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All screenshots for this guide have been taken using a Konica Minolta C645. Your MFP’s web 

browser may look slightly different but the procedure will be exactly the same. 

 

There are two steps required to configure scan to email: 

 Step A: Configure the MFD to communicate with the SMTP (email) server. 

 Step B: Configure a “one touch” button on the MFD that users will select to scan documents 

directly to their email account. 

 

 

 

 

 

Step A: Set-up the SMTP server details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Using your web browser, type 

the IP Address of the Konica 

Minolta MFD into the address 

bar. 

 

 

 

2. Log into Pagescope Web 

Connection as Administrator. 

 

 

 

 

 

 

 

 

 

 

 

 

An email client such as Outlook, Outlook Express or Thunderbird is needed to receive emails. This 

guide does not cover the configuration of an email client. This should be carried out by your customers 

IT department. 
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The above shows how the information in steps 7 and 8 are displayed 

in the email. 

 

 

 

 

3. Standard password. 

 

 

 

 

 

 

 

4. Click on System Settings. 

 

 

 

5. Enter a Device Location. 

6. Enter an Administrator 

Name. 

  7. Enter an Email Address. 

  8. Enter a Device Name. 

9. Enter an Email Address. 

Options 5 and 6 are optional. 

Option 9 must be a valid email 

address if Device Status 

Notifications are going to be 

used. 

10. Click on OK 

 

 

 

 

 

 

11. Click on OK. 
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*Relaying 

When users send emails, their PC accounts are “trusted” on the domain. This is not always the case for 

copiers/MFD’s. In this case the IT Administrator will need to ensure that the IP addresses of the MFD’s 

used for email scanning are added to the relay list on their SMTP email server. 

 

 

12. Click on Network>Email 

Setting>Email TX (SMTP) 

 

13. Enter the IP address or host 

name of the SMTP (email) server.  

Note: If using a  host name, the 

box above the IP Address field 

must be ticked. 

14. In most cases the Port 

Number can be left at 25, 

however, you may need to check 

with the IT Administrator in case 

a different port number is being 

using for *Relaying (see below). 

15. The Device mail Address 

should already have been set in 

System Settings (Step 9) 

16. Click on OK to finish. 

 

17. You can either Logout now 

and log-in again as a Public user 

to set up a “One Touch” button, 

or remain logged in as 

“Administrator” to set up the 

One Touch button. 
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Step B: Configure a “One Touch” button 

 

  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18. Click on the Store Address tab. 

 

 

 

 

 

 

19. Click on the New Registration 

button. 

 

 

 

 

 

20. Click on the Email option. 

 

 

 

21. Click on OK 
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Email button has been created. 

 

22. Leave Use opening number 

option selected, and then give 

your scan button a Name 

 

Note: This will become the name 

of the button that appears on the 

MFD panel. If the user is going to 

use more than one method of 

scanning, e.g. email and SMB, then 

it’s a good idea to enter the 

scanning method as part of the 

button name i.e. tech0 (email) 

 

23. Enter the users Email address. 

 

 

 

 

 

 

24. Click on the OK button 

 

25. Click on the Return button to 

go back return to the Address 

Book list. 
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