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Set Scan Subject Line 

To set or select subject 

• On the Fax/Scan screen, select [NAME/SUBJ NAME/OTHER] 
NOTE:  if you do not see this button, touch [APPLICATION] and select it from the list 

 
• Touch the keyboard beside the subject box to enter a subject, or select the list to choose a preset subject 
• Touch[OK] and send the scan as normal 

Add a subject to the preset list 

For simplicity, you can add a subject to the preset subject list 

1. Press [MENU] and select [UTILITY] 
2. Select [ADMINISTRATOR]  
3. Enter the password (default is 12345678) and 

touch [OK] 
4. Select [STORE ADDRESS] 

 
5. Select [SUBJECT] 

 

6. Select an empty row (or one that you wish to 
edit) and touch [EDIT] 

 
7. Enter the desired subject and then touch [OK] 

 
8. If you have multiple subjects in the list, you can 

select the email default.   
Touch [OK] 

 
9. Exit administrator mode 
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