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From the main menu on the MFP screen, select “SharePoint Online”.

-
o

Job Status

2% Microsoft

Sign in
upsrErBcougaTet h edu
o ctonr? G ot

R

Tl ey h ook "0

3. Select the appropriate SharePoint site that you would like to scan to.
4. Select the appropriate sub-site that you would like to scan to. If there is not a sub-site available,

you may select "Ok”.
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5. If there is another sub-site you may select the appropriate sub-site, otherwise you may select "Ok”.
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6. Select “Scan a document” from the mode selection screen.
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7. Select the appropriate Document Library from the SharePoint Library you selected.
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8. To select a specific folder in the Document Library, tap on the “Stored To" box.
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9. Select the folder you would like to scan to within the Document Library.
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10. Once you have confirmed you are in the correct folder you may select "Ok”".
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11. You can rename the file by clicking on the “File Name” box and entering a new file name.
Once you have renamed the file you can click on the “Start” button.
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