
Make & Models: 

What’s It Do?

1. P l a c e your origina ls  fac e up  in the
document feeder or face down on the 
document g lass .

2. From the Home (main menu) sc reen 

      select Scan/Fax or Scan.

3. Select your preprogrammed des t i na t i on
       using 1-touch buttons or press the Direct Input
      button to manually type in an email
      address.  For fax dialing use the 10-Keypad 
       to enter the fax #.

4. If des i red ,  se lec t  the scan settings
needed  from the Function buttons  a long 
the bottom of the screen, or select the 
Application button for more op tions. *See 
page 2 of this cheat sheet for information 
on  the  common scan  se t t ings .

5. Press the Start  button to begin scanning
OR  press  the Preview b utton to d ig ita lly 
p review your scan or fax p rior to sending. 
*See notes be low in  T ips  & Tricks 
regarding Preview.

Tips & Tricks
♦ I n Name/Subj Name/Other, to  delete the whole file name a t once, select the Clear (or C) button
     to the right of the name (*or the C key on the optional 10-Keypad, if you have it) . The Delete
     b utton will delete only one c harac ter a t a  time.

♦ Select the Preview  b u t t o n  to genera te a  d ig ita l p review of your scan or fax p rior
       to sending it.  From the Preview screen you c an "pinch" and rota te ind ividua l pages
       90° at a time, to ensure every page is oriented properly.  You can also delete any 
       unwanted pages or rotate multiple images at once by selecting the double
       arrow to the right of the screen and selecting Delete Page or Rotate Pages.

♦ *NOTE:  Preview is found on the right side of the touch screen (*in the Classic Style
        screen mode).  It may be in a different location than shown in the picture on the right.

                                                                                                 Scanning (and Faxing)
Konica Minolta b izhub:  iSeries.

Onc e your network administrator has  se t up  the scan function, you c an scan doc uments 
into digital f i le forma ts.
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Common Scan Sett

hat’s It Do? 

When scanning documents to any destination (USB, email, PC, etc.) the device will u

certain default settings to scan your document before sending it to you. You may ch

any settings you need before pressing Start. 
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*Please Note: The Function buttons  above are al l  shortc uts. Your panel may not look the same as  the p ic ture 
above .  If you c annot see the Function button you need  on the bottom of the screen, you wi l l  find  it in the Application 
R ibbon .  Se lec t ing  the Application  button in the bottom r ight  corner of the screen will disp lay all scan functions.

Simplex/ Duplex — Scan doub le sided  orig ina ls. Cover + 2-sided c an be used when you have a  2-
sided doc ument with a  1 -s ided  c over sheet.

Resolution — Ad just the resolution of your scan.  The fac tory default is 300 d pi. You c an select 200, 400, 
or 600 dp i.   *Keep  in mind: the higher the resolut ion, the b igger the f i le size.

Original Settings:
1. Mixed Originals — This allows you to sc an documents c ompr ised  of multiple standard  s i ze  (ie. 
mixed letter and  lega l pages, or tab loid , lega l and  letter pages). You will end  up  with a  file of mixed  
sizes.
2. Blank Page Removal  — When 2-sided is selected, but your d ocument is a  mix of sing le and  doub le sided  
originals, the Blank Page Remova l function will remove a ll the b lank pages. *NOTE: Use Preview to rotate 
multiple images and/or delete other unwanted pages.

File Type:
1. File Type — Selec t the type of file you wish the devic e to create. Fac tory defa u l t  i s  Compact PDF, to  
compress the f i le to an ema i l  f r i end ly  size, b ut still ma inta ins the PDF file forma t.  Op tions  include: PDF, 
JPEG; TIFF; XPS/Compact XPS, and PPTX (PowerPoint). *NOTES:  1) If the LK-110 option is insta lled , you c an 
a lso c hoose DOCX/XLSX & Searchable PDF.  2) If the LK-105 option is installed you can choose Searchable PDF.
2. Page Separation — Allows you to p lac e a  s tac k of pages in the document feeder and  have the devic e  
separate them into multiple files a t the specif ied page interva l.  The  defa ult page interva l is  1 page.

Name/Sub j  Name/Other  — When you choose a scan location, the default name of the file is usually the 
device name and the date & time the file is sent.  Press the Clear or C button and use the keyboard on the 
screen to enter a new file name.  That way you don't have to save the scan to your desktop and rename it.

Separate Scan — Sc an your d ocument in separa te ba tc hes, but still end  up  with one file. This is useful 
when you have d oc uments  tha t:  c onta in more pages  than c an fit in the doc ument feeder a t once; or a re 
s tap led and  requ i re  sc anning one page a t a  time off the g lass ; or are a mix of full size sheets  and  smal l  
or igina l s  (eg .  rec eip ts, ID’ s, business cards, or cheques), whic h c annot be fed  through the document 
feeder.  When scanning is complete, the device will compile all the batches into one file, in the order that you 
scanned the originals.


