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PaperCut Hive offers you 2 scanning options: 

• Scan to email 
• Scan to OneDrive 

 

Login to the printer with your Oxford University card or Login Code: 

To begin scanning using Papercut Hive you’ll need to locate one of the two designated 
student printers within the college, which can be found in the West Wing Library (Ground 
Floor) or the Annexe Common Room (2nd Floor).  

You can login with either your Access Code (included in your PaperCut Hive welcome email) 
or your Oxford University card. 

Please make sure that you have already associated your Oxford University card with your 
PaperCut Hive account. If you have not already completed that task, please reference the 
‘PaperCut Hive Setup Guide’ which is available for both Windows and Mac computers. 

Touch the screen of the printer and you will see the PaperCut login screen: 

 

Now, either tap your card against the card reader or enter your Access Code. will be a QR 
code featured on the front of the printer (see below example) that you can scan with your 
mobile device to begin the setup: 



 

Once you’ve logged in, press the Quick Scan button on the left-hand side of the menu: 

 

 

You will now see the 2 primary scanning options to choose from, along with the default 
scanning settings: 

• 400 DPI Resolution 
• 1-Sided 
• A4 
• Colour 
• PDF 



 

 

Scan to Email 

Scan to email will allow you to scan a document up to 25MB in size. This document will be 
delivered directly to your Inbox, as an attachment from scans@papercut.com: 

 

If your Scan to Email document exceeds the 25MB limit, you will receive an email with a 
secure download link from PaperCut Hive, which will allow you to download the document: 

mailto:scans@papercut.com


 

 

Scan to OneDrive for Business 

Scan to OneDrive for Business will allow you to scan a document directly to your Microsoft 
OneDrive, all scans will appear in a sub-folder of your OneDrive called Apps/Scans for 
PaperCut Hive: 

 

You will also receive an email confirmation from scans@papercut.com with a handy Go to 
your scan button or a URL link that will also take you directly to your scanned document: 

 

mailto:scans@papercut.com


Although there is no 25MB limit in place, when using Scan to OneDrive for Business, you are 
still subject to the Oxford University 100GB storage limits for OneDrive. 

 

Changing the Default Scan Settings: 

If you want to change any of the default scanning settings for Scan to Email or Scan to 
OneDrive for Business, press the Scan Settings button (highlighted below): 

 

You can now adjust the default scan settings for both scanning applications: 

 



 

 

Logging out of the printer: 

Once you have finished scanning your documents, please remember to Log Out of the 
printer by pressing the door icon button, that features your email address: 

 

 

 

 

 

  

 

 


