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Set up scan to folder (SMB scanning) 

Create the folder on your computer (Windows 7) 
In order for the machine to save a file on the computer, we need to give it access to a folder. 

Create the folder 
 Open Windows Explorer (Start->Computer)  

 Under Hard Disk Drives, double click the desired hard disk (OS(C:))  

 Click File->New->Folder 

 Name the folder Scans 

 Right click Scans and select properties 

 Click on the Sharing tab 

 Click Share 

 In the File Sharing window, type Everyone and click Add

 
 Change the permission level to Read/Write 

 Click Share 

 Click Apply and then OK 

Verify the folder 
 Open up Windows Explorer (Start-

>Computer) 

 In the address bar enter: \\localhost 

 You should see your Scans folder 
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Create the address for SMB scanning 
Now we have to create the address that will scan to your folder.  

Gather required information 
Before we enter the address, we need to find your computers hostname and the printer’s IP address. 

Get the copiers IP address 

To get the IP address, we need to print out the configuration 

page 

 On the copier, press Utility/Counter 

 Under TCP/IP you will find the IP address 

Get the computers hostname 

You can use the computers IP address; however this may 

cause issues if the IP address changes.  To prevent this, we use the computers hostname. 

 Open Control Panel and select System 

o Alternately, you can click start, right click computer and select properties 

 You will find your computers name under Computer name, domain and workgroup settings 

 If you wish to test the hostname, follow the same procedure as verify the folder but replace 

localhost with the computer name. 
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Create the address 
 Open Internet Explorer and enter the IP address you got from the 

configuration page into the address bar 

o NOTE: If you see a blank page, or if the page does not load properly, 

you will have to add the IP address to compatibility mode by selecting 

the gear in the top right corner and selecting Compatibility View 

Settings.  Then click ADD to add the IP address in the Add this website 

to the compatibility view.  

 Click the Store Address tab 

 Click New Registration 

 Select SMB and click OK 

 Give your address a name 

 Select the desired “key” from the dropdown (Usually the first character of name) 

o If you would like this address to show on the main favorites screen, check Main 

 Check the Please check to enter host name check box 

 Enter your computers name  

 Enter Scans in the File Path field 

 Enter the user id that is used to log into the computer (not the copier) 

 Enter the password for the computer’s user id 

 Click OK  

 

Create a desktop shortcut 
For quick access, you may want 

to create a desktop shortcut to 

your scans folder 

 Open Windows Explorer 

(Start->Computer) 

 Double click the desired 

drive (OS(C:)) 

 Right click the Scans 

folder 

 Select Send to-

>Ddesktop (create shortcut) 


