
Setting Up Scan to Folder Using Web Image Monitor 

Using Web Image Monitor Login as 
Administrator 

Select Device Management and 
Address Book from the Sub 

Category 

In the Address Book click Add User

At the Add User screen check Basic 
Information and Folder 
Destination. Click Go to Next.

At the basic information screen fill 
out name of destination.  Example 
shown Ricoh Scan Folder.  Click Go 

to Next.



In Folder Destination Choose SMB.
Input the path to the destination 

folder. 
Input the Username  

Input Password 
Click Go to Next 

Scroll down to confirm Registration 
Click OK


