
Konica Minolta Scan to Email Instructions 
 

Log into company 
Gmail account or 
create a new 
account. 

 
 

 
Click name letter 
icon on the top right 
corner  

 
Click Manage your 
Google Account 

           
Click Security along 
left side of screen 

 
Scroll to the How to 
sign in to Google 
Section → Click 2-
Step Verification →  
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If Prompted 
 
Enter your Password 
to proceed →  
 
click Next 

 
Click Turn on 2-Step 
Verification  
 
→Enter the text 
message code 
received 

 
Add a cell phone 
number → Click 
Next on bottom right 
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Enter Code Received 
by text → select 
Verify 

          
Select Done.  
 
This screen shows 
that the 2-Step 
Verification is now 
enabled. 

 
Click the arrow on 
top left to leave this 
screen 
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In the search bar 
along the top → type 
“app password” → 
Select “app 
passwords” in 
selection 

 
If Prompted 
 
Enter your Gmail 
password →  
 
Click Next 

 
In the App Name 
box type → the 
device model 
(usually found on the 
front of the printer) 
→  
 
Click Create 
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Gmail will generate a 
16-character 
password.  
 
(Note: DO NOT click 
DONE or you will 
need to Start Over)  
 
Highlight the 
password → Right-
click the highlighted 
password and select 
Copy. 
 
 
 
 
 
 

 

Open a Word 
document or 
Notepad and Save 
the password as a 
precaution. 
 
Remove the spaces 
from the password 
and copy it again. 
 
Click Done (on the 
password screen) →  
 
Gmail setup is now 
complete. 

 
EXAMPLE PASSWORD ABOVE – DO NOT USE 
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Go to your Printer 
and on its display 
find the IP Address  
 
(You can find the IP 
address by going to 
the selecting 
“Settings” 
 (Cog wheel)→  
 
then “Device 
Information” →   
 
Write down the IPV4 
address on piece  
192.168.X.X) 
 
Example 
192.168.0.80 
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Go back to your 
computer and open 
a new tab in the 
website browser → 
Type the IP address 
from your device→ 
you should get to the 
web connection 
screen of your device 

  
 ***Some computers will prompt for a screen notifying it encounter a security risk, this 
is normal go ahead and proceed by clicking yes 

On the top right of 
the screen select  
“Logout” to exit 
public screen 
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In User Type box 
select from the 
dropdown 
“Administrator”   
 
Password = 
1234567812345678  
 
Click “Login” along 
the bottom right 

 
Next, we need to give 
printer a “From 
address for scanning 
to email” 
  
Click on System 
Settings 
On the left pane.   

 
Next 
Select Machine 
Setting 
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[Grab your reader’s attention with a 
great quote from the document or use 
this space to emphasize a key point. 
To place this text box anywhere on the 
page, just drag it.] 

On the right pane  
 
under 
“Administration 
registration” 
→email address 
 
“put in the Gmail 
email address”  
 
 
Note: there might 
be info on the other 
fields . This is okay 
and can be left 
alone 
 
 
 

 
Click OK on the 
bottom right corner. 
 
 
Select back by 
clicking the arrow to 
get back to Home 
screen 
 
 

 

2 
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Along left side of the 
screen select 
“Network”  
 

 
Select “Email 
Setting” 
 
 

 
Select “Email 
TX(SMTP)”  
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Under SMTP Server 
Address put in the 
following information 
 
smtp.gmail.com 
SMTP over SSL 
 
Under SSL/TLS 
Settings 
Port No 25 
Port No (SSL) 465 
 

 
 
Scroll down to 
Device mail address 
section to 
put in your Gmail 
email  
 
User ID: Your Google 
Gmail address 
 
Password: Your 
Google app 
generated password  
(the one created 
earlier)  
Click “ OK” to 
complete. 
 

 

Logout on the top 
right corner  
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Test your scan to 
email by scanning 
something on the 
printer from the ADF 
or glass to yourself.  
 
If it works your all 
set. If not, check your 
setting again.  

 
 


