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Setting up Scan to E-mail on the ComColor via computer 

On your computer, open the web browser and enter the I.P. address of the 
printer into the address bar. Press ENTER. 

 

This will connect to the web-interface of the ComColor.  

 

Log in as Admin or another user 
that has Admin privileges. The 
default password for Admin is 
blank. 

 

 



Click Admin Mode. 

 

 
 
 
 
 
 
 
Click Admin on the left side of the screen. 

 

 

 

This will give access to all of the administrative settings on the machine. 

 

 

 

 

 

 

 

 

 

 

  



Within the Scanner area there are various options relating to scanning to a 
network folder or scanning to e-mail. 

 

So, to set up scan to e-mail, click Mail setting. 

 
Enter the I.P. address of the 
Send mail server (SMTP). 
 
Enter the port used – typically 
this will be port 25. 
Tick SSL connection if needed. 
 
The Sender’s mail address will 
appear as the sender in the 
recipients’ mailbox. This can be 
set as anything; however it is 
preferable to keep with the 
sites email naming convention. 
 
If needed, set SMTP 
authentication ON and enter 
the Account name and 
password required to be able to 
send emails. Normally this is 
not required. 
 



When scanning to e-mail, the email address can be manually entered at the 
ComColor. The manual destination input on the ComColor can be disabled by 
selecting Mail dest. direct input, and choosing the prohibited option. It is also 
possible to create an address book of frequently used email addresses. These 
also can be added manually on the touchscreen, but a much easier way is to 
create a file on your computer and upload it to the ComColor.  

 

Click Mail destination. 

 

Click Write to CSV 
file. This will 
download a blank 
file which can be 
opened up in 
Microsoft Excel. 

 

 

 

 

 

 

 



 

Save the file and open with Excel.  

 

• Column A contains the name that will be displayed on the ComColor. 
• Column B determines which alphabetical group the name belongs. This 

can make it quicker to find the e-mail address required when there are a 
large number present. 

• Column C contains the persons e-mail address. 

Complete the file with the relevant information, then save the file to an easily 
accessible location. 
 
Ensure that you click Yes to the dialog below so that the file is kept in a CSV 
format. 

 

 

 

 

 

 

 



 

On the Riso web-console, click Read CSV file. 

 

 

Click Browse, locate your CSV file and click OK to upload. 
 

 

 

 

 

 

 

 



 

The users will now be added. 

 

 

 

 

 

 



 

On the ComColor, click Scanner. 

 

Select the file format. 

 

 

Click on Internal 
HDD. 

 

 

 



 

Click the Mail to tab and all of the addresses loaded will be available for use.  

The Direct input box can be used to manually enter an e-mail address. 

 

 
 
 

 
 
 
 
 
For more details on how to access the scanner 
functions, please refer to the ComColor User 
Guide, section 3. 


