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Scan
from an

ITU printer




1.1

Go to a printer located
at the university.

Swipe your card over the card
reader located on the side of
the printer screen.
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1.3

Press on the home key on the
top left of the control panel.
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1.4
On the printer screen, o ’
ress on “Scanner”.
press on “Scanne 3 (S)
I
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1.5

Press on “Manual Entry” and “Nocanner Cooere | ariring
fill in an email to which the ETE=] ST
scan will be sent. el \| o\
O Folder Def
. . Scan Settings
Optional: Change scan settings. R o, [prat | #ES5t H
| <« Jhuto Dersity| > ¥ [Freasent| 28 || co | EF | o4 [ 1k | umv ]l oeo |[ RsT |
% %B"cm"%fé%’o’ 0FF [Branch.01 F;T:.lg?_‘oz

Send il Tove / Nane_|

| Select Stored File _J§ Text Subject Security M Sender

Place the document to be
scanned in the exposure glass.

Page 5 of 7



Press on the “Start” key on
the bottom right of the
control panel.

Repeat step 1.6-1.7 until the
wished amount of pages are
scanned.

When done scanning, press
on “#"” on the control panel
to send the scanned pages
to your email.

1.7
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IT University of Copenhagen
Rued Langgaards Vej 7
2300 Copenhagen S

Opening hours:

Monday - Friday

10 AM to 13 PM
Wing 2C

it@itu.dk
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