Using the Scanner
Setting a new email address
1. On the computer that is hooked to the scanner, select the icon on the desktop titled HP Scanjet 7650.
7650
2. On the left side, select Destinations
3. Select New Destination
4. Enter the destination name (your name) and your email address
5. Click OK
Scanning a document to your email
Note: You do not need to use the computer for this process!!

Figure 1

1. Find the Network Document Server box (see Figure 1) which is located
between the computer and the scanner itself
itself.
2. Using the ↑ and ↓ arrows (see A in Figure 2), scroll through to the
name of the location you want to send it to (most likely, your name).
3. Once you have found your name, select Select √ (see B in Figure 2).
4. Select Menu twice (see C in Figure 2)..
5. Using the ↑ and ↓ arrows (see A in Figure 2), scroll through the
various types of scanning profiles you can select until you get to the
one you want (the default is Color PDF)..
6. Ensure the document you are scanning is either on the plated glass or is in the automatic document feeder of the
scanner.
Figure 2
• For one single page on the plated glass or a stack of paper in the
document feeder of the scanner:
a. On the Network Document Server box, press Send  (See D
A
in Figure 2).
). While the document is scanning, the display
will be “Scanning #1 please wait.” Once the document has
C
B
finished scanning, it will be sent directly to the email
selected.
• For several separate pages of stacks of paper (that you want to
be together in one file in the scan):
a. On the Network Document Server box, select Add page +
E
(see E in Figure 2). While the document is scanning, the
display will be “Scanning #1 please wait.”
b. Once the document has finished scanning, insert the next
D
page or stack of papers and press Add page + again.
c. Repeat this until all pages are scanned.
d. When all documents are scanned
scanned, press Send  (see D in
Figure 2).
). The scanned documents will be sent directly to the email selected.
Scanning a document to the computer (to save to your thumb drive)
1. On the computer that is hooked to the scanner, select the icon on the desktop titled HP Scanjet 7650.
7650
2. Using the drop down menu, select the type of scan you would like to receive.
3. Ensure the document you are scanning is either on the plated glass or is in the automatic document feeder of the
scanner. Please note: You cannot add pages one at a time using this method like you can in the section above.
4. Click Scan
5. Once the scan appears on screen, click File on the scan and identify the name of the file and location where you
would like to save it.

