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Scan document(s) from Bizhub and email to yourself. Drag to
your desktop and then drag and drop to the Preview:
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Or you may select “Browse” and double click document.
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Copy and paste student ID number from Infinite Campus into
the Keywords and then enter Tab. All the student’s information
will automatically import into the keywords fields for you from
the information in Infinite Campus.
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Click Import to upload document(s):
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For any questions or assistance scanning, please contact your

troubleshooter.

Thanks,
Student Accounting

775-861-4428



