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1 SCANNING PROCEDURE  

1.1 LOADING DOCUMENT  

 

1.1.1 Document Feeder  

 
Remove any paper clips and staples before loading 

a document. 
 

1.  Adjust the document guides to match the size of  

     the document loaded. Raise the document  

     stopper. 

1. ,  

     

2.  Load the document face up (when the document  

     is 2- sided, place the front side up) in the center 

     of the document feeder. 

2.  (     

   )  

   

 

1.1.2 Document Glass  

 

1. Open the document cover. 1.  

2.  Load the document face down, and align it  

     against the top left corner of the document glass.  

     Close the document cover. 

2.   

     

 
  

 



 

Prepared by Customer Training Department                              Page 3 of 8                                                                             ApeosPort - VII 5021 / 4021 

All Rights Reserved by Fuji Xerox (Hong Kong) Limited                                                                                                   Product Quick Notes 
 

 

1.2 SELECTING SCAN LOCATION  

 

1. Press the Home button. 1.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select a [Scan]. 2. [ ]  

  
 
 

3. Select [ Contacts ]                                                                  3.  [  ] 

ii. 
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4.  Select userôs scan location and press [OK] . 4. [ OK ]  

  

  
  

 
5. Confirm selected scan location and press 

[ Send / Scan ]. 
5. [  / 

]  

 
 

  

 
  

 
 
 
 
 
 
 

 
 

 

Email scan  

Multi-location : PC & Email  
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2 SCANNING FEATURES  

2.1 SCANNING COLOR  

 
Set the scanning color for the documents to be 
scanned. 

 

Auto Detect: 
The color of the document is determined 
automatically. 

: 

 

Color: 
Select to scan a color document. 

: 

 

Black & White: 
Scans a document in monochrome 2 tones. 

 (2 ): 

 

 

Grayscale: 
Scans a document in grayscale. It is suited to 
documents containing gradations that cannot be 
reproduced with monochrome. 

 (256 ): 

 ( )  

 








