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Scanning a document (Xerox Workcentre 7346) 

 
 

1. If the copier is in “Energy saver” mode press the “Energy saver” 
button to wake up the copier.  NOTE- This button is located on the right upper section of 
copier where there are actual buttons. 

 
2.  Press “Email” button on the LCD panel to enter the scanning process. NOTE- If 

the person before you left the unit in another mode /screen you must push the “All 
services” button to return to the main screen (see below) 

 
3. Enter your copy code into the User ID: field and then press the “Enter” button on 

the LCD panel to access the next screen 
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4. Place the documents you want to scan into the sheet feeder and slide them down until the 
green light Illuminates 

 
5. Press the “New Recipient” button on the LCD panel 
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6. Enter your full email address and/or the person’s email address you want this scan to be 
e-mailed too 

 
7. Press the “+add” button to add the email address you entered and then press 

“Close” 
8. Verify that you see the correct information in the recipient’s section.  NOTE- You can 

add other people by repeating steps 5-7. 
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9. Press the green “start” button 

 
10. Once your document is no longer in the sheet feeder it is done. Press the “all 

services” button to return to the main screen and then press the “log 
in/out” button 

 
11. Press the “logout” on the LCD panel to complete the entire logout process 

 
12. Check your e-mail in 30 seconds and you should receive an e-mail from 

“workcentre 7346” with a PDF of the information you scanned 


