windows [Uersion 6.1.76811
Copyright (c). 2809 Microsoft Corporation. A1l rights reserved.

IC:™Usersn[T>ipconfig

Hindows IP CoWiigiration

[Ethernet adapter Local Area Connection 2:

Media State : Media disconnected
Connection—specific DNS Suffix . =

Hireless LAN adapter Wireless Metwork Connection:
@ i DNS Suffix . :
el p——— revl e UP iR 9F 87212

5 i&re results

cmd 7~ * uShutydorang [Ethernet adapter Local Area Connection:
L)
) = I Media State : Media disconnected
% = Late . . .. : :
ke ] |3 om | ISR i D

Defa

If you encounter any problem throughout the setup, call us at 018-299 6296




