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MAKE A COPY
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Conserve Reduce copy Make a copy of this Make a copy on

mistakes type of original this type of paper

2010104104

Add the date or
page numbers

Assemble output
into a pamphlet

M Other convenient functions




Conserve

_ ~ 2. Copy multiple pages on
Copy on both sides of the ~ one side of one sheet of
paper =7 paper

Copy on the front and back
- ofacard




Reduce copy mistakes

Check the number of
Print one set of copies for scanned pages before

proofing z /f making copies




Make a copy of this type of original

More original pages than Mixed-size originals

can be loaded at once

Bound original such as a
book (one page at a time)

Book or pamphlet (make
facing page copies)




Make a copy on this type of paper

. Tab Paper % Transparency film



Add the date or page numbers




Assemble output into a pamphlet

- Staple output

Punch holes in output




Other convenient functions

Functions used for specific purposes

® Make a copy of arranged photos
® Create a large poster

® Make a mirror-image copy

® Copy onto the centre of the paper
® Make a negative copy

Convenient functions
® Use two machines simultaneously
® Give priority to a copy job
® Check the status of a reserved job

® Insert covers/inserts in copy output
® Copy a thin original




PRINT A DOCUMENT

Conserve Print without a Print attractive Assemble output
computer output into a pamphlet

Print on this type Add text or an
of paper image

M Other convenient functions




Conserve

Print on both sides of the ‘ Print multiple pages on one

paper side of the paper



Print without a computer

Print a file on an FTP Print a file in a USB
memory device

Print a file in a network Print a file stored in the
folder machine




Print attractive output

Print matching the size of "» Adjust the brightness and
the paper contrast

u» Bring out faint text and & "., Adjust the line widths when

lines =~ printing




Assemble output into a pamphlet

Create a stapled pamphlet - Staple output

Punch holes in output

Print specific pages on the
front side of the paper




Print on this type of paper

ﬁE Transparency film Tab Paper

||» Rotate the image 180 . Print specific pages on

degrees different paper




Add text or an image

» Add a watermark to print - Overlay an image on the
- data oy print data

Overlay a fixed form on the
print data




Other convenient functions

Correct the size or orientation of the print data

® Enlarge or reduce the print image
® Print a mirror-image

Security is important

® Print confidentially
® Print an encrypted PDF file

Functions used for specific purposes

® Print an "invoice copy"
® Create a large poster

Convenient functions

® Give priority to a print job

® Use two machines simultaneously
® Store frequently used print settings
® Store a print job

@ Print and fold the output




SEND A FAX

s

Conserve

Send this type of Prevent transmission to Send a clear
document the wrong destination document

Save trouble

Security is
important

M Other convenient functions




Conserve

Send when the rate is %\ Check received data before
P printing

7 Send two original pages as .\ -~ Relay a transmission
a single page through a branch office




Send this type of document

Bulky original (shadows - Bound original such as a
- appear at edges) book (one page at a time)

More original pages than Mixed-size originals
can be loaded at once

Sy

Original printed on both ID card or other card
sides =




Prevent transmission to the wrong destination

'“34 Check the destination once Check the result of

" more before sending transmission

Check the log of previous Stamp scanned original
transmissions pages




Send a clear document

. Adjust the exposure m Adjust the image quality

Specify the size before
sending




BXXXX-6789

D BXXXX-9874
BXXXX-4567

BXXXX-5432

BXXXX-9999

Save trouble
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s
end to multiple
ﬁ destinations

Store frequently used
settings

BXXXX-6789

View the transmission log Easily specify an address

» [EXXXX 5433] 200, (S€arch number)

Bound original such as a
book (one page at a time)



Security is important

Check the destination once w1/ Send confidentially
more before sending

Initiate reception of a
Print protected reception document from a sending

data machine

Send a document at the
other machine's request




Other convenient functions

Convenient management functions

® Forward a received fax to a network address
® Print a list of addresses

Convenient functions

® Send a thin original

® Select a transmission destination from a global address book
® Give priority to a transmission

® Use an extension phone




SCAN AN IMAGE / SEND AN INTERNET FAX

Send a clear Send this type of Prevent transmission to Send a smaller
image document the wrong destination file

Save trouble Scan from my
computer

M Other convenient functions




Send a clear image

Adjust the contrast or @ Adjust the resolution
image quality before sending

Suppress the background of
the edges a transmitted document




Send this type of document

Bulky original (shadows " Bound original such as a

i« ll appear at edges) ./ book (one page at a time)

More original pages than
can be loaded at once

Original printed on both
sides




Prevent transmission to the wrong destination

Check the result of Check the log of previous
transmission transmissions

Stamp scanned original
pages




Send a smaller file

u»@ Send at low resolution @ % Compress a file before
sending

Reduce an image before @"» Send an image in black &
sending white

~ Send two original pages as @ ID or other card
a single page =




Save trouble

[A(a] Q &
D’ Store frequently used _ | .. Send to multiple
h

7 settings | destinations

__aaa@aa.aa.c
» bbb@bb.bb.c

Creceeeer View the transmission log Leeemeo. Easily specify an address

ddd@dd.dd.c » ddd@dd.dd.
eee@ee.ee.c

(search number)

Send an Internet fax from a ' Bound original such as a
computer book (one page at a time)




Other convenient functions

Convenient management functions

® Forward a received fax to a network address
® Print a list of transmission destinations

Convenient functions

® Scan a thin original

® Select a transmission destination from a global address book
® Send at a specified time

® Give priority to a transmission

® Send in USB memory mode

® Eliminate blank pages from a transmission




SAVE A JOB AND REUSE IT LATER

Search for a file Organize my files Save an important Print a batch of
document files




Search for a file

—1 ep——
Search for a file using a . L1 Search by checking the

keyword ~ contents of files



Organize my files

Delete a file Delete all files

. Periodically delete files Change the folder



MAINTAIN THE MACHINE

Clean the Replace a toner Replace the Replace the
machine cartridge staple cartridge stamp cartridge

2

Replace the toner Dispose of punch
collection container waste




Clean the machine

Clean the document glass and Clean the original feed
automatic document feeder roller

Clean the bypass feed
roller




ABOUT OPERATION GUIDE

There are two ways to search for a topic in this guide: you can use an "l want to..." menu, or you can use a regular table
of contents.

The following explanation assumes that Adobe Reader 8.0 is being used (Some buttons do not appear in the default
state.).

Return to top page (]4) Return to previously displayed page (&)
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HOW TO USE THIS MANUAL

Click a button below to move to the page that you wish to view.
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BEFORE USING THE MACHINE

EXTERIOR

4

Saddle stitch finisher (MX-FN16)"

Output device that enables the use of the staple function
and offset function.

B FINISHER AND SADDLE STITCH FINISHER (page 1-50)
Finisher (MX-FN15)"

Output device that enables use of the staple function,
offset function and pamphlet copy function.

B FINISHER AND SADDLE STITCH FINISHER (page 1-50)
Finisher (3 trays)’ (MX-FN14)

Output device that enables use of the staple function for
up to 100 sheets (8-1/2" x 11" size paper).

55 FINISHER (3 TRAYS) (page 1-56)

(2) Punch module (AR-PN4B)"

Punches holes in copies and other output.

Requires finisher (MX-FN15) or saddle stitch finisher
(MX-FN16).

I FINISHER AND SADDLE STITCH FINISHER (page 1-50)

@

Inserter (MX-CF10)"

covers or inserts. The inserter can be used to staple
output and punch holes manually.
5" INSERTER (page 1-61)

Paper set in an inserter can be inserted into output as

(4)

(5)

®
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BEFORE USING THE MACHINE

This section provides basic information about the machine. Please read this chapter before using the machine.

PART NAMES AND FUNCTIONS

Automatic document feeder

This automatically feeds and scans multiple sheet
originals. Both sides of two-sided originals can be
scanned at once.

55" PLACING THE ORIGINAL (page 1-44)

Front cover

Open to replace toner cartridge.

5% TURNING THE POWER ON AND OFF (page 1-15)
& REPLACING THE TONER CARTRIDGES (page 1-72)
Operation panel

This is used to select functions and enter the number of

copies.
£ OPERATION PANEL (page 1-8)

Centre tray
Finished sheets are deposited here.

Bypass tray
Special papers (including transparency film) and copy

paper can be fed from the bypass tray.
15 LOADING PAPER IN THE BYPASS TRAY (page 1-42)

— (6)
!

Contents

Return to top page button

If an operation does not proceed as expected, click this
button to start over again.

Back one page button

Displays the previous page.

Forward one page button

Displays the next page.

Return to previously displayed page button
Displays the page that was displayed before the current
page.

®)

(6)

Adobe Reader Help button
Opens Adobe Reader Help.

Contents button

Displays the contents of each chapter.

For example, if the current page is a page in the body of
the printer chapter, this button shows the contents of the
printer chapter.

@

* Caution when printing

« If a button does not appear, refer to Adobe Reader Help to display the button.

If all pages are printed, the menu pages of the "l want to..." menu will also be printed. To print only the pages that contain

the explanation of a function, specify a page range.




MANUALS PROVIDED WITH THE MACHINE

Operation manuals in PDF format (this manual)
The manuals in PDF format provide detailed explanations of the procedures for using the machine in each mode. To

view the PDF manuals, download them from the hard drive in the machine. The procedure for downloading the manuals

is explained in "Downloading the Operation Guide" in the Start Guide.

-
——— 1. BEFORE USING THE MACHINE
I:l: This chapter provides information, such as basic operation procedures, how to load paper, and
—~— machine maintenance.
—— 2. COPIER
1
E; This chapter provides detailed explanations of the procedures for using the copy function.
——
~—__  3.PRINTER
N> This chapter provides detailed explanations of the procedures for using the print function.
pter p p P gthe p
—_J
—__  4.FACSIMILE
EE/"\ J\ This chapter provides detailed explanations of the procedures for using the fax function.
: ,
- 5. SCANNER / INTERNET FAX
E;@ This chapter provides detailed explanations of the procedures for using the scanner function and
i the Internet fax function.
6. DOCUMENT FILING
L2
_gz—ﬁ This chapter provides detailed explanations of the procedures for using the document filing
:n function. The document filing function allows you to save the document data of a copy or fax job,
or the data of a print job, as a file on the machine's hard drive. The file can be called up as
needed.
o 7. SYSTEM SETTINGS
F-_ = This chapter explains the "System Settings", which are used to configure a variety of parameters
] to suit the aims and the needs of your workplace. Current settings can be displayed or printed out
from the "System Settings".
—__ 8. TROUBLESHOOTING
%5‘ This chapter explains how to remove paper misfeeds and provides answers to frequently asked
= questions regarding the operation of the machine in each mode. Refer to this manual when you
have difficulty using the machine.
A

Printed manuals

Manual name

Contents

Start Guide

This manual contains instructions for using the machine safely, describes preparations that must be
made before using the machine, and lists the specifications of the machine and its peripheral devices.




ABOUT OPERATION MANUAL

This manual explains how to use the MX-M623U/MX-M623N/MX-M753U/MX-M753N digital multifunctional system.

Please note

* For information on installing the drivers and software cited in this manual, please refer to the Start Guide.

* For information on your operating system, please refer to your operating system manual or the online Help function.

* The explanations of screens and procedures in a Windows environment are primarily for Windows Vista®. The screens may
vary depending on the version of the operating system or the software application.

* The explanations of screens and procedures in a Macintosh environment are based on Mac OS X v10.4 in the case of Mac OS
X. The screens may vary depending on the version of the operating system or the software application.

* Wherever "MX-xxxx" appears in this manual, please substitute your model name for "xxxx".

¢ This manual contains references to the fax function. However, please note that the fax function is not available in some
countries and regions.

¢ This manual contains explanations of the PC-Fax driver and PPD driver. However, please note that the PC-Fax driver and PPD
driver are not available and do not appear on the software for installation in some countries and regions.
In this case, please install the English version if you want to use these drivers.

¢ Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest authorised service representative.

¢ This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest authorised service representative.

¢ Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

* Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.

* All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual

The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.

In order to explain how to use the machine and to describe the machine's functions, some illustrations assume that certain
peripheral devices are installed.

The display screens, messages, and key hames shown in the manual may differ from those on the actual machine
due to product improvements and modifications.

Icons used in the manuals

The icons in the manuals indicate the following types of information:

[ A Warning This alerts you to a situation where there is a risk of human death or injury. ]

l A Caution This alerts you to a situation where there is a risk of human injury or property damage. J

This alerts you to a situation where there is This indicates the name of a system setting and provides a brief
a risk of machine damage or failure. explanation of the setting.

When "System Settings:" appears:

A general setting is explained.

When "System Settings (Administrator):" appears:

A setting that can only be configured by an administrator is
explained.

This provides a supplemental
explanation of a function or procedure.

This explains how to cancel or correct
an operation.

® @

v




CHAPTER 1

BEFORE USING THE MACHINE

This chapter provides information, such as basic operation procedures, how to load paper, and machine maintenance.

BEFORE USING THE MACHINE

PART NAMES AND FUNCTIONS . ............. 1-3
CEXTERIOR . . .o eeee e 1-3
SINTERIOR ..\ ove e 1-5
« AUTOMATIC DOCUMENT FEEDER AND

DOCUMENT GLASS .. ..o oo 1-6
¢SIDEANDBACK .. .ooeaeeae 1-7
¢ OPERATION PANEL . ...\, 1-8

TOUCHPANEL ... oeoeeeeeaeaeaaeaaannns 1-10
¢ STATUS DISPLAY . ..o oo 1-12
¢SYSTEMBAR ... oiiieea 1-13

TURNING THE POWER ON AND OFF . .......... 1-15
« ENERGY SAVE FUNCTIONS .. ........... 1-16
¢ [POWER SAVE]KEY . ...\t 1-16

USER AUTHENTICATION . .. .o o e eeeeeeaennn. 1-17
« AUTHENTICATION BY USER NUMBER. . . .. 1-17
« AUTHENTICATION BY LOGIN NAME /

PASSWORD. . ..\ eeeeea e 1-19

HOME SCREEN . .. ..o veeeeeenaeanannnn. 1-22

REMOTE OPERATION OF THE MACHINE. . ... . 1-23

ITEMS RECORDED IN THE JOB LOG ........... 1-24

LOADING PAPER

IMPORTANT POINTS ABOUT PAPER......... 1-27
* NAMES AND LOCATIONS OF TRAYS .. .. .. 1-27
* THE MEANING OF "R" IN PAPER SIZES . ... 1-27
*USEABLEPAPER ....... .. ... ... ... ... 1-28
TRAY SETTINGS FORTRAY1TO4 .......... 1-30
* LOADING PAPER IN PAPER TRAY 1 -
TRAY 2. .. 1-30
* CHANGING THE PAPER SIZE IN PAPER
TRAY1-TRAY2.... ... ... . ... ... ... 1-31
* LOADING PAPER IN PAPER TRAY 3....... 1-32
* CHANGING THE PAPER SIZE IN PAPER
TRAY 3. . 1-33
* CHANGING THE PAPER SIZE IN PAPER
TRAY 4. . . 1-35
TRAY SETTINGS OF TRAY 5 (A4 LARGE
CAPACITYTRAY) . ..ot ii i 1-36
*LOADINGPAPER ...................... 1-36

TRAY SETTINGS OF TRAY 5 (A3 LARGE

CAPACITYTRAY) .ottt i i i e e neas 1-38
*LOADINGPAPER ........ ... ...t 1-38
* CHANGING THE PAPER SIZE ............ 1-40
LOADING PAPER IN THE BYPASS TRAY...... 1-42
* IMPORTANT POINTS WHEN USING THE
BYPASS TRAY. ... ... 1-43
ORIGINALS
PLACINGTHEORIGINAL . .............c.t 1-44
* PLACING ORIGINALS IN THE
AUTOMATIC DOCUMENT FEEDER. . ...... 1-44
* PLACING THE ORIGINAL ON THE
DOCUMENTGLASS .................... 1-46

PERIPHERAL DEVICES

PERIPHERALDEVICES .. .......oeuvvueenn.. 1-48
FINISHER AND SADDLE STITCH FINISHER. . .. 1-50
¢PARTNAMES . ..., 1-50
¢ SPECIFICATIONS . .. ..o 1-51
« STAPLE CARTRIDGE REPLACEMENT
AND STAPLE JAMREMOVAL . ........... 1-52
FINISHER (3 TRAYS). . . et eveeeeeeeaanennnn. 1-56
¢PARTNAMES . ..., 1-56
©SUPPLIES ..o iieeie e 1-56
¢ SPECIFICATIONS . .. ..o 1-57
« REPLACING THE STAPLE CARTRIDGE . . .. 1-59
INSERTER .. .oeuieeieneeaeinaenanannns 1-61
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« MANUAL OPERATION OF THE
INSERTER . .. oo 1-63
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« EXTERNAL ACCOUNT MODULE
(MX-AMX3) . . oo 1-67
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MAINTENANCE

REGULAR MAINTENANCE.................. 1-69
* CLEANING THE DOCUMENT GLASS

AND AUTOMATIC DOCUMENT FEEDER ... 1-69

* CLEANING THE BYPASS FEED ROLLER ... 1-71

REPLACING THE TONER CARTRIDGES. ... ... 1-72
REPLACING THE STAMP CARTRIDGE. ....... 1-75
ENTERING TEXT
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SOFTWARE SETUP
BEFORE INSTALLING THE SOFTWARE....... 1-80
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SCREEN (FOR ALL SOFTWARE). ......... 1-81
* INSTALLING THE PRINTER DRIVER /
PC-FAXDRIVER ....................... 1-82
* INSTALLING THE PRINTER STATUS
MONITOR. . ... . 1-101
* INSTALLING THE SCANNER DRIVER.. . . .. 1-102
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BEFORE USING THE MACHINE

BEFORE USING THE MACHINE

This section provides basic information about the machine. Please read this chapter before using the machine.

PART NAMES AND FUNCTIONS
EXTERIOR

1)

)
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Saddle stitch finisher (MX-FN16)"
Output device that enables the use of the staple function

and offset function.
I FINISHER AND SADDLE STITCH FINISHER (page 1-50)

Finisher (MX-FN15)"
Output device that enables use of the staple function,

offset function and pamphlet copy function.
I FINISHER AND SADDLE STITCH FINISHER (page 1-50)

Finisher (3 trays)* (MX-FN14)
Output device that enables use of the staple function for

up to 100 sheets (8-1/2" x 11" size paper).
I=" FINISHER (3 TRAYS) (page 1-56)

Punch module (AR-PN4B)"

Punches holes in copies and other output.

Requires finisher (MX-FN15) or saddle stitch finisher
(MX-FN16).

I=" FINISHER AND SADDLE STITCH FINISHER (page 1-50)
Inserter (MX-CF10)*

Paper set in an inserter can be inserted into output as
covers or inserts. The inserter can be used to staple

output and punch holes manually.
I INSERTER (page 1-61)

4)

@

®)

6)

@)

®

(5) (6)

Automatic document feeder

This automatically feeds and scans multiple sheet
originals. Both sides of two-sided originals can be
scanned at once.

I PLACING THE ORIGINAL (page 1-44)

Front cover

Open to replace toner cartridge.
I=" TURNING THE POWER ON AND OFF (page 1-15)
1" REPLACING THE TONER CARTRIDGES (page 1-72)

Operation panel

This is used to select functions and enter the number of
copies.

I OPERATION PANEL (page 1-8)

Centre tray

Finished sheets are deposited here.

Bypass tray

Special papers (including transparency film) and copy
paper can be fed from the bypass tray.
I LOADING PAPER IN THE BYPASS TRAY (page 1-42)

Contents



(9) USB connector (A type)

Supports USB 2.0 (Hi-Speed).

This is used to connect a USB device such as USB
memory to the machine.

For the USB cable, use a shielded cable.

(10) Keyboard

This is a keyboard that is incorporated into the machine.
When not used, it can be stored under the operation
panel.

15" ENTERING TEXT FROM A KEYBOARD (page 1-79)

Tray 5 (when A4 large capacity tray is installed)
(MX-LC10)*
This holds paper.
I TRAY SETTINGS OF TRAY 5 (A4 LARGE
CAPACITY TRAY) (page 1-36)

Tray 5 (when A3 large capacity tray is installed)
(MX-LCX3N)*
This holds paper.
I" TRAY SETTINGS OF TRAY 5 (A3 LARGE
CAPACITY TRAY) (page 1-38)

(1)

(12)

*Peripheral device.

BEFORE USING THE MACHINE

(10)

(11)

(15)

(14)(13) (12)

(13) Tray 1-Tray 2
The trays hold paper. Approximately 800 sheets of
standard A4 or 8-1/2" x 11" size paper (80 g/m2 (20 Ibs.))
can be loaded in tray 1, and approximately 1200 sheets
of standard A4 or 8-1/2" x 11" size paper (80 g/m2 (20
Ibs.)) can be loaded in tray 2.
I TRAY SETTINGS FOR TRAY 1 TO 4 (page 1-30)

Tray 3

Tray 3 holds paper. Approximately 500 sheets of
standard (80 g/m? (20 Ibs.)) paper can be loaded in this
tray. Tabbed paper and transparencies can also be
loaded.

I=" TRAY SETTINGS FOR TRAY 1 TO 4 (page 1-30)

Tray 4

(14)

(15)
Tray 4 holds paper. Approximately 500 sheets of
standard (80 g/m2 (20 Ibs.)) paper can be loaded in this
tray.

I TRAY SETTINGS FOR TRAY 1 TO 4 (page 1-30)

Contents



INTERIOR

(16) (17)

(25)

(24) (23)
(16) Duplex unit

Open this cover to remove a misfeed from the fusing unit
area.

(17) Fusing unit
Toner images are fused here.

ACaution

The fusing unit is hot. Take care in removing misfed
paper.

(18) Cover of the duplex unit
Open when a misfeed has occurred in duplex unit.

(19) Toner cartridge”

This holds toner for printing. The toner cartridge must be
replaced when indicated on the operation panel.
I" REPLACING THE TONER CARTRIDGES (page
1-72)

(20) Main power switch

Keep this switch turned on when the fax option or
Internet fax option is installed.
I=" TURNING THE POWER ON AND OFF (page 1-15)

BEFORE USING THE MACHINE

(21)

77 —(22)

(21) Right side cover

Open when a misfeed has occurred in the bypass tray or
large capacity tray.

(22) Upper cover of large capacity tray

Open when a misfeed has occurred in the large capacity
tray.
(23) Left side cover release
Push this knob up to open the left side cover.
(24) Left cover of paper drawer
Open this cover to remove paper misfed in tray 3 or tray
4.

(25) Photoconductive drum

Images are formed on the photoconductive drum.

@ Do not touch or damage the photoconductive drum.

Contents



BEFORE USING THE MACHINE

AUTOMATIC DOCUMENT FEEDER AND DOCUMENT
GLASS

1)

()

©)

(4)

m @ @ @

Document feeding area cover

Open this cover to remove an original misfeed or clean
the paper feed roller.

Original guides
These help ensure that the original is scanned correctly.
Adjust the guides to the width of the original.
I=" PLACING THE ORIGINAL (page 1-44)
Document feeder tray
Place originals in this tray. 1-sided originals must be
placed face up.
I=" PLACING THE ORIGINAL (page 1-44)
Original exit tray
Originals are delivered to this tray after scanning.

®)

(6)

@

1-6

Scanning area

Originals placed in the document feeder tray are scanned
here.
I=" REGULAR MAINTENANCE (page 1-69)

Original size detector

This detects the size of an original placed on the

document glass.

I PLACING THE ORIGINAL ON THE DOCUMENT
GLASS (page 1-46)

Document glass

Use this to scan a book or other thick original that cannot

be fed through the automatic document feeder.

I PLACING THE ORIGINAL ON THE DOCUMENT
GLASS (page 1-46)

Contents



SIDE AND BACK
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BEFORE USING THE MACHINE

USB connector (A type)

Supports USB 2.0 (Hi-Speed).

This is used to connect a USB device such as USB
memory to the machine.

This connector is not initially available for use. If you wish
to use the connector, contact your service assistance.
This connector is not initially available for use. If you wish
to use the connector, contact your service technician.

LAN connector

Connect the LAN cable to this connector when the
machine is used on a network.
For the LAN cable, use a shielded type cable.

USB connector (B type )

Supports USB 2.0 (Hi-Speed).

A computer can be connected to this connector to use
the machine as a printer.

For the USB cable, use a shielded cable.

Service-only connector

ACaution

This connector is for use only by service technicians.
Connecting a cable to this connector may cause the
machine to malfunction.

Important note for service technicians:
The cable connected to the service connector must be
less than 3 m (118") in length.

®)

Power plug

G

1-7

(6)

@

T
(1)
0 2)
Q @)
(@)
5)

Extension phone socket

When the fax function of the machine is used, an
extension phone can be connected to this socket.
Telephone line socket

When the fax function of the machine is used, the
telephone line is connected to this socket.

When the fax expansion kit is installed

(6)
@
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OPERATION PANEL

BEFORE USING THE MACHINE

™M @E (4) (5) (f|3)
J :
o
JOB STATUS | PRINT
ez | | ©O@06©
SYSTEM
SETTINGS IMAGE SEND @ @ @
) 2 ®
LoGouT j
@ (8
(1) Touch panel (5) Numeric keys
Messages and keys appear in the touch panel display. These are used to enter the number of copies, fax
Touch the displayed keys to perform a variety of numbers, and other numerical values. These keys are
operations. also used to enter numeric value settings (except for the
When a key is touched, a beep sounds and the selected system settings).
item is highlighted. This provides confirmation as you
perform an operation. (6) [CLEAR] key ((©)
I5° TOUCH PANEL (page 1-10) Press this key to return the number of copies to "0".
(2) [SYSTEM SETTINGS] key (7)  [HOME] key
Press this key to display the system settings menu Touch thl_s key to dlsplay the home screen. Frequently
screen. The system settings are used to configure paper used settings can be registered in the my menu screen to
tray settings, store addresses for transmission eﬂn;ble quick and easy operation of the machine.
operations, and adjust parameters to make the machine HOME SCREEN (page 1-22)
easier to use. (8) IMAGE SEND mode indicators
(3) [JOB STATUS] key ¢ LINE indicator
Press this key to display the job status screen. The job This lights up during transmission or reception of a fax
status screen is used to check information on jobs and to or Internet fax. This also lights during transmission of
cancel jobs. an image in scan mode.
For details, see the chapters for each of the functions in * DATA indicator
this manual. This blinks when a received fax or Internet fax cannot
(4) PRINT mode indicators be printed because of a problem such as out of paper.

* READY indicator
Print jobs can be received when this indicator is lit.

* DATA indicator
This blinks while print data is being received and lights
steadily while printing is taking place.

1-8

This lights up when there is a transmission job that has
not been sent.
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BEFORE USING THE MACHINE

JOBSTATUS  PRINT
© READY

© DATA

J

SYSTEM
SETTINGS IMAGE SEND
o LINE

© DATA

J

HOME

©)

(10)

(1)

(12)

[START] key

Press this key to copy or scan an original. This key is also
used to send a fax in fax mode.

[LOGOUT] key ((¥))

Press this key to log out after you have logged in and
used the machine. When using the fax function, this key
can also be pressed to send tone signals on a pulse dial
line.

I=" USER AUTHENTICATION (page 1-17)

[#/P] key ()

When using the copy function, press this key to use a job
program. When using the fax function, this key can be
used when dialling.

[CLEAR ALL] key (€2)

Press this key to return to the initial operation state.
Use this key when you wish to cancel all settings that
have been selected and start operation from the initial
state.

9

|
p00 Lo
oo § 7

=
Q
o)
Q
<
S

(10)

(13)

(14)

(15)

(16)

(11) (12) (13) (14) (15)(16)

[STOP] key ((©)

Press this key to stop a copy job or scanning of an
original.

[POWER SAVE] key (@) / indicator

Use this key to put the machine into auto power shut-off
mode to save energy.

The [POWER SAVE] key (@) blinks when the machine
is in auto power shut-off mode.

I [POWER SAVE] KEY (page 1-16)

[POWER] key ((©))

Use this key to turn the machine power on and off.

I TURNING THE POWER ON AND OFF (page 1-15)
Main power indicator

This lights up when the machine's main power switch is
in the "on" position.
=" TURNING THE POWER ON AND OFF (page 1-15)

@ The indicators of the operation panel may differ depending on the country and region.

1-9
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BEFORE USING THE MACHINE

TOUCH PANEL

This section explains how to use the touch panel.

* To enter text, see "ENTERING TEXT" (page

1-77).

* For information on the screens and procedures for using the system settings, see "Common Operation Methods"

(page 7-4) in "7. SYSTEM SETTINGS".

Using the touch panel

Example 1

e
L) - g DOCUMENT
O EEmEeETN

‘ &

Hé Print Job I@ Scan to I‘.ﬂ Fax_Job I@Intemet Faxl

Job OQueue Sets / Proaress Status
1 0@ copy 020 / 001 Copying

2 ) copy 002_L000 Waiting

Spool
>
v

Complete

(2) = 3 B computerol Beep\ Waiting ] 1

4 & 0312345678 uTone4 Waiting I '

Stop/Delete

= (3)

(1) Mode select keys

Use these keys to switch between copy, image send, and document filing modes.
(2) Settings for each function are easily selected and cancelled by touching the keys on the screen with your finger.
When an item is selected, a beep will sound and the item will be highlighted to confirm the selection.

(3) Keys that are greyed out cannot be selected.

@ If you touch a key that cannot be selected, a double beep will sound.

Example 2
1) ) 3) (4)
Special Modes [ OK J
Margin Shift mncel ][ OK j

Right Left Down Side 1 Side 2
20

2 BN IEIE

0

(1) If the initial state of a key in a screen is highlighted,
the key is selected. To change the selection, touch

one of the other keys to highlight that key.
(2) The (4] keys can be used to increase or

decrease a value. To make a value change quickly,

keep your finger on the key.
(3) Touch this key to cancel a setting.

(4) Touch the [OK] key to enter and save a setting.

Example 3

1M @

Special Modes

L)
2

Margin Shift

e
o] [0t
]
N

1

? Tandem
= copy 2
Inserts
|

Covers/Inserts

Book Copy

[ Tab Copy

(1) Some items in the special modes screen are selected
by simply touching the key of the item.
To cancel a selected item, touch the highlighted key
once again so that it is no longer highlighted.

(2) When settings extend over multiple screens, touch

the [+] key or the [*] key to switch through the
screens.

1-10
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BEFORE USING THE MACHINE

Example 4

Function Review OK ”

. Shift:Right
° Front:10mm/Back:10mm

Margin Shift

. Edge:10mm
" Centre:10mm

1
1
Covers/Tnserts : FTOnt:2-Sided/Back: Insert
v * Insertion A:10 Page/B:10 Page

Erase

Quick File

Paper Select

Preview

When at least one special mode is selected, the The key can be touched to display a list of the
key appears in the base screen. selected special modes.
Example 5
Copy Ratio { o ]|

200% Enter value via the 10-key.
2

2
(et J[_ o]

{ Auto Image ][ XY Zoom ]
Touch a numeric value display key to directly enter a Press the numeric keys to enter any numeric value
value with the numeric keys. and then touch the [OK] key.

@ The touch panel (screen) shown in this manual is a descriptive image. The actual screen is slightly different.

System Settings (Administrator): Keys Touch Sound
This is used to adjust the volume of the beep that sounds when keys are touched. The key touch sound can also be turned
off.

1-11
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STATUS DISPLAY

When the base screen of a mode appears, the right side of the touch panel shows the machine's status.
The information shown is explained below.

1)

)

BEFORE USING THE MACHINE

Example: Basic screen of copy mode

Exposure

Auto

Display selection key

The status display can be switched between "Job Status”
and "MFP Status".

If the job status screen is displayed, the status display
automatically changes to "MFP Status".

"Job Status" display

This shows the first 4 print jobs in the print queue (the job
in progress and jobs waiting to be printed). The type of
job, the set number of copies, the number of copies
completed, and the job status appear.

Jobs cannot be manipulated in this screen. Jobs can only
be manipulated in the job status screen.

For details, see the chapters for each of the functions in
this manual.

Interrupt U} 0

Special Modes

MFP Status '

ED 020/015

Maintenance

2-Sided Copy

Information
DC DC DC

Copying
B o020/015
Waiting
B o020/015
Waiting

Copy Ratio Original Paper Select
100%

Preview

3)

1-12

B 020/015
Waiting

2
"MFP Status" display

This shows machine system information.

"Maintenance Information”

This shows machine maintenance information by means
of codes.

3)
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SYSTEM BAR

The system bar appears at the bottom of the touch panel.
The items that appear in the system bar are explained below.

BEFORE USING THE MACHINE

Original

Copy Ratio
m—
1

1

Job status display

The job in progress or reserved are indicated by icons.
The icons are as follows.

Q)

Print job Copy job
L2 i
Scan to E-mail Scanto FTP job
job
A
% Inbound routing .:EI'
error job
Scan to Scan to
Network Folder iJzs Desktop job
£ | eson)
job
Fax Fax reception
t.-“ transmission %} job
job
PC-Fax Internet fax
transmission transmission
-“ job @-’ job
= (Including
Direct SMTP)
Internet Fax PC-I-Fax
reception job " transmission
@ (Including et job
Direct SMTP)
Broadcast job* Scan to HDD
Inbound routin L7 file print job
_}ﬁ : 9 2 print
job
Tandem Metadata send
=t | copy/print job .n%] job

* This appears in a multi-mode broadcast job.

Paper Select

)

1-13

MFP Status

(B 020/015
Copying
B 020/015
Waiting
B 020/015
Waiting

@ 020/015

Waiting

When a base screen other than that of image send mode
appears, the number of the tray being used to feed paper
appears during paper feeding. The colour appearing in
the job status display depends on the job status as
indicated in the table below.

The job status display can be touched to show the job
status screen.

Job status . . .
. Machine Configuration
display
Green A print, scan or other job is being
executed normally.
The machine is warming up or on
Yellow C .
standby, or a job is being cancelled.
A paper misfeed or other error
Red "
condition has occurred.
Grey The machine has no jobs.
Icon display

This icon appears when data is being sent or
received.

This icon appears when fax, scan, or
Internet fax data is stored in the machine's
memory. When data to be transmitted is

= stored, (&I appears. When received data is
stored, i appears. When both data to be
transmitted and received data are stored,
i appears.

&

This appears when a service technician has
activated simulation mode.

—
m
@
3

This appears when a USB memory or other
USB device is connected to the machine.

%§:
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This appears when the data security kit is
@ being used.

This appears while the remote operation
= | function is used.

. The icon appears when the machine is
@3 communicating with an external application.

Brightness adjustment key

Touch this key to adjust the brightness of the touch
panel.
When touched, the following screen appears next to the

key.
= [+]

Touch the [+] key or the [-] key to adjust the brightness.
When finished, touch the brightness adjustment key
again to close the screen.

1-14
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BEFORE USING THE MACHINE

TURNING THE POWER ON AND OFF

The machine has two power switches. The main power switch is at the top right after the front cover is opened. The
other power switch is the [POWER] key ((©)) on the operation panel at the top right.

Main power switch [POWER] key
When the main power switch is switched on, the main

power indicator on the operation panel lights up. . L
Main power indicator

©

|

H
®
©)

SIINO
S

)

[POWER] key

Turning on the power Turning off the power

(1) Switch the main power switch to the "on" (1) Press the [POWER] key ((®) to turn off the
position. power.

(2) Press the [POWER] key ((©) to turn on the (2) Switch the main power switch to the "off"
power. position.

 Before switching off the main power switch, make sure that the DATA indicator for printing and the DATA and LINE
@ indicators for image send are not lit or blinking on the operation panel.
Switching off the main power switch or removing the power cord from the outlet while any of the indicators are lit or blinking
may damage the hard drive and cause data to be lost.

* Switch off both the [POWER] key (@) and the main power switch and unplug the power cord if you suspect a machine
failure, if there is a bad thunderstorm nearby, or when you are moving the machine.

@ When using the fax or Internet fax function, always keep the main power switch in the "on" position.

Restarting the machine

In order for some settings to take effect, the machine must be restarted.
If a message in the touch panel prompts you to restart the machine, press the [POWER] key ((®©)) to turn off the power
and then press the key again to turn the power back on.

In some states of the machine, pressing the [POWER] key (@) to restart will not make the settings take effect. In this case,
@ use the main power switch to switch the power off and then on.

1-15
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BEFORE USING THE MACHINE

ENERGY SAVE FUNCTIONS

This product has the following two energy save functions that conform to the Energy Star guidelines to help conserve
natural resources and reduce environmental pollution.

Preheat Mode (Low power mode)

Preheat mode automatically lowers the temperature of the fusing unit and thereby reduces power consumption if the
machine remains in the standby state for the interval of time set in "Preheat Mode Setting" in the system settings
(administrator).

This keeps the fusing unit at a lower temperature and reduces power consumption while the machine is on standby.
The machine automatically wakes up and returns to normal operation when a print job is received, a key is pressed on
the operation panel, or an original is placed.

Auto power shut-off mode (Sleep mode)

Auto power shut-off mode automatically shuts off power to the display and the fusing unit if the machine remains in the
standby state for the interval of time set in "Auto Power Shut-Off Timer" in the system settings (administrator). This
mode provides the lowest level of power consumption. Considerably more power is saved than in preheat mode,
however, the wakeup time is longer. This mode can be disabled in the system settings (administrator).

The machine automatically wakes up and resumes normal operation when a print job is received or when the blinking
[POWER SAVE] key (®)) is pressed.

[POWER SAVE] KEY

Press the [POWER SAVE] key (®)) to put the machine in auto power shut-off mode or wake it up from auto power
shut-off mode. The [POWER SAVE] key (®) has an indicator that indicates whether or not the machine is in auto power
shut-off mode.

When the [POWER SAVE] The machine is ready to be used.
key (@) indicator is off in the If the [POWER SAVE] key (@) is pressed when the indicator is off, the indicator will blink
standby state and the machine will enter auto power shut-off mode after a brief interval.
The machine is in auto power shut-off mode.
When the [POWER SAVE
K € @;) eirEdio tor isblinllin If the [POWER SAVE] key (@) is pressed when the indicator is blinking, the indicator will
ey (©) catoris 9 turn off and the machine will return to the ready state after a brief interval.

©
© ee

@—— [POWER SAVE]
key / indicator

@@
®
©

®
\—
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BEFORE USING THE MACHINE

USER AUTHENTICATION

User authentication restricts the use of the machine to users that have been registered. The functions that each user is
allowed to use can be specified, allowing the machine to be customized to meet the needs of your workplace.

When the administrator of the machine has enabled user authentication, each user must log in to use the machine.
There are different types of user authentication, and each type has a different login method.

For more information, see the explanations of the login methods.

=" AUTHENTICATION BY USER NUMBER (see below)

=" AUTHENTICATION BY LOGIN NAME / PASSWORD (page 1-19)

AUTHENTICATION BY USER NUMBER

The following procedure is used to log in using a user number received from the administrator of the machine.

User Authentication ( oK ]|

Admin Login

When controlled by user number

T/ Enter your user number (5 to 8 digits)
- with the numeric keys.
iu @ @ @ Each entered digit will be displayed as "X ".
- @GO
O®O®
== ®© @
1-17
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BEFORE USING THE MACHINE

User Authentication OK l| TOUCh the [OK] key'
= .{:7 After the entered user number is authenticated, the user count
- screen will appear briefly.
E = Usage status: used/remaining pages
Black-white : 87,654,321/12,345,678

When page limits have been set in "Pages Limit Group List" in
the system settings (administrator), the number of pages
remaining will appear. (The remaining number of pages that the
user can use in each mode (copy, scan, etc.) appears.) The
amount of time that this screen appears can be changed using
"Message Time Setting" in the system settings (administrator).

When the user number is an 8-digit number, this step is not necessary. (Login takes place automatically after the user
number is entered.)

Q@G When you have finished using the
®OE® machine and are ready to log out, press
O®® the [LOGOUT] key ().

e However, note that the [LOGOUT] key (@) cannot be used to log out when a fax number is being entered in fax
@ mode, as the key is used for fax number entry.
* |f a preset duration of time elapses after the machine is last used, the Auto Clear function will activate. When Auto
Clear activates, logout takes place automatically. However, when PC Scan mode is used, logout does not take
place when the [LOGOUT] key (@) is pressed and Auto Clear does not operate. Change to a different mode on
the machine and then log out.

If an incorrect user number is entered 3 times in a row...

If "A Warning when Login Fails" is enabled in the system settings (administrator), the machine will lock for 5 minutes if
an incorrect user number is entered 3 times in a row.

Verify the user number that you should use with the administrator of the machine.

The administrator can clear the locked state.
This is done from [User Control] and then [Default Settings] in the Web page menu.

1-18
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BEFORE USING THE MACHINE

AUTHENTICATION BY LOGIN NAME / PASSWORD

The following procedure is used to log in using a login name and password received from the administrator of the
machine or the administrator of the LDAP server.

User Authentication [ OK ]|

(27]

User Name

Password

Login Locally

When controlled by login name and password
(Different items will appear in the screen when LDAP authentication is used.)

User Authentication [ OK ]| TOUCh the [Login Name] key Or the @
key.

E] If the [Login Name] key is touched, a screen for selecting the

US : user name appears. Go to the next step.
If the (7] key is touched, an area for entering a "Registration
BTN No." appears [---].
B Use the numeric keys to enter your registration number that

has been stored in "User List" in the system settings
(administrator). After entering the registration number, go to

step 3.
(A) (B) (©) Select the user name.
! (A) [Direct Entry] key
Device Account fode Beer Setection CRE| Use this key if you have not been stored in "User List" in
Jsex o001 (psex o002 J § the system settings (administrator) and are only using
User 0003 ) [gser oo | BN LDAP authentication.
Adnin Login | S ) [ ) B A text entry screen will appear. Enter your login name.
Sl iy : = Yz e |- (B) User selection keys
e ) T 3 Touch your user name that has been stored in "User List"
- L I in the system settings (administrator).
|1 e [ oo i J e Lo J e e (C) [Back] key
vser Touch this key to return to the login screen.
(D) Index tabs
(D) All users appear on the [All] tab. Users are grouped on the

other tabs according to the search characters entered
when each user was stored.

@ LDAP authentication can be used when the administrator of the server provides LDAP service on the LAN (local area
network).
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BEFORE USING THE MACHINE

= J Touch the [Password] key.
A text entry screen for entering the password will appear.
P Enter your password that is stored in "User List" in the system
User . settings (administrator).
ser Name :User 0001
If you are logging in to an LDAP server, enter the password that
fogin ocatly is stored with your LDAP server login name.

Each entered character will be displayed as "X ". When you
have finished entering the password, touch the [OK] key.
When authentication is by LDAP server and you have different
passwords stored in "User List" in the system settings
(administrator) and in the LDAP server, use the password
stored in the LDAP server.

* When an LDAP server has been stored, [Auth to:] can be changed.

* If you are logging in using a user selection key...
The LDAP server was stored when your user information was stored, and thus the LDAP server will appear as the
authentication server when you select your login name. Go to step 4.

* When logging in using the [Direct Entry] key...
Touch the [Auth to:] key.

User Authentication [ OK ]
o) s+neems @)
User Name  :Direct Entry

([ Password | kX kK KX KXKKKKXKXKKKKKKXKX KK KX KX
Login Locally

Select the LDAP server and touch the [OK] key.

Authenticate to: 0K ”

[ Login Locally ] %3

Server 1

Server 2

Server 3

Server 5

Server 6

Server 7

[
[
[ Server 4
[
[
[

(LY UNLL NSL N
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BEFORE USING THE MACHINE

> Touch the [OK] key.
After the entered login name and password are authenticated,
KEKKKK K the user count screen will appear briefly.
User Name :User 0001
XK XK KX KKK KX KX KKK KKK XK KX KK XK KX K Usage status: used/remaining pages

Black-white : 87,654,321/12,345,678
Auth to: Login Locally

(Different items will appear in the screen when LDAP

authentication is used.) When page limits have been set in "Pages Limit Group List" in

the system settings (administrator), the number of pages
remaining will appear. (The remaining number of pages that the
user can use in each mode (copy, scan, etc.) appears.) The
amount of time that this screen appears can be changed using
"Message Time Setting" in the system settings (administrator).

©]0]O) When you have finished using the
0]0]0) machine and are ready to log out, press
©]0]0, the [LOGOUT] key ((¥)).

* However, note that the [LOGOUT] key (@) cannot be used to log out when a fax number is being entered in fax
@ mode, as the key is used for fax number entry.
¢ If a preset duration of time elapses after the machine is last used, the Auto Clear function will activate. When Auto
Clear activates, logout takes place automatically. However, when PC Scan mode is used, logout does not take
place when the [LOGOUT] key (@) is pressed and Auto Clear does not operate. Change to a different mode on
the machine and then log out.

If an incorrect login name or password is entered 3 times in a row...

If "A Warning when Login Fails" is enabled in the system settings (administrator), the machine will lock for 5 minutes if
an incorrect login name or password is entered 3 times in a row.

Verify the login name and password that you should use with the administrator of the machine.

* The administrator can clear the locked state.
@ This is done from [User Control] and then [Default Settings] in the Web page menu.
* When LDAP authentication is used, the [E-mail Address] key may appear, depending on the authentication method. If the
[E-mail Address] key appears in step 3, touch the key.
A text entry screen will appear. Enter your e-mail address.

User Authentication [ OK ]|

User Name :User 0002

E-mail Address

h

System Settings (Administrator): User List
This is used to store names of users of the machine. Detailed information such as the login name, user number, and password are
also stored. Ask the administrator of the machine for the information that you need to use the machine.
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HOME SCREEN

When the [HOME] key is pressed on the operation panel, the home screen appears in the touch panel. Mode selection
keys appear in the home screen. These keys can be touched to open the base screen of each mode. The [My Menu]
key can be touched to display shortcuts to functions stored in "My Menu".

(1)

)

(©)

(4)

1st screen

DOCUMENT
FILING

CcoPY IMAGE SEND

DT

=t |

My Menu

1 E
OSA, NCA, I///%/ J

Mode select keys

Use these keys to switch between copy, image send,
document filing, and Sharp OSA modes. Key names and
images can be changed. (1st screen only)

Background Image

Background image of the home screen. The background
image can be changed.

[My Menu] key

Touch to go to your my menu screen. Key names and
images can be changed.

Application Keys

It is possible to display a combined total of eight Sharp
OSA application shortcuts and my menu shortcuts.

®)

6)

@

2nd screen

. DOCUMENT
¥ FILING

Address Control

[ Total Count ] [
J

[ Document Filing

Paper Tray Settings
Contro [ v Y o ]

04/04/2010 11:40

(5) (6) (7)

Title
This shows the title of the my menu screen.

Shortcut key

A registered function appears as a shortcut key.

The key can be touched to select the registered function.
User name

This shows the name of the logged in user.
The user name appears when user authentication is
enabled on the machine.

Shortcuts to functions can be registered as keys in the my menu screen. When a shortcut key is touched, the screen for
that function appears. Register frequently used functions in the my menu screen to quickly and conveniently access
those functions. When user authentication is used, the my menu screen of "Favourite Operation Group" can be
displayed.

Use the Web page to configure the following settings:
» Changing the name of the home screen key, changing the image, storing an application key
* Storing keys that appear in the my menu screen.

» System Settings (Administrator): My Menu List

» System Settings (Administrator): My Menu Settings
Registration is performed in [System Settings] - [Operation Settings] - [My Menu Settings] in the Web page menu.

When user authentication is enabled, a my menu screen can be set for each "Favourite Operation Group List".
Registration is performed in "My Menu List" in [User Control] in the Web page menu.
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REMOTE OPERATION OF THE MACHINE

The remote operation function allows you to operate the machine from your computer.
When this function is added, the same screen as the operation panel screen appears on your computer. This allows you
to operate the machine from your computer in the same way as if you were standing in front of the machine.

== The machine
™ o 5
Your computer : 7 o 8380

Operation panel

Operate the
machine using your
computer screen.

Eﬂ]

Network

The remote operation function can only be used on one computer at a time.

How to use the remote operation function

Before using this function, set "Operational Authority" to "Allowed" in "Remote Software Operation" of "Remote
Operation Settings" in the system settings (administrator).

=" 7. SYSTEM SETTINGS "Remote Operation Settings" (page 7-68)

To use the remote operation function, the machine must be connected to a network and a VNC application must be
installed on your computer (recommended VNC software: RealVNC).

The procedure for using this function is as follows:

Example: RealVNC

Connect from the computer to the
machine.

Follow the prompts on the operation panel of the machine to permit the
connection.

—

@ When the machine is connected to the remote software, =~} appears on the system bar of the machine's touch panel.
If you wish to disconnect, exit the remote software or touch =—’j .

Use the operation panel in the same way as you would on the machine. Note that a key cannot be held down to continuously
change a value being entered. For detailed procedures, see the chapters for each of the functions in this manual.

Server
V(: Encryption (1) Start the VNC viewer
(2) Enter the IP address of the machine in the
About.. Options.. OF. Cancel
T L - . "Server" entry box.
(3) (2 (3) Click the [OK] button.

System Settings (Administrator): Remote Operation Settings
Set the operation authority for the remote operation function.
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ITEMS RECORDED IN THE JOB LOG

The machine records the jobs that are performed in the job log.
The main information that is recorded in the job log is described below.

@

* To make it easy to total the usage counts of differently configured machines, the items recorded in the job log are fixed,
regardless of what peripheral devices are installed or the objective of the recording.

* In some cases, job information may not be correctly recorded, such as when a power failure occurs during a job.

No. Item name Description

1 Main items Job ID The job ID is recorded.

Job IDs appear in the log as consecutive numbers up to a maximum
of 999999, after which the count resets to 1.

2 Job Mode The job mode, such as copy or print.

3 Computer Name The name of the computer that sent a print job.*

4 User Name The user name when the user authentication function is used.

5 Login Name The login name when the user authentication function is used.

6 Starting Date & Time | The date and time the job was started.

7 Completing Date & The date and time the job was completed.

Time

8 Black & White Total For a print job, the total count is recorded.

Count For a send job, the number of transmitted black & white pages is
recorded. When a broadcast transmission is summarized, the total
number of pages is recorded.

For a scan to HDD job, the number of stored black & white pages is
recorded.

9 Full Colour Total Count | For a send job, the total number of transmitted full colour pages is
recorded. When a broadcast transmission is summarized, the total
number of pages is recorded.

For a scan to HDD job, the number of stored full colour pages is
recorded.

10 Count according to size | Counts by original/paper size in colour mode and black & white mode.

11 Number of sheets Indicates the sheet count by paper type.

according to size

12 Invalid Paper Indicates the black & white invalid sheet count.

Count(Black & White)

13 Number of Reserved Number of specified sets or reserved destinations.

Sets

14 Number of Completed | Number of completed sets or number of destinations to which

Sets transmission was successfully completed.

15 Number of Reserved Number of reserved original pages of a copy, print, scan job, or other

Pages job.

16 Number of Completed | Number of completed pages of a set.

Pages

17 Result The result of a job.

18 Error Cause When an error occurs during a job, the cause of the error.
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No. Item name Description

19 Print Job Related ltem | Output The output mode of a printed job.

20 Staple The status of stapling.

21 Staple Count The staple count.

22 Punch Count The punch count.

23 Fold Recorded in a job that uses the fold function.

24 Fold Count Number of folded pages.

25 Printer Tone The tone used for a print job.

26 Image Send Related Direct Address Address of an image send job.

27 Item Sender Name Sender name of an image send job.

28 Sender Address Sender address of an image send job.

29 Transmission Type Transmission type of an image send job.

30 Administrative Serial Administrative serial number of an image send job.

Number

31 Broadcast number Broadcast number of an image send job.

32 Entry Order Reservation order for broadcast transmission of an image send job.
For a serial polling job, this is used to correlate communication with
printing.

33 File Type File format of an image send job.

34 Compression Compression mode and compression ratio of the file of an image

Mode/Compression send job.
Ratio

35 Communication Time | Indicates the communication time of image send jobs.

36 Fax No. Indicates the stored sender's number.

37 Document Filing Document Filing Status of document filing.

38 Related ltem Storing Mode Document filing storing mode.

39 File Name 2 File name of a file stored by document filing or retention print.*

40 Data Size [KB] File size.

41 Common Functionality | Colour Setting Colour mode selected by user.

42 Special Modes Special modes selected when the job was executed.

43 File Name 2 Records the file names of print jobs.*
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No. Item name Description
44 Detailed Items Original Size Size of scanned original.
For a document filing print job, the paper size of the file.
45 Original Type Original type (text, printed photo, etc.) set in the exposure settings
screen.
46 Paper Size For a print job, the paper size.
For a send job, the transmitted paper size.
For a Scan to HDD job, the paper size of the stored file.
47 Paper Type The paper type used for printing.
48 Paper Property: Indicates that duplex was disabled in "Paper Type".
Disable Duplex
49 Paper Property: Fixed | Indicates that fixed side was specified in "Paper Type".
Paper Side
50 Paper Property: Indicates that stapling was disabled in "Paper Type".
Disable Staple
51 Paper Property: Indicates that punching was disabled in "Paper Type".
Disable Punch
52 Duplex Setup Indicates the duplex setting.
53 Resolution Indicates the scanning resolution.
54 Machine Item Model Name Indicates the model name of the machine.
55 Unit Serial Number Indicates the serial number of the machine.
56 Name Indicates the name of the machine that is set in the Web pages.
57 Machine Location Indicates the installation location of the machine that is set in the Web

pages.

*In some environments this is not recorded.
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LOADING PAPER

IMPORTANT POINTS ABOUT PAPER

This section provides information that you should know before loading paper in the paper trays.
Be sure to read this section before loading paper.

NAMES AND LOCATIONS OF TRAYS

The names of the trays are as follows.

&=—— Bypass tray

Tray 1 = ©
.
Tray 2 ‘ - I I |
Tray 3 1 ) o L]
= . - Tray 5 (when a A4 large
S capacity tray is installed)
Tray 4

THE MEANING OF "R" IN PAPER SIZES

Some original and paper sizes can be placed in either the vertical or the horizontal orientation. To differentiate between
vertical and horizontal orientations, paper sizes in the horizontal orientation will be followed by an "R" (for example,
A4R, 8-1/2" x 11"R).

Sizes that can be placed only in the horizontal orientation (11" x 17", 8-1/2" x 14", 8-1/2" x 13", A3, B4) do not include
the "R" in their size indication.

A4R A4 A3
(8-%%" x 11"R) (8-1%" x 11" (11" x 17"

Can be placed only in the
horizontal orientation
"R" is not appended.

Horizontal orientation Vertical orientation
"R" is appended. "R" is not appended.
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USEABLE PAPER

Various types of paper are sold. This section explains what plain paper and what special media can be used with the
machine. For detailed information on the sizes and types of paper that can be loaded in each tray of the machine, see
the specifications in the Start Guide and "Paper Tray Settings" (page 7-13) in "7. SYSTEM SETTINGS".

Plain paper, special media

Plain paper that can be used

* SHARP standard plain paper (80 g/m2 (21 Ibs.)). For paper specifications, see the specifications in the Start Guide.

* Pain paper other than SHARP standard paper (60 g/m2 to 105 g/m2 (16 Ibs. to 28 Ibs.))
Recycled paper, coloured paper and pre-punched paper must meet the same specifications as plain paper. Contact
your dealer or nearest authorised service representative for advice on using these types of paper.

Types of paper that can be used in each tray
The following types of paper can be loaded in each tray.

Tray 5 Tray 5
-_I;_:z);, 12/ Tray 3 Tray 4 Bﬁ;e;ss (:;?:;i?; (c';igi%? Inserter
tray) tray)

Plain paper Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Pre-printed Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Recycle Paper Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Letter head Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Pre-punched Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Colour Permitted Permitted Permitted Permitted Permitted Permitted Permitted
Heavy paper"? - Permitted Permitted Permitted - - Permitted
Labels - Permitted - Permitted - - -

Transparency film - Permitted - Permitted - - Permitted"2
Tab paper - Permitted - Permitted - - Permitted

*1 Paper weights of up to 209 g/m2 (110 Ibs.) can be used. Paper weights of up to 256 g/m2 (140 Ibs.) can be used with the inserter.
*2 Depending on the type of transparency film used, a double feed may occur. In this case, feed one sheet into the tray at a time.
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Print side face up or face down

Paper is loaded with the print side face up or face down depending on the paper type and tray.

Trays 1to 4

Load the paper with the print side face up.
However, if the paper type is "Letter Head" or "Pre-Printed”, load the paper with the print side face down*.

Bypass tray and tray 5

Load the paper with the print side face up.
However, if the paper type is "Letter Head" or "Pre-Printed", load the paper with the print side face down*.
* If "Disabling of Duplex" is enabled in the system settings (administrator), load the paper with the print side face up.

Paper that cannot be used

* Special media for inkjet printers * Irregularly shaped paper
(fine paper, glossy paper, glossy film, etc.) * Stapled paper
e Carbon paper or thermal paper e Damp paper
* Pasted paper ¢ Curled paper
* Paper with clips * Paper on which either the print side or the reverse side
 Paper with fold marks has been printed on by another printer or multifunction
e Torn paper device.
* Oil-feed transparency film * Paper with a wave-like pattern due to moisture
* Thin paper less than 56 g/m2 (15 Ibs.) absorption
* Paper that is 210 g/m2 (80 Ibs.) or heavier * Envelopes

Non-recommended paper

* I[ron-on transfer paper
 Japanese paper
* Perforated paper

* Various types of plain paper and special media are sold. Some types cannot be used with the machine. Contact your
@ dealer or nearest authorised service representative for advice on using these types of paper.

* The image quality and toner fusibility of paper may change due to ambient conditions, operating conditions, and paper
characteristics, resulting in image quality inferior to that of SHARP standard paper. Contact your dealer or nearest
authorised service representative for advice on using these types of paper.

* The use of non-recommended or prohibited paper may result in skewed feeding, misfeeds, poor toner fusing (the toner
does not adhere to the paper well and can be rubbed off), or machine failure.

* The use of non-recommended paper may result in misfeeds or poor image quality. Before using non-recommended paper,
check if printing can be performed properly.
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TRAY SETTINGS FOR TRAY1TO 4
LOADING PAPER IN PAPER TRAY 1 - TRAY 2

A4 or 8-1/2" x 11" size paper can be loaded in tray 1 and tray 2. These are parallel large-capacity trays that allow a total
of approximately 2000 sheets of SHARP standard paper (80 g/m?2 (20Ibs. )) to be loaded. If you wish to change the
paper size of tray 1 or tray 2, see "CHANGING THE PAPER SIZE IN PAPER TRAY 1 - TRAY 2" on the next page.

Pull out paper tray 1-tray 2.

Gently pull the tray out until it stops.
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— Load paper in the left and right trays.

Indicator line

Lift the paper guide and load paper in tray 1.*1
Approximately 800 sheets of SHARP standard paper

(80 g/m2 (20Ibs.)) can be loaded.

Be sure to return the paper guide to its original position after
loading the paper.

Lift the paper guide and load paper in tray 2.*1
Approximately 1200 sheets of SHARP standard paper

(80 g/m2 (20Ibs.)) can be loaded.

*1 The paper stack must not be higher than the indicator line.

Gently push tray 1-tray 2 into the

machine.
Push the tray firmly all the way into the machine.

Set the paper type.

If the paper size was changed from an AB size to an inch size, or from an inch size to an AB size, or if the paper type was
changed, be sure to change the appropriate settings as explained in "Paper Tray Settings" (page 7-13) in the System
Settings.
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Loading paper in paper tray 1/tray 2 is now complete.

CHANGING THE PAPER SIZE IN PAPER TRAY 1 -
TRAY 2

To change the paper size of tray 1 - tray 2, follow the steps below.
This section only explains how to change the paper size. For the procedures for opening/closing the tray and loading
paper, see "LOADING PAPER IN PAPER TRAY 1 - TRAY 2" (page 1-30).

Remove the paper size guide.
; I - [ With the base of the tray pressed all the way down, hold down

the hook at the bottom on the paper size guide and pull the
paper size guide up slightly.

Paper guide

@ * Do not place heavy objects on the tray or press down on the tray.
e Before changing the paper size of tray 1, raise the paper guide.

tray and at the hole (B) at the top of the paper size guide. ("LT"

indicates 8-1/2" x 11" size.)
Align the bottom of the paper size guide with the slot, and align
the hole at the top with the locking tab.

@ ¢ When attaching the paper size guide, make sure that the top and bottom of the guide are aligned to the same paper
size.

* |If the top and bottom of the paper size guide are not aligned to the same paper size, skewed feeding and misfeeds
will result.

Push in the paper guide so that it locks
into place.

Push the paper size guide in until the hook at the bottom locks
into place. (You will hear a "click" when the hook locks.) Move
the paper size guide slightly to verify that it has locked into
place.

) \ : 7
7 — Adjust the paper size guide to the paper
N (B) . size to be used.
:Z E Paper sizes are inscribed at the slot (A) on the bottom of the
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B ‘ — Repeat steps 1 to 3 to adjust the far
paper guide to the paper size to be used.

Be sure to adjust the far paper guide to the same size as the
near paper guide.

@ * When removing and attaching the far paper size guide, take care not to hit the front cover of the machine.
* Adjust both the front and back guides. If only one guide is adjusted, skewed feeding and misfeeds may result.

Set the paper type and paper size.

For the procedure for configuring these settings, see "Paper Tray Settings" (page 7-13) in the System Settings.
An incorrect paper type or paper size setting may cause automatic selection of the wrong type or size of paper, and result in
a misfeed or otherwise prevent printing.

LOADING PAPER IN PAPER TRAY 3

Approximately 500 sheets of standard paper (80g/m2 (20Ibs.)) from A3 to A5R (11" x 17" to 5-1/2" x 8-1/2"R size) can be
loaded in tray 3. Special papers such as tabbed paper and transparency film can also be loaded. For information on
what special papers can be used, see "Types of paper that can be used in each tray" on page 1-28. To load tabbed
paper or transparency film, see "Loading tabbed paper" (page 1-34) or "Loading transparency film" (page 1-35).

Pull out paper tray 3.
Gently pull the tray out until it stops.

Load paper into the tray.

The paper stack must not be higher than the indicator line (no
more than 500 sheets of SHARP standard paper

(80g/m2 (20lbs.)).

To change the paper size, see "CHANGING THE PAPER SIZE
IN PAPER TRAY 3" on the next page.
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Gently push tray 3 into the machine.

Push the tray firmly all the way into the machine.

N

Set the paper type.

If the paper size was changed from an AB size to an inch size, or from an inch size to an AB size, or if the paper type was
changed, be sure to change the appropriate settings as explained in "Paper Tray Settings" (page 7-13) in the System
Settings.

Loading paper in paper tray 3 is now complete.

¢ EN EN I
\

HANGING THE PAPER SIZE IN PAPER TRAY 3

Pull out paper tray 3.

If paper remains in the tray, remove it.

Adjust the guide plates A and B by
squeezing their lock levers and sliding
them to the paper size to be loaded.

The guide plates A and B are slidable. Adjust them to the paper
size to be loaded while squeezing their lock levers.

Load paper into the tray.

Gently push tray 3 into the machine.

Push the tray firmly all the way into the machine.

Set the paper type of the paper that was loaded in tray 3.

Be sure to change the appropriate settings as explained in "Paper Tray Settings" (page 7-13) in the System Settings.
If you changed the paper size, be sure to change the paper size setting. An incorrect paper size setting will cause the wrong
paper to be automatically selected and may prevent printing or cause misfeeds.
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Changing the paper size in paper tray 3 is now complete.

Loading tabbed paper

When using tabbed paper, follow the steps below to attach the special guide to the divider plate at the bottom edge of
the tabbed paper. (Tabbed paper cannot be used in tray 4.)

Take out the tabbed paper guide.

/ The guide is stored inside the left side of the machine as
shown.
Be sure to replace the guide when you have finished using it.

Pull out the tray and attach the guide.
Slide the divider plate to the position of the bottom edge of the
tabbed paper and attach the guide so that it covers the divider
plate.
/i
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Place the tabbed paper in the tray.
Place the tabbed paper with the print side face up.

[Example]
Make sure that the positions of the tabs correspond with the
originals as shown below.

@ Original @ Tabbed paper

I
e
1stpage 2ndpage 3rdpage 4thpage 1st page
2nd page

3rd page  4th page

Gently push the tray in and set the paper type to tabbed paper.
1= 7. SYSTEM SETTINGS "Paper Tray Settings" (page 7-13)

Loading transparency film

Be sure to load transparency film oriented vertically. (Transparency film cannot be used in tray 4.)

CHANGING THE PAPER SIZE IN PAPER TRAY 4

Plain paper from A3 to B5 (11" x 17" to 7-1/4" x 10-1/2"R size) can be loaded in tray 4. For paper that can be used, see
"Types of paper that can be used in each tray" on page 1-28.
The procedures for loading paper in tray 4 and changing the paper size are the same as for tray 3 (see page 1-32).

When referring to the explanations of tray 3, keep in mind that special papers such as tabbed paper and transparency film
@ cannot be used in tray 4. Use tray 3 for special paper.
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TRAY SETTINGS OF TRAY 5 (A4 LARGE
CAPACITY TRAY)

LOADING PAPER

The large capacity tray can hold up to 3500 sheets of A4 or B5, 8-1/2" x 11" size paper (80 g/m?2 (20 Ibs.)).
The paper size of tray 5 can only be changed by a SHARP service technician. If you need to change the paper size,
consult your dealer or nearest Authorised Service Representative.

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.

’ Place the paper in the centre of the
Indicator 3~ [ D paper table.

line Load the paper with the print side face up. The stack must not
be higher than the indicator line (maximum of 3500 sheets).
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Gently push the paper tray into the
machine.
Push the tray firmly all the way into the machine.

If you loaded a different type of paper than was loaded previously, be sure to change the paper type setting in "Paper
Tray Settings" in the system settings.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings (page 7-13)
Change these settings if you have loaded a different type of paper in the tray.

Specifications
Name Large capacity tray (MX-LC10)
Paper size A4 (8-1/2" x 11")
Paper weight 60 to 105 g/m2 (16 to 28 Ibs. )
Paper capacity (plain) 3500 sheets (80 /m2 (20 Ibs.))
Dimensions 371 mm (W) x 574 mm (D) x 520 mm (H)
(14-39/64" (W) x 22-19/32" (D) x 20-15/32" (H))
Power supply Supplied from the main unit
Weight Approximately 29 kg (64 Ibs.)
Overall dimensions when attached to 1099 mm (W) x 683 mm (D)
machine (43-17/64" (W) x 26-57/64" (D))
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TRAY SETTINGS OF TRAY 5 (A3 LARGE
CAPACITY TRAY)

LOADING PAPER

Up to 3000 sheets of B5 to A3 (8-1/2" x 11" to 11" x 17") size paper (80 g/m?2 (20 Ibs.)) can be loaded in the large
capacity tray (MX-LCX3N).

For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" (page 7-13) in the System Settings.

Press the operation button.

The operation button indicator will blink and the tray's paper
table will descend to the paper loading position. Wait until the
operation button indicator turns off.

@ Do not remove the tray before the indicator turns off. Attempting to pull the tray out when the indicator is blinking or
solidly lit may damage the tray.

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.
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indicator line Place the paper in the centre of the
| paper table.

Load the paper with the print side face up.

When a certain amount of paper is placed on the paper table,
the paper table will automatically descend slightly and then
stop. Continue loading paper in this way.

The paper stack must not be higher than the indicator line.

A maximum of 3000 sheets of paper can be loaded in the tray.

When placing paper, do not insert your fingers into the openings in the paper table.

Gently push the paper tray into the
machine.

Push the tray firmly all the way into the machine. After the tray
is pushed in, the paper table will rise. While the paper tray
rises, the operation button indicator will blink. After the paper
tray finishes rising, the indicator will light solidly.

@ If you loaded a different type of paper than was loaded previously, change the paper type setting as explained in
"Paper Tray Settings" (page 7-13) in the System Settings.

@ Do not place heavy objects on the tray or press down on the tray.
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CHANGING THE PAPER SIZE

To change the paper size of the large capacity tray (MX-LCX3N), follow the procedure below.
This procedure only explains how to change the paper size. For the procedures for opening/closing the tray and loading

paper, see "LOADING PAPER" (page 1-38).

Loosen the paper guide screw.

Slide the plate of the paper guide.

Slide the plate until the red line appears at the centre of the size
window of the plate.

Adjust the paper guide to the paper size
that will be used.

Slide the paper guide forward or backward until the size mark
of the paper to be used (4or P ) appears in the size window of
the plate.

Secure the paper guide.

(1) Slide the plate of the paper guide.

Slide the plate until the paper size to be used appears in
the size window of the plate.

(2) Tighten the paper guide screw.

Repeat steps 1 through 4 to adjust the
far paper guide to the paper size to be
used.

Be sure to adjust the far guide to the same paper size as the
near guide.
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Change the right paper guide to the

paper size to be used.

(1) While holding up the paper guide lock, slide
the paper guide to the paper size to be
used.

(2) Release the paper guide lock.

(3) Move the paper guide slightly to the right
and left so that it locks into place.
You will hear a "click" when the paper guide locks.

Set the paper size and paper type.

Be sure to change the paper size and paper type settings as explained in "Paper Tray Settings" (page 7-13) in the System

7 Settings.

If the paper size setting is not configured correctly, automatic paper selection will not operate correctly and printing may take
place on the wrong size or type of paper or a misfeed may occur.

@ Do not place heavy objects on the tray or press down on the tray.

Large capacity tray (MX-LCX3N) specifications

Model MX-LCX3N

Paper sizes 12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R, A3W, A3,
B4, A4, A4R, B5

Paper weight 16 Ibs. Bond to 110 Ibs. Index (60 g/m2 to 205 g/m?2)

Paper capacity

3000 sheets (21 Ibs. Bond (80 g/m2)

Paper types

SHARP-recommended plain paper, recycled paper, coloured paper, heavy paper

Power supply

Supplied from the machine

Dimensions 27-11/64" (W) x 22-49/64" (D) x 20-35/64" (H)
(690 mm (W) x 578 mm (D) x 522 mm (H))
Weight Approx. 110.3 Ibs. (50 kg)

Overall dimensions when attached to
macnine

61-5/8" (W) x 30-11/32" (D)
(1565 mm (W) x 771 mm (D))
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LOADING PAPER IN THE BYPASS TRAY

The bypass tray can be used to print on plain paper, label sheets, tab paper, and other special media. Up to 100 sheets
of paper can be loaded (up to 40 sheets of heavy paper) for continuous printing similar to the other trays.

Open the bypass tray.

When loading paper larger than A4R or 8-1/2" x 11"R , be sure
to pull out the bypass tray extension. Pull the bypass tray
extension all the way out. If the bypass tray extension is not
pulled all the way out, the size of the loaded paper will not be
correctly displayed.

@ Do not place heavy objects on the bypass tray or press down on the tray.

Set the bypass tray guides to the width
of the paper.

Insert the paper along the bypass tray
guides all the way into the bypass tray
until it stops.

Load the paper with the print side face up.

¢ Do not force the paper in.

« If the bypass tray guides are set wider than the paper, move the bypass tray guides in until they correctly fit the
width of the paper. If the bypass guides are set too wide, the paper may skew or be creased.
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IMPORTANT POINTS WHEN USING THE BYPASS TRAY

* When using plain paper other than SHARP standard paper or special media other than SHARP-recommended
transparency film, or when printing on the reverse side of previously used paper, the paper must be loaded one sheet
at a time. Loading more than one sheet at a time will cause misfeeds.

* Before loading paper, straighten any curling in the paper.

* When adding paper, remove any paper remaining in the bypass tray, combine it with the paper to be added, and
reload as a single stack. If paper is added without removing the remaining paper, a misfeed may result.

Inserting paper

E

B0

15

Place paper that is A5 (7-1/4" x 10-1/2") or smaller in the horizontal
orientation.
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Inserting tab paper

To print on tab paper, load tab paper in the bypass tray with the print side face up.

@ » Use only tab paper that is made of paper. Tab paper made of a material other than paper (film, etc.) cannot be used.

* To print on the tabs of tab paper...
In copy mode, use "Tab Copy" in the special modes. In print mode, use the tab print function.

Inserting transparency film

* Use SHARP-recommended transparency film. When inserting

transparency film in the bypass tray, the rounded corner
L should be facing the front left of the machine.
— E}[ * When loading multiple sheets of transparency film in the
}[ ‘ ']_ - bypass tray, be sure to fan the sheets several times before
———7 loading.
]_/—O * When printing on transparency film, be sure to remove each

sheet as it exits the machine. Allowing sheets to stack in the
output tray may result in curling.
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ORIGINALS

This section explains how to place originals in the automatic document feeder and on the document glass.

PLACING THE ORIGINAL

PLACING ORIGINALS IN THE AUTOMATIC DOCUMENT
FEEDER

This section explains how to place originals in the automatic document feeder.
Allowed original sizes

Minimum original size Maximum original size
Standard sizes Standard sizes
(Minimum size that can be automatically detected) (Maximum size that can be automatically detected)
A5: 148 mm (height) x 210 mm (width) A3: 297 mm (height) x 420 mm (width)
5-1/2" (height) x 8-1/2" (width) 11" (height) x 17" (width)
Non-standard sizes A3W size paper (12" x 18") cannot be used.
(Minimum size that can be specified manually) Non-standard sizes
131 mm (height) x 140 mm (width) (Maximum size that can be specified manually)
5-1/8" (height) x 5-1/2" (width) Copy mode: 297 mm (height) x 432 mm (width)

11-5/8" (height) x 17" (width)
Image send mode: 297 mm (height) x 1000 mm (width)
11" (height) x 39-3/8" (width)

When the original is a non-standard size, see the appropriate explanation below for the mode you are using.
1" 2. COPIER "SPECIFYING THE ORIGINAL SIZE" (page 2-28)

I 4, FACSIMILE "IMAGE SETTINGS" (page 4-47)

1= 5. SCANNER / INTERNET FAX "IMAGE SETTINGS" (page 5-53)

Allowed original weights

MX-M623U/MX-M753U/MX-M623N/ 1-sided copying: 35 g/m2 to 128 g/m2 (9 Ibs. to 34 Ibs.)
MX-M753N 2-sided copying: 50 g/m2 to 128 g/m2 (15 Ibs. to 34 Ibs.)

To scan originals from 35 g/m2 to 49 g¢/m2 (9 Ibs. to 14 Ibs.), use "Slow Scan Mode" in the special modes. Scanning
without using "Slow Scan Mode" may result in original misfeeds.
When "Slow Scan Mode" is selected, automatic 2-sided scanning is not possible.
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Make sure an original does not remain
on the document glass.

Open the automatic document feeder, make sure that an
original is not on the document glass, and then gently close the
automatic document feeder.

Adjust the original guides to the size of
the originals.

Place the original.

Make sure the edges of the originals are even.

Insert the originals face up all the way into the document feeder
tray.

Insert a number of originals that does not exceed the indicator
line on the document feeder tray.

Up to 150 sheets can be inserted.

Be sure to remove originals that have been finished scanning
from the original exit tray.

line

* Originals of different sizes can be placed together in the automatic document feeder. In this case, select "Mixed Size
@ Original" in the special modes of the mode you are using.

* Before inserting originals into the document feeder tray, be sure to remove any staples or paper clips.

* If originals have damp spots due to correction fluid, ink or pasteup glue, wait until the originals are dry before making

copies. Otherwise the interior of the document feeder or the document glass may be soiled.

* Do not use the following originals. Incorrect original size detection, original misfeeds, and smudges may result.
Transparency film, tracing paper, carbon paper, thermal paper or originals printed with thermal transfer ink ribbon should
not be fed through the document feeder. Originals to be fed through the feeder should not be damaged, crumpled, folded,
loosely pasted together, or have cut-out holes. Originals with multiple punched holes other than two-hole or three-hole
punched paper may not feed correctly.

* When using originals with two or three holes, place them so that
the punched edge is at a position away from the feed slot of the
document feeder tray.

Feed slot

— Hole
positions
|

o
o
[ =1
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PLACING THE ORIGINAL ON THE DOCUMENT GLASS

This section explains how to place the original on the document glass.

Allowed original sizes

Maximum original size

Standard sizes

A3: 297 mm (height) x 420 mm (width)
11" (height) x 17" (width)
Non-standard sizes

297 mm (height) x 432 mm (width)
11-5/8" (height) x 17" (width)

When the original is a non-standard size, see the

appropriate explanation below for the mode you are

using.

=" 2, COPIER "SPECIFYING THE ORIGINAL SIZE"
(page 2-28)

1= 4. FACSIMILE "IMAGE SETTINGS" (page 4-47)

= 5. SCANNER / INTERNET FAX "IMAGE
SETTINGS" (page 5-53)

Open the automatic document feeder.

Original size
detector

Place the original.

Place the original face down in the far left corner of the
document glass.

Document glass scale Document glass scale

4 mark 4 mark
[ [
A5
(512'x81/2) BSR
A4R (8-1/2" x 11"R)
B5 B4 (8-1/2" x 14")
A4 (8-1/2" x 11") A3 (11" x 17")

The original should always be placed in the far left corner,
regardless of its size.
Align the top left corner of the original with the tip of the @ mark.

@ Do not place any objects under the original size detector.
Closing the automatic document feeder with an object underneath may damage the original size detector and prevent

correct detection of the original size.

@ If you are placing a small non-standard size original on the document glass, it is convenient to place a blank sheet of
A4 or B5 (8-1/2" x 11" or 5-1/2" x 8-1/2") paper on top of the original to facilitate detection of the original size.

1-46

Contents



BEFORE USING THE MACHINE

Close the automatic document feeder.

After placing the original, be sure to close the automatic
document feeder. If left open, parts outside of the original will
be copied black, causing excessive use of toner.

Placing a thick book

When scanning a thick book or other thick original, follow the steps below to press the book down.

(1) Push up the far side of the automatic
document feeder.
The hinges supporting the automatic document feeder

will release and the rear side of the automatic document
feeder will rise.

(2) Slowly close the automatic document
feeder.
Do not press a book or other bulky document down too
hard on the glass with the automatic document feeder.
If shadows around the edges of the document are a
problem, use the erase function.
=" 2. COPIER "ERASING PERIPHERAL

SHADOWS (Erase)" (page 2-47)

ACaution

¢ Close the automatic document feeder slowly. Abruptly closing the automatic document feeder may damage it.
» Take care that your fingers are not pinched when closing the automatic document feeder.

The automatic document feeder cannot be closed correctly in this state. To return the automatic document feeder to its
@ normal state, open it completely and then close it.
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PERIPHERAL DEVICES

This section describes the peripheral devices that can be used with the machine and explains how to use the finisher and
saddle stitch finisher, as well as Sharp OSA (application communication module and external account module).

PERIPHERAL DEVICES

Peripheral devices can be installed on the machine to increase its range of functionality.
The peripheral devices are generally optional, however, some models include certain peripheral devices as standard

equipment.
(As of April, 2010)
Product name Product number Description
A4 large capacity tray MX-LC10 Q:?jlggri]r?ltg:)t,;é?/ maximum of 3500 sheets of paper can be
. Additional tray. Supports a wide range of sizes including A3 and
A3 large capacity tray MX-LCX3N can hold up tg 350%psheets. 9 9
Finisher MX-FN15 Output dev!ce that enables the use of the staple function and
offset function.

AR-PN4A Punches holes in copies and other output. Requires finisher
Punch module ﬁgﬁmjg (MX-FN15) or saddle stitch finisher (MX-FN16).

AR-PN4D
Saddle stitch finisher MX-FN16 Output device that enables use of the staple function, offset

function and pamphlet copy function.

Output device that enables the use of the staple function and

Finisher (3 trays) MX-FN14 offset function. Can staple up to 100 sheets.
MX-PN10A Punches holes in copies and other output. Requires a finisher (3
- MX-PN10B trays). Requires finisher (MX-FN14).
Punch module for finisher (3 trays) MX-PN10C
MX-PN10D
Paper set in an inserter can be inserted into output as covers or
: inserts. The inserter can be used to staple output and punch
Inserter MX-CF10 holes manually. Requires the finisher (MX-FN14), finisher
(MX-FN15) or saddle stitch finisher (MX-FN16).
Barcode font kit* AR-PF1 Adds barcode fonts to the machine.
) . . Adds a PCL6 or PCL5e printer function. MX-M623N/MX-M753N
Printer expansion kit MX-PB13 is included as standard equipment.
PS3 expansion kit* MX-PKX1 Err;:tk:res the machine to be used as a Postscript compatible
The machine can be used as an XPS compatible printer. For
. - details, consult your dealer.
XPS expansion kit MX-PUX1 To install this kit, a 1 GB expansion memory board (MX-SMX3)
is required.
Network scanner expansion kit MX-NSX1 Adds a network scanner function.

MX-M623N/MX-M753N is included as standard equipment.
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Product name

Product number

Description

Expansion memory board MX-SMX3 This expands the memory that can be used on the machine.
Internet fax expansion kit MX-FWX1 Enables Internet Fax.
Facsimile expansion kit MX-FXX2 Adds a fax function.
The application integration module can be combined with the
Application integration module MX-AMX1 network scanner function to append a metadata file to a scanned
image file.
Application communication module MX-AMX2 Allows the machine to link with external application software over
a network.
External account module MX-AMX3 This |§ required to use an external account application on the
machine.
. . A scanned document can be saved in Compact PDF format.
Enhanced compression kit MX-EBX3 Compact PDF results in a smaller size than regular PDF.
This is a keyboard that is integrated with the machine. When not
Keyboard MX-KBX2 in use, it can be stored under the operation panel.
MX-M623N/MX-M753N is included as standard equipment.
Sharpdesk 1 licence kit MX-USX1 This software enables integrated management of documents
- ) and computer files.
Sharpdesk 5 licence kit MX-USX5
Sharpdesk 10 licence kit MX-US10
Sharpdesk 50 licence kit MX-US50
Sharpdesk 100 licence kit MX-USAO0
MX-KBX2 This is a keyboard that is integrated with the machine.
Kevboard MX-KBX2SE When not in use, it can be stored under the operation panel.
y MX-KBX2SB
MX-KBX2SF
Stamp unit AR-SU1 This stamps each original page after it is scanned in image send

mode.

* Requires printer expansion kit (MX-PB13).

@ Some options may not be available in some countries and regions.
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FINISHER AND SADDLE STITCH FINISHER

The finisher and the saddle stitch finisher include the offset function, which offsets each set of copies from the preceding
set for easy separation. Each set of sorted copies can also be stapled. The saddle stitch finisher can automatically
staple a set of copies at the centre line and fold the pages to create a pamphlet.

A punch module unit can be installed to add punch holes to copies, and an inserter can be installed to insert blank pages
at specified pages.

In the following explanations, the finisher and saddle stitch finisher are referred to simply as “finisher".

PART NAMES

M () &)

Finisher Saddle stitch
(MX-FN15) finisher (MX-FN16) @

— (5)

— (6)

\
Q’<§/\Saddle stitch finisher

(7) (MX-FN16)
Finisher (MX-FN15)
(1) Tray (5) Front cover
Offset pages and stapled pages are delivered here. Open to replace the staple case in the staple unit or clear

(2) Stapler compiler jammed staples.

Paper to be stapled is stacked temporarily. (6) Lower cover
Open to clear misfed paper or replace the staple

(3) Top cover cartridge in the pamphlet unit. (MX-FN16 only)

Open for misfeed removal.
(7) Saddle stitch tray

(4)  Punch module (OPtIOT‘) Saddle stitched output is delivered here.
Adds punch holes to printed pages. (MX-FN16 only)

*The illustrations on the following pages (to page 1-55) show the MX-FN16; however, the operation of the MX-FN15 is
the same as the MX-FN16.

@ * Do not press on the finisher.
* Use caution when near the offset tray during printing as the tray moves up and down.
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Name

Finisher (MX-FN15)

Saddle stitch finisher (MX-FN16)

Number of trays

2

3

Paper output

Face down output

Paper capacity

Upper paper tray/Middle paper tray:
Non-stapling:

2000 sheets of paper or total aggregate
thickness is within 250mm (9-53/64"):

A4, B5, A5R, 8-1/2" x 11", 5-1/2" x 8-1/2"R or
16K (80 g/m2 (20 Ibs.))

1000 sheets of paper or total aggregate
thickness is within 140mm (5-1/2"):

Sizes other than the above

Stapling:

100 sets or 750 pages of A4, B5, 8-1/2" x 11"
or 16K paper.

100 sets or 500 pages of other sizes of paper

Upper paper tray/Lower paper tray:
Non-stapling:

2000 sheets of paper or total aggregate
thickness is within 250mm (9-53/64"):

A4, B5, A5R, 8-1/2" x 11", 5-1/2" x 8-1/2"R or
16K (80 g/m2 (20 Ibs.))

1000 sheets of paper or total aggregate
thickness is within 140mm (5-1/2"): Sizes other
than the above

Stapling:

100 sets or 750 pages or total aggregate
thickness is within 110mm (4-5/16") of A4, B5,
8-1/2" x 11" or 16K paper.

100 sets or 500 pages or total aggregate
thickness is within 74mm (2-29/32") of other
sizes of paper

Saddle stitch tray:

Stapled print capacity is (11 - 15) sheets x 10
sets, (6 - 10) sheets x 20 sets, (1 - 5) sheets x
25 sets.

56 to 256 g/m2 (15 to 68* Ibs.)

Paper size Upper paper tray/Middle paper tray: Upper paper tray/Middle paper tray:
A3, B4, A4, A4R, B5, B5R, A5R, 11" x 17", A3, B4, A4, A4R, B5, B5R, A5R, 11" x 17",
8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2"x 13", 8-1/2" x 11", 8-1/2" x 11"R, 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R,
7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2"R, 8K,16K 7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2"R, 8K,16K
Saddle stitch tray:
A3, B4, A4R, 11" x 17", 8-1/2" x 11"R
Paper weight Upper paper tray/Middle paper tray: Upper paper tray/Lower paper tray/

Saddle stitch tray:
56 to 256 g/m?2 (15 to 68* Ibs. )

Paper full detection

Both upper and lower tray

Upper, lower and saddle stitch tray

Paper sizes for which
offset is possible

A3, B4, A4, A4R, B5, 11" x 17", 8-1/2" x 14", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11'R,

8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 8K,16K

Allowed paper sizes for
stapling

Upper paper tray/Middle paper tray:
A3, B4, A4, A4R, B5, 11" x 17", 8-1/2" x 14",
8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R

Upper paper tray/Lower paper tray:

A3, B4, A4, A4R, B5, 11" x 17", 8-1/2" x 14",
8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R
Lower tray:

A3, B4, A4R, 11" x 17", 8-1/2" x 11"R

Stapling positions

1 place at back, 1 place at back (diagonal), one place at front (diagonal), 2 places

Paper conveying

Centre reference

Power supply

Supplied from machine
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Dimensions When tray is folded up: 700 mm (W) x 630 mm (D) x 1150 mm(H)
(27-9/16" (W) x 24-13/16" (D) x 45-9/32" (H))

When tray is extended: 813 mm (W) x 630 mm (D) x 1150 mm(H)
(32" (W) x 24-13/16" (D) x 45-9/32" (H))

Not including stopper (40 mm (1-37/64")) when attached to machine

Weight Approx. 54 kg (Approx. 119 Ibs.) Approx. 75 kg (Approx. 165 Ibs.)
Overall dimensions when 1904 mm (W) x 630 mm (D) (Separation from machine 400 mm)
attached to machine (75-15/16" (W) x 24-13/16" (D) (Separation from machine 15-3/4"))

* For index paper, equivalent to 140-Ibs.

Name Punch module (AR-PN4B)

Hole punching 3 holes

Allowed paper sizes for A3, B4, A4, A4R, B5, B5R, 11" x 17", 8-1/2" x 14", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R
punching

Page weight 56 to 256 g/m2 (15 to 68* Ibs.)

Power supply Supplied from finisher / saddle stitch finisher

Dimensions 95 mm (W) x 560 mm (D) x 170 mm (H) (3-3/4" (W) x 22-1/16" (D) x 6-45/64" (H))

Weight Approx. 3.5 kg (Approx. 7.8 Ibs.)

* For index paper, equivalent to 140-Ibs.
Specifications are subject to change for improvement without notice.

@ * The following papers cannot be stapled and punched:
Special papers such as transparency film and label sheets

* If mixed paper sizes are selected for stapling jobs, stapling will be automatically cancelled.

Supplies
The finisher and saddle stitch finisher require the following staple cartridge:
Staple cartridge for finisher and

saddle stitch finisher (approx. 5,000

per cartridge X 3 cartridges)
SF-SC11

STAPLE CARTRIDGE REPLACEMENT AND STAPLE
JAM REMOVAL

When a finisher is installed, a message will appear when the staple cartridge runs out of staples or a staple jam occurs.
Follow the procedure below to replace the staple cartridge or remove jammed staples.

Staple cartridge for saddle stitch
finisher (approx. 2000 per cartridge X
3 cartridges)

AR-SC3
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Open the front cover of the finisher.

Lower the blue lever in the stapler and
slide out the staple cartridge.

Pull the empty staple case straight up
and out of the cartridge.

Insert a new staple case into the
cartridge. Push the staple case all the
way in until it clicks into place.

Do not remove the seal holding the staples until the staple case
is set in the cartridge.

Pull the seal that holds the staples
straight out.

Insert the cartridge all the way in until it
clicks into place.
Insert the cartridge all the way in until it clicks into place.
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Close the front cover of the finisher.

@ Make a test print or copy in the staple sort mode to verify that stapling is performed properly.

Replacing the cartridge in the saddle stitch finisher

Only when the saddle stitch finisher (MX-FN16) is installed.

Open the lower cover of the saddle
stitch finisher.

When an optional inserter is installed, open the front cover of
the inserter before opening the lower cover of the finisher.

Slide out the saddle stitch unit carefully
toward the front.

(1) Grasp the grip of the saddle staple
holder and pull it out.

(2) While still grasping the grip, rotate
the saddle staple holder 90° in the
direction of the arrow (rotate to the
right).

Remove the empty staple case and set a
new one.

Replace both staple cases with new ones. Remove the cover
from the staple cartridge and then install the cartridge.
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Return the saddle stitch holder and the
saddle stitch unit to their respective
original positions.

Make sure that the finisher is firmly attached to the machine and that A3, A4R, or
B4 (11" x 17", 8-1/2" x 11"R, or 8-1/2" x 14") size paper is loaded.

If one of the above paper sizes is not set, test stapling cannot be performed.

Close the lower cover of the finisher.

Test stapling is automatically performed on a blank sheet.
This operation is carried out to avoid blank stapling.

@ If test stapling fails to take place, repeat steps 1 to 7.

Disposal of hole punch scrap (when the punch module is installed)

Open the front cover of the finisher.

Holding the black handle, slide out the
case containing the paper bits, and
dispose of them properly.

Return the waste case to its original position.

Close the front cover of the finifher.
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FINISHER (3 TRAYS)

The finisher (3 trays) is equipped with the offset function, which offsets each set of output from the previous set, and the
staple sort function, which staples each set of output.
A punch module can also be installed to punch holes in output.

PART NAMES

(M
(2
() —
(1) Stapler compiler (4) Right front cover
This temporarily stacks paper to be stapled. Open this cover to remove a paper misfeed.
(2) Paper guide cover (5) Left front cover
Open this cover to remove paper jams in the stapler Open this cover to replace the staple cartridge, remove
compiler. jammed staples, or remove misfed paper.
H *
(3) Output trays (upper tray, middle tray®, lower tray) * Stapled and offset copies cannot be delivered to the middle
Stapled and offset output is delivered to these trays. tray.

The trays are slidable. For large-size output (A3, B4,
11" x 17", 8-1/2" x 14", 8-1/2" x 13", 8-1/2" x 13-1/2",
8-1/2" x 13-2/5" and 8K sizes), extend the tray.

@ * Do not place heavy objects on the finisher (3 trays) or press down on the finisher (3 trays).
* Use caution when you turn on the power and when printing is taking place, as the output tray may move up and down.
* A finisher (3 trays) cannot be installed simultaneously with a saddle stitch finisher or a finisher.

SUPPLIES

The finisher (3 trays) require the following staple cartridge:

Staple cartridge (approx. 5000 staples x 3 cartridges)
MX-SC10
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Name Finisher (3 trays) (MX-FN14)

Paper size A3, B4, A4, A4R, B5, B5R, A5R, 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2",
8-1/2" x 13-2/5", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R, 7-1/4" x 10-1/2"R,
5-1/2" x 8-1/2"R , 8K, 16K, 16KR

Paper weight Plain paper (56 g/m?2 to 256 g/m2 (15 Ibs. to 68 Ibs.)) Heavy paper (106 g/m? to
256 g/m2 (28 Ibs. bond to 140 Ibs. index))

Modes Non-staple, Staple

Paper sizes for which offset is possible
(Offset is not possible when using
middle paper tray.)

A3, B4, A4, A4R, B5, 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2"x 13", 8-1/2" x 11", 8-/2" x 11"R, 8K, 16K

Amount of offset 30 mm
Paper capacity”1 Upper paper tray Non-stapling: Stapling:
1500 sheets or total aggregate thickness 100 sets (A4, B5, 8-1/2" x 11", 16K)
is within 195 mm (7-11/16" ) (A4, B5, 50 sets or 750 pages or total aggregate
A5R, 8-1/2" x 11", 5-1/2" x 8-1/2R", 16K) thickness is within 97 mm (3-53/64")
750 sheets or total aggregate thickness (A3, B4, A4R, 11" x 17", 8-1/2" x 14",
is within 97 mm (3-53/64") (A3, B4, A4R, 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13", 8-1/2" x 11"R, 8K)
8-1/2" x 13-2/5", 8-1/2" x 13",
8-1/2" x 11"R, 8K)
Middle paper Non-stapling:
tray*2 250 sheets (A4, B5, 8-1/2" x 11", 16K)

125 sheets (A3, B4, A4R, 11" x 17",
8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x
13-2/5", 8-1/2" x 13", 8-1/2" x 11"R, 8K)

Lower paper tray

Non-stapling:

1500 sheets or total aggregate thickness
is within 195 mm (7-11/16") (A4, B5,
A5R, 8-1/2" x 11", 5-1/2" x 8-1/2R", 16K)
Note, 2500 sheets or total aggregate
thickness within 325 mm (12-51/64") for
non-sorted A4, B5, 8-1/2" x 11".

750 sheets or total aggregate thickness
is within 97 mm (3-53/64") (A3, B4, A4R,
11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2",
8-1/2" x 13-2/5", 8-1/2" x 13",

8-1/2" x 11"R, 8K)

Stapling:

100 sets or 1500 pages or total
aggregate thickness is within 195 mm
(7-11/16") (A4, B5, 8-1/2" x 11", 16K)
50 sets or 750 pages or total aggregate
thickness is within 97 mm (3-53/64") (A3,
B4, A4R, 11" x 17", 8-1/2" x 14",

8-1/2" x 13-1/2", 8-1/2" x 13-2/5",

8-1/2" x 13", 8-1/2" x 11"R, 8K)

Power supply

Universal power supply

Dimensions 865 mm (W) x 765 mm (D) x 1080 mm (H)
(34-3/64" (W) x 30-7/64" (D) x 42-33/64" (H))
Weight Approx. 82 kg (181 Ibs.)

Power consumption

163 Wh
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Allowed paper sizes for stapling

A3, B4, A4, A4R, B5, 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 8-1/2" x
13", 8-1/2" x 11", 8-1/2" x 11"R, 8K, 16K (There are four staple positions: 1 Staple at
Front, 1 Staple at Back, 2 Staples, and 1 Staple at Back (diagonal).)

Maximum number of sheets for
stapling™3

100 sheets (A4, B5, 8-1/2" x 11", 16K)
50 sheets (A3, B4, A4R, 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2" x 13", 8-1/2" x 11"R, 8K)

Punch module for finisher (3 trays)

Model

MX-PN10B

Hole punching

3 holes or 2 holes

Allowed paper sizes for punching

3 holes: A3, A4, 11"x 17", 8-1/2" x 11"
2 holes: A4R, 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 8-1/2" x 13",
8-1/2"x 11"R

Allowed paper weight for punching

56 g/m2 to 128 g/m2 (15 Ibs. to 32 Ibs.)

Power supply

Supplied from finisher

Dimensions

95 mm (W) x 715 mm (D) x 392 mm (H) (3-3/4" (W) x 28-9/64" (D) x 15-7/16" (H))

Weight

Approx. 3.9 kg (Approx. 8.6 Ibs. )

*1 Output capacity varies according to environmental conditions of the installation location, type of paper used, and the

condition of the machine.

*2 Offset and staple functions cannot be used.
*3 The number of sheets that can be stapled assumes a standard paper weight of 80 g/m2 (301 Ibs.) with covers
consisting of two sheets of between 106 g/m2 to 209 g/m2. (28 Ibs. to 110 Ibs.)
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REPLACING THE STAPLE CARTRIDGE

When using the finisher (3 trays), a message will appear on the operation panel when the staple cartridge runs out of

Follow the procedure below to replace the staple cartridge.

Open the front cover on the left of the
finisher.

(1) Lift the green stapler lever.

(2) Slide out the staple cartridge.

Press the sides from both directions (1)
and open the cover in the direction of
the arrow (2). Pull the empty staple case
straight up and out of the cartridge (3).

Insert a new staple case into the
cartridge. Push the staple case all the
way in until it clicks into place.

Do not remove the seal that holds the staples before setting it in
the staple cartridge.
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Pull the seal that holds the staples
straight out.

Return the cover to its original position.

Put the staple cartridge back into the
stapler.

Push the staple cartridge in until the tabs engage and then
push the lever down until it clicks into place.

Close the front cover of the finisher.

> B~ __§ o B o
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INSERTER

The inserter enables blank sheets or printed sheets to be added to copy and print output as covers or inserts without
printing. The inserter also allows feeding of heavy paper that cannot be fed from the other trays.

Printed output can also be fed one set at a time from the inserter for stapling or punching without performing stapling or
staple sorting finishing (see "MANUAL OPERATION OF THE INSERTER" (page 1-63)).

When feeding from the inserter for pamphlet copying (page 2-49), cover or insert copying (page 2-60), or transparency
insert copying (page 2-71), see "Paper Tray Settings" (page 7-13) in the System Settings for setting configuration
procedures.

PART NAMES

L=
(F T
< '—/Lb
T
®)
(1) Paper tray (4) Inserter operation panel
Place blank or printed paper here to be inserted. Stapling and punching can be performed directly from the

inserter operation panel without using the machine

(2) Paper guide operation panel.

When loading paper, adjust this guide to the width of the
paper. (5) Paper guide lever

3) Top cover Release the paper guide lock to remove misfed paper.

Open for misfeed removal. (6) Front cover
Open this cover to remove misfed paper from the finisher
or saddle stitch finisher.

To install the inserter...
An optional finisher or saddle stitch finisher must be installed (page 1-50).
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SPECIFICATIONS

Name Inserter (MX-CF10)

Paper weight 60 to 256 g/m2 (16 Ibs. to 68* Ibs.) *For index paper, equivalent to 140-Ibs.

Paper types Plain paper, special paper (transparency film,coloured paper, paper with punch holes, tabbed
paper, etc.)
(Consult your retailer for more information on special papers that can be used.)

Paper size A3, B4, A4, A4R, B5, B5R, A5R, 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",

8-1/2"x 13", 8-1/2" x 11", 8-1/2" x 11"R, 7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2"R, 8K, 16K, 16KR

Paper capacity

Max. 100 (80 g/m2 (20 Ibs.))

Paper conveying

Centre reference

Power supply

Supplied from machine

Dimensions When paper tray is folded up: 285 (600*) mm (W) x 583 mm (D) x 1113 mm (H)
(11-15/64" (23-5/8"*) (W) 22-61/64" (D) 43-13/16" (H))
Not including stopper (40 mm (1-37/64")) when attached to machine
* Including paper tray
Weight Approx. 25 kg (Approx. 55 Ibs.)

Specifications are subject to change for improvement without notice.

LOADING PAPER

When loading paper in the inserter, load the paper face up. If the paper has a top edge and bottom edge, load in the
same top-bottom orientation as the original. Adjust the paper guide on the paper tray to the width of the paper.
When using tabbed paper, place the paper as follows:

Load the paper back side
up.

The top side is inserted
first.

The relation of copies and tabbed sheets is shown below.

Load tabbed paper

Back

side g

1st

4th sheet

Copy result

Copy
) Back Back
Inserted first. side side
sheet ; 2 1st sheet 2nd sheet 3rd sheet 4th sheet 5th sheet
—+—— 5th sheet

Back
side

Tabbed paper 4th sheet (back side)

Tabbed paper 1st sheet (back side)
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MANUAL OPERATION OF THE INSERTER

The inserter can be used for stapling or punching without performing a copy operation. These functions are selected at
the operation panel of the inserter.

“B) |55 Sal=]]|T &)

(1 (2 (3)
(1) [PUNCH] key (3) [START] key/indicator
When a punch module is installed on the finisher or After selecting punch or staple settings with key (1) or
saddle stitch finisher, punch holes can be added to blank key (2), place the paper to be punched or stapled on the
paper or printed paper. The indicator lights when this inserter tray and press this key.

function is selected.

(2) [STAPLE] key/indicator

When this function is selected, each set of output is
stapled and delivered to the finisher or saddle stitch
finisher tray. (Note that the sets are not offset.) Press this
key until the icon light of the desired staple position lights
up. ("(ZJ " pamphlet stapling can only be selected when a
saddle stitch finisher is installed)

@ * Do not use tabbed paper when operating the inserter manually.

* The punching and stapling functions cannot be used when the finisher or saddle stitch finisher has failed, or when the
functions are prohibited* in the administrator settings (7. SYSTEM SETTINGS "Enable/Disable Settings" (page 7-45)).
* Disabling of stapler/Disabling of punch/Disabling of finisher/Disabling of inserter
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Alarm display

If the [START] key indicator on the inserter operation panel is blinking and the [PUNCH] key or [STAPLE] key indicator
is also blinking or solidly lit, operation will not start when the [START] key is pressed. Resolve the problem as indicated
below, depending how the indicators are lit or blinking.

BEFORE USING THE MACHINE

[PUNCH]
indicator

[STAPLE] indicator

[START]
indicator

)

T~

J

o

Cause

Solution

A paper size that cannot be fed

Use paper that is a suitable size

The saddle stitch finisher is out
of saddle stitch staples.

Any one of the indicators is solidly lit. Blinks red has been loaded. for punching, stapling, or saddle
stitching (page 1-62).
Solidly | . The paper type of the inserter is | Heavy paper cannot be used.
- - - - ) Blinks red
lit set to heavy paper.
The finisher or saddle stitch Remove the paper from the
finisher tray is full. tray.
Blinking _ _ _ _ Blinks red The hole punch scrap container | Discard the hole punch scrap
in the punch module on the (page 1-55).
finisher or saddle stitch finisher
is full.
The finisher or saddle stitch Remove the paper from the
Any one of the finisher tray is full. tray.
- L C - Blinks red
indicators is blinking. The finisher or saddle stitch Replace the staple cartridge
finisher is out of staples. (page 1-52).
The saddle stitch tray on the Remove the paper from the
saddle stitch finisher is full. saddle stitch tray.
- - - - Blinking | Blinks red

Replace the saddle stitch staple
cartridge (page 1-54).
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Using the inserter

For paper sizes that can be stapled or punched, see the finisher and saddle stitch finisher specifications on page 1-51.
Some paper types cannot be stapled or punched (see "NOTES" on page 1-54). Do not use these paper types.

Load paper in the inserter.

Load the paper face up. When performing pamphlet stapling,
place the paper so that the opened pages are face up as
shown.

Adjust the paper guide to the size of the paper.

Press the desired mode key.

Press key (2) on page 1-63 for stapling or pamphlet stapling. Press key (1) on page 1-63 for punching. The selected mode
lights up.

Pamphlet stapling can only be used when the saddle stitch finisher (MX-FN16) is installed.
When using pamphlet stapling, stapling and punching cannot be used in combination.

Press the [START] key.

Make sure that the [START] key light is illuminated green and
] - then press the [START] key.
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SHARP OSA

Sharp OSA (Open Systems Architecture) is an architecture that enables external applications to be directly connected to
a digital multifunction machine over a network.

When a digital multifunction machine that supports Sharp OSA is used, the operation panel controls and functions of the
machine such as scan send can be linked to an external application.

There are two types of external applications: "standard application" and "external account application". An "external
account application" is used for centralized account management of a multifunction machine on a network. A "standard
application" refers to all other applications.

APPLICATION COMMUNICATION MODULE (MX-AMX2)

The application communication module is required to use a "standard application" on the machine.

When a previously registered standard application is selected in the Web pages of the machine, the machine retrieves
the operation screen from the registered URL. Control of the operation screen is performed by the standard application,
and Scan to FTP, Scan to Network Folder, and HTTPS transmission can be executed.

Standard application setup

To enable a general application in the Web pages of the machine, click [Application Settings] in the administrator menu
frame, and then [External Applications Settings] and [Standard Applications]. Configure settings for the standard
application in the screen that appears.

Selecting a standard application

The procedure for selecting a general application that has been enabled in the Web pages of the machine is explained
below.

Touch the [Sharp OSA] key in the mode
select keys.

> DOCUMENT NCA
I* IMAGE SEND I e I oAt

l i2) copy

®Ready to scan for copy.

If no standard applications have been stored in the Web pages,
the key cannot be touched.
—
Copy Ratio
100% P —
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\ Select the standard application.
If two or more standard applications have been stored in the
QA OSh; QA OSAs Web pages, the screen to select the standard application will
appear. Touch the standard application that you wish to use.
App 00 Bop 01 Aep 02 Pop 03 If only one standard application has been stored in the Web

pages, connection to the standard application will begin.

The machine connects to the standard application.

The message "Connecting to the external application." appears while the machine communicates with the standard
application.

@ The mode select key cannot be used during scanning.

EXTERNAL ACCOUNT MODULE (MX-AMX3)

The external account module is required to use a "external account application" on the machine.

An external account application can be used in "external authentication mode" or "external count mode". When external
authentication mode is used, the login screen is retrieved from the application when the machine is started. When a job
ends, a job notification screen is sent to the application to enable counts to be kept for each authenticated user.

When "external count mode" is used, the login screen is not displayed when the machine is started. Only a job result
notification is sent to the application. User authentication by the external account application cannot be used, however,
the external account application can be used in combination with the internal account function.

External account application setup

To enable an external account application in the Web pages of the machine, click [Application Settings] in the
administrator menu frame, and then [External Applications Settings] and [External Accounting Application Settings].
Configure settings for the external account application in the screen that appears. The setting change will take effect
after the machine is restarted. To restart the machine, see "TURNING THE POWER ON AND OFF" (page 1-15).

Operation in external account mode

The two modes for using an external account application operate as explained below.

External authentication mode

When the [Enable Authentication by External Server] checkbox is selected in "External Account Setting" of "Sharp OSA
Settings" in the system settings (administrator), the machine enters external authentication mode. When the machine is
powered on in external authentication mode, the machine accesses the external account application and displays the
login screen. The login screen also appears when the [Call] key is touched to run a job in the job status complete screen.
(The login screen does not appear if the user has already logged in by the normal method.)

The [JOB STATUS] key can be pressed while the login screen appears to show the job status screen. To return to the
previous state, press the mode select key.

» The user control function of the machine cannot be used in external authentication mode.
@ However, "User Registration”, "User Count Display", "User Count Reset", "User Information Print", and "The Number of
User Name Displayed Setting" can be used.

* The mode select key cannot be used while the login screen appears.
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If login fails

If the login screen fails to appear or the application does not operate correctly, the machine may also stop operating
correctly. In this event, it is recommended that you quit external account mode from the Web pages of the machine. For
more information, see [Help] in the Web pages.

If it is necessary to forcibly terminate external account mode using the operation panel of the machine, follow the steps
below.

Press the [SYSTEM SETTINGS] key and change "External Account Setting" in the system settings (administrator). The
setting change will take effect after the machine is restarted. To restart the machine, see "TURNING THE POWER ON
AND OFF" (page 1-15).

External count mode

When only the [External Account Control] setting is enabled in "External Account Setting" of "Sharp OSA Settings" in the
system settings (administrator), the machine enters external count mode.

Unlike external authentication mode, when the machine is started in "external count mode", the login screen of the
external account application is not displayed. Only the job result is sent to the external account application. External
count mode can be used together with the user control function of the machine. (External count mode can also be used
when the user control function is disabled.)
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MAINTENANCE

This section explains how to clean the machine and replace the toner cartridges and stamp cartridge.

REGULAR MAINTENANCE

To ensure that the machine continues to provide top quality performance, periodically clean the machine.

AWarning

Do not use a flammable spray to clean the machine. If gas from the spray comes in contact with hot electrical
components or the fusing unit inside the machine, fire or electrical shock may resulit.

* Do not use thinner, benzene, or similar volatile cleaning agents to clean the machine. These may degrade or discolour the
@ housing.
* Use a soft cloth to gently wipe off dirt from the area on the operation panel with a

mirror-like finish (shown at right). If you use a stiff cloth or rub hard, the surface 8%%
may be damaged. 161010)
®O®

The area with a mirror-like finish is
the area that is [J.

CLEANING THE DOCUMENT GLASS AND AUTOMATIC
DOCUMENT FEEDER

If the document glass or document backplate sheet becomes dirty, the dirt will appear in the scanned image. Always
keep these parts clean.

Wipe the parts with a clean, soft cloth.

If necessary, moisten the cloth with water or a small amount of neutral detergent. After wiping with the moistened cloth,
wipe the parts dry with a clean dry cloth.

Document glass Document backplate sheet

Scanning area

If black or white lines appear in images scanned using the Examples of lines in the image
automatic document feeder, clean the scanning area (the
thin long glass next to the document glass). -
To clean this area, use the glass cleaner that is stored in y A %
the automatic document feeder. After using the glass j A \
cleaner, be sure to return it to its storage position. a

Black lines White lines
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O ®

Open the automatic document feeder
and remove the glass cleaner.

Clean the document scanning area on
the document glass with the glass
cleaner.

One scanning area is on the document glass and the other is
inside the automatic document feeder.

Clean the document scanning area in
the automatic document feeder with the
glass cleaner.

(1) Open the scanning area cover on the

automatic document feeder.
Push in the release switch to release the cover.

(2) Clean the scanning area in the automatic
document feeder.

(3) Close the cover.

N
9 &
B/ /I S

Replace the glass cleaner.
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CLEANING THE BYPASS FEED ROLLER

If paper misfeeds frequently occur when feeding or heavy paper through the bypass tray, wipe the surface of the feed
roller with a clean soft cloth moistened with water or a neutral detergent.
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REPLACING THE TONER CARTRIDGES

Be sure to replace the toner cartridge when the message "Change the toner cartridge." appears.

In copy mode

@ Ready to scan for copy.
(Toner supply is low.)

<

@ Ready to scan for copy.
(Change the toner cartridge.)

L

If you continue to use the machine without replacing
the cartridge, the following message will appear
when the toner runs out.

When the message appears in the message display,
replace the toner cartridge.

& Change the toner cartridge.
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Open the front cover.

Remove the toner cartridge gently.

Hold the toner cartridge with both hands as shown in the
illustration, and pull it out of the machine.

Remove the new toner cartridge from
the box and shake it five or six times
horizontally.

Shake the toner cartridge horizontally.
Do not rotate it as shown at left.

@ It is important to thoroughly shake the supply cartridge for 10 seconds as shown in the diagram in order to ensure
proper operation of toner supply system.
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Insert the new toner cartridge.

Align the toner cartridge with the insert hole and push it in as
shown.
Do not rotate the cartridge.

Push the cartridge in until it locks
securely in place.

Close the front cover.

ACaution

* Do not throw a toner cartridge into a fire. Toner may fly and cause burns.

* Store toner cartridges out of the reach of small children.

* If a toner cartridge is stored on end, the toner may harden and become unusable. Always store toner cartridges on their
side with the top side up.

* If a toner cartridge other than a SHARP-recommended toner cartridge is used, the machine may not attain full quality
and performance and there is a risk of damage to the machine. Be sure to use a SHARP-recommended toner cartridge.

» Keep the used toner cartridge in a plastic bag (do not discard it). Your service technician will collect the used toner
@ cartridge.
* To view the approximate amount of toner remaining, continually touch the [COPY] key during printing or when the machine
is idle. The percentage of toner remaining will appear in the display while the key is touched. When the percentage falls to
"25-0%", obtain a new toner cartridge and keep it ready for replacement.

* Depending on your conditions of use, the colour may become faint or the image blurred.
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REPLACING THE STAMP CARTRIDGE

If a stamp unit (AR-SU1) is installed on the automatic document feeder and the stamp has become faint, replace the
stamp cartridge (AR-SV1).

Supplies

Stamp cartridge (2 in package) AR-SV1

Open the automatic document feeder.

Remove the document backplate sheet
from the automatic document feeder.

Remove the sheet slowly. Place the removed sheet with the
side that was attached face up on the document glass.

Grasp the tab on the stamp unit and pull
the unit out.

Remove the stamp cartridge (A).
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Install a new stamp cartridge.

e TS
I
b ~

Push the stamp unit back in.
Push the stamp unit in until it clicks into place.

Close the automatic document feeder to
attach the document backplate sheet.

When the automatic document feeder is closed, the document
backplate sheet on the document glass attaches to the
automatic document feeder.

> .~ N o J o

Make sure that the document backplate
sheet is firmly attached to the automatic
document feeder and then close the
automatic document feeder.

If the document backplate sheet is not firmly attached, remove
the sheet and then close the automatic document feeder again
to firmly attach the sheet.
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ENTERING TEXT

This section explains the text entry screen.

FUNCTIONS OF THE MAIN KEYS

Key Description
This changes the text entry screen from the lower case screen to the upper case screen. The upper case
screen will continue to appear until the [Caps] key is touched again so that it is no longer highlighted. The
@ [Caps] key is convenient when you wish to enter all capital letters. (This key will vary depending on your

country or region.)

This key temporarily changes the keys in the text entry screen to upper case when lower case letters
appear, or to lower case when upper case letters appear.

Touch a letter key after touching the [Shift] key to enter that letter. After the letter is entered, the [Shift] key
. will no longer be highlighted and the original text entry screen will appear.

The [Shift] key is convenient when you only need to enter one upper case letter or one lower case letter, or
when you need to enter one of the symbols assigned to the numeric keys.

To cancel selection of the [Shift] key, touch the [Shift] key again. The [Shift] key will no longer be highlighted.
(This key will vary depending on your country or region.)

Touch this key to enter a line break when entering the body text of an e-mail message. (This key will vary
depending on your country or region.)

Touch this key to delete the characters to the left of the cursor one character at a time.

Touch this key to temporarily change the key layout of character entry mode to a different language. Select

the key layout that you wish to use.

[ Space ] Touch this key to enter a space between letters.

This temporarily changes the entry screen to the accented letter and symbol entry screen. Touch a letter
key after touching the [AltGr] key to enter that letter. After the letter is entered, the [AltGr] key will no longer

be highlighted and the original text entry screen will appear.
To cancel selection of the [AltGr] key, touch the [AltGr] key again. The [AltGr] key will no longer be
highlighted.

These keys move the cursor left and right.

These keys move the cursor to the line above or below the current line during entry of the body text of an
e-mail message.

e — Touch this key to select character entry mode.

Symbols Touch this key to select symbol entry mode. Symbol mode is used to enter symbols and accented letters.

S0
SN0

Pre-Set Select Use this to retrieve a previously stored subject for e-mail or other pre-set text.
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Key Description

Shows explanations of each key.

[

Q

on ][ s ][ .org] Use this to enter a previously stored text string such as ".com".

Text strings are stored in the system settings.

e

[

iz][info] (nttp:] | 5= 7. SYSTEM SETTINGS "Soft Keyboard Template Setting" (page 7-68)

el Touch this key to return to the previous setting screen without entering text.

0K Touch this key to enter the text that currently appears and return to the previous setting screen.

T Search results will appear based on the entered characters.

@

* Some keys described above may not appear in certain key layouts or in the keyboards of certain countries or regions.
» "q" in the text entry screen indicates how many characters can be entered. A number of characters greater than " 4"
cannot be entered.

* On some keyboards that show the English alphabet, the [AltGr] screen continues to appear until the [AltGr] key is touched
to remove the highlighting.

* The key is only displayed in limited countries and regions. The key is a shortcut key to switch the
keyboard between the language of your region and English.

* The key layouts that can be selected vary depending on the language selected in "MFP Display Language Setting" in the
system settings (administrator).

* The following symbols cannot be used when entering a file name or folder name.
\2?2/";:, <> | &#
Some computer environments may not allow the use of spaces and the symbols indicated below. For example, hyperlinks
will not operate correctly or nonsense characters may appear.
$% ' ()+-.=@[]~" {}_~
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ENTERING TEXT FROM A KEYBOARD

Entering text from an external keyboard

An external keyboard can only be used as a alternative for the text entry screen that appears in the machine's touch
panel. The layout of the keys in the text entry screen in the touch panel differs slightly from the layout of the keys on the
external keyboard.

Use a SHARP-recommended external keyboard.

For the recommended keyboards, please contact your dealer or nearest authorised service representative.

Entering text from a keyboard (MX-KBX2)

A keyboard can only be used as a alternative for the text entry screen that appears in the machine's touch panel. The
layout of the keys in the text entry screen in the touch panel differs slightly from the layout of the keys on the keyboard.
For details on using the keys, press the F1 key to view an explanation of each key.

To use the keyboard, pull it out from under the operation panel. When not in use, store the keyboard under the operation

panel.
Always hold the keyboard by the handle when storing it. You may pinch your fingers if you hold the keyboard elsewhere.

@ * MX-KBX2 may not be available in some countries and regions.
* Do not place heavy objects on the keyboard or press down on the keyboard.
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SOFTWARE SETUP

BEFORE INSTALLING THE SOFTWARE

For an introduction to the software that enables the use of the printer and scanner functions, details regarding the type of
CD-ROM that contains the software, and installation instructions, see "BEFORE INSTALLING THE SOFTWARE" in the
Start Guide.

To use the printer and scanner function, the printer function and network scanner function must be available.
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SETUP IN A WINDOWS ENVIRONMENT

This section explains how to install the software and configure settings so that the printer and scanner function of the
machine can be used with a Windows computer.

The section from this page to page 1-85 is also included in the Start Guide. (This section details basic setup
procedures.)

The instructions from page 1-86 to page 1-108 are not included in the Start Guide. Refer to the guide as necessary.

OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)

Insert the "Software CD-ROM" into your computer's CD-ROM drive.

¢ If you are installing the printer driver or printer status monitor, insert the "Software CD-ROM" that shows "Disc 1" on the

front of the CD-ROM.
* If you are installing the PC-Fax driver or scanner driver, insert the "Software CD-ROM" that shows "Disc 2" on the front of

the CD-ROM.

Click the [Start] button (¢3), click [Computer], and then double-click the
[CD-ROM] icon (...).

* In Windows XP/Server 2003, click the [start] button, click [My Computer], and then double-click the [CD-ROM] icon.
* In Windows 2000, double-click [My Computer] and then double-click the [CD-ROM] icon.

@ ¢ In Windows 7, if a message screen appears asking you for confirmation, click [Yes].
¢ In Windows Vista/Server 2008, if a message screen appears asking you for confirmation, click [Allow].

The "SOFTWARE LICENCE" window will appear. Make sure that you understand
the contents of the licence agreement and then click the [Yes] button.

@ You can show the "SOFTWARE LICENCE" in a different language by selecting the desired language from the
language menu. To install the software in the selected language, continue the installation with that language selected.

Read the message in the "Welcome" window and then click the [Next] button.

H Double-click the [Setup] icon (&).

1-81
Contents



BEFORE USING THE MACHINE

Y w—— = The software selection screen appears.

The software selection screen appears.

Before installing the software, be sure to click the [Display
Readme] button and view the detailed information on the
[Software] [Display Reacime] software.

Select a software to be installed.

Printer Driver

The priter dnver enables youo use he pterfunction of the 2y
| machine E

Printer Status Monitor

This sllons you o check the siaws of the netwerk printeren oy
your computer screen. E

* The above screen appears when using the "Disc 1"
CD-ROM.

For the steps that follow, see the appropriate page below for the software that you are installing.

INSTALLING THE PRINTER DRIVER / PC-FAX DRIVER
e WHEN THE MACHINE IS CONNECTED TO A NETWORK"
- Standard installation: page 1-83
- Installation by specifying the machine's address: page 1-86
- Printing using the IPP function and the SSL function: page 1-89
e WHEN THE MACHINE WILL BE CONNECTED WITH A USB CABLE: page 1-91
¢ USING THE MACHINE AS A SHARED PRINTER: page 1-96
INSTALLING THE PRINTER STATUS MONITOR: page 1-101
INSTALLING THE SCANNER DRIVER: page 1-102
" If the machine is being used on an IPv6 network, see "Installation by specifying the machine's address" (page 1-86).

INSTALLING THE PRINTER DRIVER / PC-FAX DRIVER

To install the printer driver or the PC-Fax driver, follow the appropriate procedure in this section depending on whether
the machine is connected to a network or connected by USB cable.
=" WHEN THE MACHINE WILL BE CONNECTED WITH A USB CABLE (page 1-91)

WHEN THE MACHINE IS CONNECTED TO A NETWORK

This section explains how to install the printer driver and the PC-Fax driver when the machine is connected to a
Windows network (TCP/IP network).

Supported operating systems: Windows 2000’/XP*/Server 2003"/Vista*/Server 2008/7"
* Administrator's rights are required to install the software.

» The PS3 expansion kit is required to use the PS printer driver or the PPD driver.
@ * To print to the machine over the Internet using the IPP function when the machine is installed in a remote location, or to

print using the SSL (encrypted communication) function, see "Printing using the IPP function and the SSL function" (page
1-89) and install the printer driver or the PC-Fax driver.

e If the machine is connected to an IPv6-only network
The software cannot be installed by detecting the machine's address from the installer. After installing the software as
explained in "Installation by specifying the machine's address" (page 1-86), change the port as explained in "Changing to a
Standard TCP/IP Port" (page 1-107).

* The installation procedure in this section is for both the printer driver and the PC-Fax driver, although the explanations are
centred on the printer driver.
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» Standard installation
When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR

ALL SOFTWARE)" (page 1-81), perform the steps below.

{5 Sotware eectan = Click the [Printer Driver] button.

To install the PC-Fax driver, click the [PC-Fax Driver] button on
the "Disc 2" CD-ROM.

Select a software to be installed.

[Software] [Display Readme]

4]  Printer Driver

The printer driver enables you to use the printer function of the D
maching

Printer Status Monitor

This slouis you o check the ststus of the netucrk prinsrn oo
your computer screen

<Beck | | e |

* The above screen appears when using the "Disc 1"
CD-ROM.

Click the [Standard installation] button.

< Back || Hest> Cancel

When [Custom installation] is selected, you can change any of the items below. When [Standard installation] is
selected, the installation will take place as indicated below.

* Machine connection method: LPR Direct Print (Auto Search)

* Set as default printer: Yes (excluding the PC-Fax driver)

e Printer driver name: Cannot be changed

* PCL printer display fonts: Installed
If you selected [Custom installation], select [LPR Direct Print (Auto Search)] and click the [Next] button.

If you selected other than [LPR Direct Print (Auto Search)], see the following pages:
¢ LPR Direct Print (Specify Address): page 1-86

* |PP: page 1-89 e Shared printer: page 1-96

* Connected to this computer: page 1-91
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Printers connected to the network are

Name or IP address  MAC address

detected. Select the machine and click
the [Next] button.

Spesity condiion.

cack || Hews Cancel

@ « |f the machine is not found, make sure that the machine is powered on and that the machine is connected to the
network, and then click the [Re-search] button.
* You can also click the [Specify condition] button and search for the machine by entering the machine's name (host

name) or IP address.
I Start Guide "Checking the IP address of the machine"

A confirmation window appears. Check the contents and then click the [Next]
button.

When the printer driver selection
window appears, select the printer driver
. to be installed and click the [Next]

- button.

Click the checkbox of the printer driver to be installed so that a
checkmark (|+'|) appears.

v G
LS

WP

<Back || [Hews) Cancel

¢ When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.

¢ The PS3 expansion kit is required to use the PS printer driver or the PPD driver.
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* Printer name window
If you wish to change the printer name, enter the desired name and click the [Next] button.

BEFORE USING THE MACHINE
* Window confirming installation of the display fonts
To install the display fonts for the PCL printer driver, select [Yes] and click the [Next] button.

« If you are not installing the PCL printer driver (you are installing the PS printer driver or the PPD driver), select
[No] and click the [Next] button.

Follow the on-screen instructions.

Read the message in the window that appears and click the [Next] button.
Installation begins.

7 * If you are using Windows Vista/Server 2008/7
@ If a security warning window appears, be sure to click [Install this driver software anyway].
* If you are using Windows 2000/XP/Server 2003
If a warning message regarding the Windows logo test or digital signature appears, be sure to click the [Continue
Anyway] or [Yes] button.

When you are asked whether or not you want the printer to be your default
printer, make a selection and click the [Next] button.
If you are installing multiple drivers, select the printer driver to be used as the default printer.
If you do not wish to set one of the printer drivers as the default printer, select [No].
@ If you clicked the [Custom installation] button in step 2, the following windows will appear.
¢ When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.

When the installation completed screen appears, click the [OK] button.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

H Click the [Close] button in the window of step 1.

This completes the installation.

* After installation, see "CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON THE
MACHINE" (page 1-98) to configure the printer driver settings.

¢ If you installed the PS printer driver or the PPD driver, the PS display fonts can be installed from the "PRINTER
UTILITIES" CD-ROM that accompanies the PS3 expansion kit. See "INSTALLING THE PS DISPLAY FONTS" (page
1-104).

¢ If you are using the machine as a shared printer, see "USING THE MACHINE AS A SHARED PRINTER" (page 1-96)
to install the printer driver on each of the client computers.
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P Installation by specifying the machine's address
When the machine cannot be found because it is not powered on or otherwise, installation is possible by entering the

name (host name) or IP address of the machine.
If the machine is being used on an IPv6 network, after you have installed the software as explained below, change the

port as explained in "Changing to a Standard TCP/IP Port" (page 1-107).

When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)" (page 1-81), perform the steps below.

T 5= Click the [Printer Driver] button.

To install the PC-Fax driver, click the [PC-Fax Driver] button on
the "Disc 2" CD-ROM.

Select a software to be installed.

[Software] [Display Readme]

3]  Printer Driver
The printer driver enables you to use the printer function of the ID
machine.

Printer Status Monitor

This slows you to checkthe stetusof the netuek prsren oo
your computer screen

Beck | | e |

* The above screen appears when using the "Disc 1"
CD-ROM.

Click the [Custom installation] button.

Bk || Hew> [

When you are asked how the printer is
connected, select [LPR Direct Print
(Specify Address)] and click the [Next]
button.

<Back H {Tisst > | rr—
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Enter the name (host name) or IP
address of the machine and click the
[Next] button.

I Start Guide "Checking the IP address of the machine"

[R— H ﬂexl>h| T

@ If the machine is being used on an IPv6 network, enter any numbers or characters.

When the model selection window appears, select the model name of your
machine and click the [Next] button.

When the printer driver selection

:{fm window appears, select the printer driver
. to be installed and click the [Next]
Note: If you want ta print data with PS or PPD, you need the optional "PS expansion kit". b u ttO n .

Click the checkbox of the printer driver to be installed so that a
checkmark (|+'|) appears.

¢ When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.
¢ The PS3 expansion kit is required to use the PS printer driver or the PPD driver.

Select whether or not you wish the printer to be your default printer and click the
[Next] button.

If you are installing multiple drivers, select the printer driver to be used as the default printer.
If you do not wish to set one of the printer drivers as the default printer, select [No].

When the printer name window appears, click the [Next] button.
If you wish to change the printer name, enter the desired name and click the [Next] button.

When you are asked if you wish to install the display fonts, select an answer and
click the [Next] button.

* When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.
* If you are not installing the PCL printer driver (you are installing the PS printer driver or the PPD driver), select [No] and
click the [Next] button.
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Follow the on-screen instructions.

Read the message in the window that appears and click the [Next] button.
Installation begins.

¢ If you are using Windows Vista/Server 2008/7
@ If a security warning window appears, be sure to click [Install this driver software anyway].
* If you are using Windows 2000/XP/Server 2003
If a warning message regarding the Windows logo test or digital signature appears, be sure to click the [Continue
Anyway] or [Yes] button.

When the installation completed screen appears, click the [OK] button.

Click the [Close] button in the window of step 1.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

This completes the installation.

* After installation, see "CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON THE
MACHINE" (page 1-98) to configure the printer driver settings.

¢ If you installed the PS printer driver or the PPD driver, the PS display fonts can be installed from the "PRINTER
UTILITIES" CD-ROM that accompanies the PS3 expansion kit. See "INSTALLING THE PS DISPLAY FONTS" (page
1-104).

* If the machine is being used on an IPv6 network, enter any numbers or characters.
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» Printing using the IPP function and the SSL function

The IPP function can be used to print to the machine over a network using HTTP protocol.

When the machine is in a remote location, this function can be used in place of the fax function to print a higher quality
image than a fax. The IPP function can also be used in combination with the SSL (encrypted communication) function to
encrypt the print data. This enables secure printing with no concern that the data will be leaked to others.

To use the SSL function, configure the "SSL Settings" in the system settings (administrator) of the machine. To configure the
@ settings, see "7. SYSTEM SETTINGS".

When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)" (page 1-81), perform the steps below.

o == Click the [Printer Driver] button.

To install the PC-Fax driver, click the [PC-Fax Driver] button on
the "Disc 2" CD-ROM.

Select a software to be installed.

[Software] [Display Readme]

Printer Driver
The printer driver enables you to use the printer function of the D
machine.

Printer Status Monitor

This slows you to check the stsus o the network prntercn [
your computer scresn

cBecx | | e |

* The above screen appears when using the "Disc 1"
CD-ROM.

Click the [Custom installation] button.

When you are asked how the printer is
connected, select [IPP] and click the
[Next] button.

< Back H Mest> F— |

othe TCP/ cally
lect this.
H < Back || Hest> Cancel
H :
Sha
Coni his ol
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If a proxy server is used, specify the
proxy server and click the [Next] button.
@ Fint wihout gong throigh - To specify a proxy server, select [Print via the proxy server] and
then enter the [Address] and [Port number].

@ P

Port number;

< Back || ENEWEN Cancel

" Enter the machine's URL and click the
[Next] button.

Enter the URL in the following format:

Normal format:

http://<the machine's domain name or IP address>:631*1/ipp

*1 Normally "631" should be entered for the port number. If the
IPP port number has been changed on the machine, enter
the new port number.

When SSL is used:

https://< the machine's domain name or IP address>:<port number*2>/ipp

*2 Normally the port number and the colon ":" immediately
preceding the port number can be omitted. If the IPP port
number for SSL has been changed on the machine, enter
the new port number.

gk || e | Cancel

If your computer and the machine are connected to the same local area network, you can click the [Search] button to
search for the machine. The machine's URL will appear. Select the URL and click the [OK] button. You will return to
the above screen and the machine's URL will be automatically entered.

Perform steps 5 through 12 on page 1-87 to continue the installation.

This completes the installation.
* After installation, see "CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON THE

MACHINE" (page 1-98) to configure the printer driver settings.
* If you installed the PS printer driver or the PPD driver, the PS display fonts can be installed from the "PRINTER
UTILITIES" CD-ROM that accompanies the PS3 expansion kit. See "INSTALLING THE PS DISPLAY FONTS" (page

1-104).
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WHEN THE MACHINE WILL BE CONNECTED WITH A USB CABLE

Supported operating systems: Windows 2000’/XP*/Server 2003"/Vista*/Server 2008"/7"
* Administrator's rights are required to install the software.

* Make sure that a USB cable is not connected to your computer and the machine.
If a cable is connected, a Plug and Play window will appear. If this happens, click the [Cancel] button to close the window
and disconnect the cable.
* The PS3 expansion kit is required to use the PS printer driver or the PPD driver.

* To use the port created when the printer driver is installed for fax data transfer, install the printer driver first and then install
the PC-Fax driver.

When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)" (page 1-81), perform the steps below.

ryor—— == Click the [Printer Driver] button.

Select a software to be installed.

[Software] [Display Readme]

Printer Driver
The printer driver enables you to use the printer function of the =)
machine.

Printer Status Monitor

This sllows yeu o check he scios ofthe nebwerk prrferan [
your computer screen

< Back Close

I Click the [Custom installation] button.

port iz

Custom installation k

< Back || Hest> Cancel

When you are asked how the printer is
connected, select [Connected to this
computer] and click the [Next] button.

< Back H Next» Cancel
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When you are asked if you wish to install the display fonts, select an answer and
click the [Next] button.

Follow the on-screen instructions.

Read the message in the window that appears and click the [Next] button.
When the installation completed screen appears, click the [OK] button.

@ ¢ If you are using Windows Vista/Server 2008/7
If a security warning window appears, be sure to click [Install this driver software anyway].
* If you are using Windows 2000/XP/Server 2003
If a warning message regarding the Windows logo test or digital signature appears, be sure to click the [Continue
Anyway] or [Yes] button.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

Connect the machine to your computer
with a USB cable.

(1) Make sure that the machine is powered on.

(2) Connect the cable to the USB connector (B
type) on the machine.
The USB interface on the machine complies with the USB
2.0 (Hi-Speed) standard. Please purchase a shielded
USB cable.

(3) Connect the other end of the cable to the
USB connector (A type) on your computer.
The machine is found and a Plug and Play window appears.

Click the [Close] button in the window of step 1.
When a message appears prompting you to connect the machine to your computer, click the [OK] button.
e
/\ [
- ‘

Installation of the PCL6 printer driver begins.
When the "Found New Hardware Wizard" appears, select [Install the software automatically (Recommended)], click the
[Next] button, and follow the on-screen instructions.
@ ¢ If you are using Windows Vista/Server 2008/7
If a security warning window appears, be sure to click [Install this driver software anyway].
¢ If you are using Windows 2000/XP/Server 2003
If a warning message regarding the Windows logo test or digital signature appears, be sure to click the [Continue
Anyway] or [Yes] button.
This completes the installation.
* After installing the printer driver, see "CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON
THE MACHINE" (page 1-98) to configure the printer driver settings.
¢ If you are using the machine as a shared printer, see "USING THE MACHINE AS A SHARED PRINTER" (page 1-96)
to install the printer driver on each of the client computers.
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When installing the PCL5e printer driver, PS printer driver, PPD driver, or PC-Fax driver
Installation is possible even after the USB cable has been connected. When the software selection screen appears in

step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR ALL SOFTWARE)" (page 1-81), perform the steps
below.

T == Click the [Printer Driver] button.

T To install the PC-Fax driver, click the [PC-Fax Driver] button on
the "Disc 2" CD-ROM.

[Software] [Display Readme]

Printer Driver
The printer v snabies you o use the prterfuncton f the [

Printer Status Monitor
This slows you o checkhe staus of the netuerk prieron oy
your com iputer screen

<ok | | e |

* The above screen appears when using the "Disc 1"
CD-ROM.

Click the [Custom installation] button.

< Back || Hest> Cancel

When you are asked how the printer is
connected, select [Connected to this
computer] and click the [Next] button.

<Back H Next» Cancel

When the port selection window appears, select the port that the PCL6 printer
driver is using (USBO001, etc.) and click the [Next] button.
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When the printer driver selection
window appears, remove the [PCL6]
checkmark and select the printer driver
to be installed, and then click the [Next]
button.

Click the checkbox of the printer driver to be installed so that a
checkmark (|+'|) appears.

< Back H Next > Cancel

Select whether or not you wish the printer to be your default printer and click the
[Next] button.

If you are installing multiple drivers, select the printer driver to be used as the default printer.
If you do not wish to set one of the printer drivers as the default printer, select [No].

When the printer name window appears, click the [Next] button.
If you wish to change the printer name, enter the desired name and click the [Next] button.

* When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.
* The PS3 expansion kit is required to use the PS printer driver or the PPD driver.

When you are asked if you wish to install the display fonts, select [No] and click
the [Next] button.

When the PC-Fax driver is being installed, this screen does not appear. Go to the next step.

* If you are using Windows 2000/XP/Server 2003
If a warning message regarding the Windows logo test or digital signature appears, be sure to click the [Continue
Anyway] or [Yes] button.

When the installation completed screen appears, click the [OK] button.

Click the [Close] button in the window of step 1.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

Follow the on-screen instructions.
Read the message in the window that appears and click the [Next] button.
Installation begins.
* If you are using Windows Vista/Server 2008/7
If a security warning window appears, be sure to click [Install this driver software anyway].

This completes the installation.
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* After installation, see "CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON THE
MACHINE" (page 1-98) to configure the printer driver settings.
* Make sure that the port of the installed driver is the same as the port used by the PCL6 printer driver.

The port used by the printer driver of the machine is indicated by a checkmark on the [Ports] tab of the printer driver
properties window.

1= CHANGING THE PORT (page 1-105)
* If you installed the PS printer driver or the PPD driver, the PS display fonts can be installed from the "PRINTER

UTILITIES" CD-ROM that accompanies the PS3 expansion kit. See "INSTALLING THE PS DISPLAY FONTS" (page
1-104).
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USING THE MACHINE AS A SHARED PRINTER

If you are going to use the machine as a shared printer on a Windows network with the printer driver or the PC-Fax
driver installed on a print server, follow the steps below to install the printer driver or the PC-Fax driver on the client
computers.

¢ Ask your network administrator for the server name and printer name of the machine on the network.

@ » For the procedure for configuring settings on the print server, see the operation manual or the Help file of the operating
system. The "print server" explained here is a computer that is connected directly to the machine, and “clients" are other
computers connected to the same network as the print server.

* Install the same printer driver on client computers as the printer driver that is installed on the print server.

When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)" (page 1-81), perform the steps below.

B Sovar soecion — Click the [Printer Driver] button.

Sslect a software to bs installsd. To install the PC-Fax driver, click the [PC-Fax Driver] button on
the "Disc 2" CD-ROM.

[Software] [Display Readme]

7| Printer Driver
The printer driver enables you to use the printer function of the D
machine.

Printer Status Monitor

This slows you to check the stsus o the network prntercn [
your computer scresn

* The above screen appears when using the "Disc 1"
CD-ROM.

Click the [Custom installation] button.

Select [Shared Printer] and click the
S [Next] button.

'@ LPR Direct Print

@ IPP(5

@ Shared Pl

cBack || pews Cancel
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Select the printer name (configured as a
shared printer).

(1) Select the printer name (configured as a
shared printer on a print server) from the
list.

If you are using Windows 2000/XP/Server 2003, you can
also click the [Add Network Port] button displayed below

the list and select the printer to be shared by browsing the
network in the window that appears.

(2) Click the [Next] button.

@ If the shared printer does not appear in the list, check the settings on the print server.

Perform steps 5 through 12 on page 1-87 to continue the installation.
In the printer driver selection screen, be sure to select the same type of printer as the printer driver installed on the print
server.

This completes the installation.

If you installed the PS printer driver or the PPD driver, the PS display fonts can be installed from the "PRINTER

UTILITIES" CD-ROM that accompanies the PS3 expansion kit. See "INSTALLING THE PS DISPLAY FONTS" (page
1-104).
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CONFIGURING THE PRINTER DRIVER FOR THE OPTIONS INSTALLED ON
THE MACHINE

After installing the printer driver, you must configure the printer driver settings appropriately for the options that have
been installed and the size and type of paper loaded in the machine. Follow the steps below to configure the printer
driver.

@ If the PPD driver is installed, see "When the PPD driver is installed" (page 1-100).

» When the PCL printer driver or PS printer driver is installed

Click the [Start] button (¢3), click [Control Panel], and then click [Printer].

¢ In Windows XP/Server 2003, click the [start] button and then click [Printers and Faxes].
* In Windows 2000, click the [Start] button, select [Settings], and then click [Printers].

@ If [Printers and Faxes] does not appear in the [start] menu in Windows XP, click the [start] button, click [Control Panel],
click [Printers and Other Hardware], and then click [Printers and Faxes].

Open the printer properties window.
(1) Right-click the printer driver icon of the machine.

(2) Select [Properties].

Click the [Configuration] tab.

[l el e i S| Cortowaion | Click the [AUtO Configuration] button.
] The settings are automatically configured based on the
] e [ putaCorfuraion. | detected machine status.

[insetter Paper Type Name.
Set Tandem Frint

Ouitput Tray Dptians R
[ Printing Policy. ]
@ (None]

) Finisher
) Firisher{3 Trays)

") Saddle Stitch Finisher

@ If the machine is being used on an IPv6 network, you must configure the options manually as explained in "If
automatic configuration fails" (page 1-99).
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2 Configure the image of the machine.
15 i M g, kg et An image of the machine is formed in the printer driver
Do i AR configuration window based on the options that are installed.
® (Mone]
fal (1) Select the options that are installed on the
= T, machine.
el (2) Click the [OK] button.
N
(1) (2

@ To cancel the image settings, click the [Cancel] button.

Click the [OK] button in the printer properties window.

@ If automatic configuration fails

* You can check the options that are installed and the tray settings by printing out the "All Custom Setting List" in the system
settings of the machine. (However, note that "Input Tray Options" must be set to the number of trays on the machine.)
Follow these steps to print out the "All Custom Setting List": Press the [SYSTEM SETTINGS] key, touch the [List Print
(User)] key, and then touch the [Print] key of "All Custom Setting List".

* Click the [Set Tray Status] button, the [Paper Type Name] button, and the [Set Tandem Print]* button to check the settings
of each.

Set Tray Status:  The "Tray Settings" in "Paper Tray Settings" in system settings of the machine are reflected in the
settings shown here. Specify the size and type of paper loaded in each tray.

Paper Type Name: The "Paper Type Registration" settings in "Paper Tray Settings" in the system settings of the machine
are reflected in the settings shown here. If a user type name (1 to 7) was changed, enter the changed
name.

Set Tandem Print*: Enter the setting (the IP address of the slave machine) in "Tandem Connection Setting" in the system
settings (administrator) of the machine.

* "Set Tandem Print" can only be configured when the printer driver is installed using a "Standard installation” or a "Custom

installation" with "LPR Direct Print (Specify Address/Auto Search)" selected.
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» When the PPD driver is installed

Click the [Start] button (1), click [Control Panel], and then click [Printer].

¢ In Windows XP/Server 2003, click the [start] button and then click [Printers and Faxes].
* In Windows 2000, click the [Start] button, select [Settings], and then click [Printers].

@ If [Printers and Faxes] does not appear in the [start] menu in Windows XP, click the [start] button, click [Control Panel],
click [Printers and Other Hardware], and then click [Printers and Faxes].

Open the printer properties window.
(1) Right-click the printer driver icon of the machine.

(2) Select [Properties].

Configure the printer driver for the options installed on the machine.
(1) Click the [Device Settings] tab.

(2) Configure each item based on the machine configuration.
The items and the procedures for configuring the items vary depending on the operating system version.

(3) Click the [OK] button.

You can check the options that are installed on the machine by printing out the "All Custom Setting List" in the system

@ settings. (However, note that "Input Tray Options" must be set to the number of trays on the machine.) Follow these
steps to print out the "All Custom Setting List": Press the [SYSTEM SETTINGS] key, touch the [List Print (User)] key,
and then touch the [Print] key of "All Custom Setting List".
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INSTALLING THE PRINTER STATUS MONITOR

Printer Status Monitor is a printer utility that allows general users to check the current status of the machine on their
computer screen, such as whether or not the machine is ready to print. The Printer Status Monitor shows error
information such as paper misfeeds, printer configuration information (whether or not a finisher is installed, etc.) as an
image, the paper sizes that can be used, and the amount of paper remaining.

@ The Printer Status Monitor cannot be used in the following situations:
e When the machine is connected by a USB cable.
* When printing to the machine using the IPP function.

Supported operating systems: Windows 2000°/XP’/Server 2003"/Vista’/Server 2008"/7"
* Administrator's rights are required to install the software.

When the software selection screen appears in step 6 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR
ALL SOFTWARE)" (page 1-81), perform the steps below.

B Sofvwrs Soecion = Click the [Printer Status Monitor] button.

Select a software to be installed.

[Software] [Display Rezdme]

The printer driver enables you to use the printer function of the =
machine. =

oy | Printer Status Monitor
This allows you to check the status of the network printer on j
your computer screen. =

< Back Close

Follow the on-screen instructions.

To have the Printer Status Monitor start automatically when your computer is started, select the [Add this program to your
Startup folder] checkbox || and click the [Finish] button.

Click the [Close] button in the window of step 1.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

H When the installation completed screen appears, click the [Finish] button.

This completes the installation.

For the procedures for using the Printer Status Monitor, see the Help file. Follow these steps to view the Help file:
Click the Windows [start] button, select [All Programs] ([Programs] in Windows 2000), select [SHARP Printer Status
Monitor] and then select [Help].
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INSTALLING THE SCANNER DRIVER

The scanner driver (TWAIN driver) can only be used when the machine is connected to a network. When the scanner
driver is installed, PC scan mode of the image send function can be used.

Supported operating systems: Windows 2000"/XP*/Server 2003"/Vista*/Server 2008"/7"

* Administrator's rights are required to install the software.

After performing step 1 through step 5 of "OPENING THE SOFTWARE SELECTION SCREEN (FOR ALL
SOFTWARE)" (page 1-81), continue the steps below.

@So&wareSe\ectmn (=) Click the [Scanner Driver (TWAIN)]
Select a software to be installed. button .

[Software] [Display Readme]

3]  PC-Fax Driver

g
=1 The PC-Fax dnverlats you aas\% send faxes from your >
computerthroush the machine to snher fax machine 2

Scanner Driver (TWAIN)

TWAIN is an interface standard for scanners and cther image =
nput devices. By instaling the TWAIN drv B

using any a:;hcat\cnthat supports the T \N shndard

< Back Close

Follow the on-screen instructions.
Read the message in the window that appears and click the [Next] button.

Click the [Close] button in the window of step 1.

@ After the installation, a message prompting you to restart your computer may appear. If this message appears, click
the [Yes] button to restart your computer.

E When the finish setup window appears, click the [OK] button.

This completes the installation. Next, configure the IP address of the machine in the scanner driver.
When the scanner driver is installed, the "Select Device" utility is also installed.
The IP address of the machine is configured in the scanner driver using "Select Device".

Click the [start] button, select [All Programs] ([Programs] in Windows 2000),
select [SHARP MFP TWAIN K], and then select [Select Device].
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= Click the [Search] button.

If you know the IP address, you can click the [Input] key and
enter the IP address without searching.

Address Mame Machine Location

Search... [: | |

| [ o ]|  coea |
== Select the IP address of the machine
i - from the "Address" menu and click the
- [OK] button.
Hachine Localion * Be sure to ask your system administrator (network
| administrator) for the IP address of the machine.

7 Coreel * The name (host name) or IP address of the machine can be

directly entered in "Address".

* If the port number used by the scanner function of the
machine has been changed, enter a colon ":" following the IP
address and then enter the port number. (Normally the port
number does not need to be entered.)

Select Device lé] Click the [OK] button-
Addiess Name Machine Location
Search... ‘ Delete | Update... |
|mput... ak %J Cancel |

This completes the configuration of the scanner driver.
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INSTALLING THE PS DISPLAY FONTS

Fonts that can be used by the PS printer driver are contained on the "PRINTER UTILITIES" CD-ROM that accompanies
the PS3 expansion kit. Install these fonts as needed for the PS printer driver.

Insert the "PRINTER UTILITIES" CD-ROM that accompanies the PS3 expansion
kit into your computer's CD-ROM drive.

Click the [Start] button (¢3), click [Computer], and then double-click the
[CD-ROM] icon (...).

¢ In Windows XP/Server 2003, click the [start] button, click [My Computer], and then double-click the [CD-ROM] icon.
¢ In Windows 2000, double-click [My Computer], and then double-click the [CD-ROM] icon.

Double-click the [Setup] icon ().

@ In Windows Vista/Server 2008/7, if a message screen appears asking you for confirmation, click [Allow].

The "SOFTWARE LICENCE" window will appear. Make sure that you understand
the contents of the licence agreement and then click the [Yes] button.

@ You can show the "SOFTWARE LICENCE" in a different language by selecting the desired language from the
language menu. To install the software in the selected language, continue the installation with that language selected.

= - Click the [PS Display Font] button.

Select a software to be installed.

[Software] [Display Readme]

1| PS Display Font

< Back Close

H Read the message in the "Welcome" window and then click the [Next] button.

H Click the [Close] button in the screen of step 6.
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CHANGING THE PORT

When using the machine in a Windows environment, follow the steps below to change the port when you have changed
the IP address of the machine or have installed the PC-Fax driver when the machine is connected with a USB cable. If
the machine is being used on an IPv6 network, follow the steps 1 to 3 below and see "Changing to a Standard TCP/IP
Port" (page 1-107) for the remaining steps of the procedure to change the port.

Click the [Start] button (), click [Control Panel], and then click [Printer].

¢ In Windows XP/Server 2003, click the [start] button and then click [Printers and Faxes].
¢ In Windows 2000, click the [Start] button, select [Settings], and then click [Printers].

@ If [Printers and Faxes] does not appear in the [start] menu in Windows XP, click the [start] button, click [Control Panel],
click [Printers and Other Hardware], and then click [Printers and Faxes].

Open the printer properties window.
(1) Right-click the printer driver icon of the machine.

(2) Select [Properties].

=S X Adding or changing a port.
R (1) Click the [Ports] tab.
(2) Click the [Add Port] button.

Prit to the following portls). Documents willprit to the first free
checked port

Fort Desciiption Frinter
COMI: Seria
COMZ: Seral Port
COM3: Sera
COMd: Seral Port
FILE: _Piint o File

5 (PP Prt

Delete Pori | | Corfigure Pot... |

@ To change to a previously created port such as USB port, select the desired port (USB001, etc.) from the list and click
the [Apply] button. This changes the port.
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Printer Ports E5 Select [SC2 TCP/IP Port] and then click
Available port types: the [New Port] button-

Local Port

SC-Print2005 Port
Standard TCP/IP Port

Mew Port Type... Mew Port... % | Cancel

* The "SC2 TCP/IP Port" is added when the printer driver is installed using a "Standard installation", or a "Custom
@ installation" with "LPR Direct Print (Specify Address/Auto Search)" selected.

* If the printer driver is installed using a "Custom installation" with "IPP" selected, the [SC-Print2005 Port] is added. If
you need to change the printer port when the machine is connected to an intranet or a wide area network (WAN)
using the IPP function, select [SC-Print2005 Port], click the [New Port] button, and follow the on-screen instructions
to create the port again.

Frotocol LPR Setings

<) (2) Make sure that [LPR] is selected.

Ip

LFH Eyte Lounting Enabled

(3) Make sure that [Ip] is entered.
- A (4) Click the [OK] button.

About... |

l oK l Cancel |

M@ ©) @

Click the [Close] button in the screen of step 4.

Make sure the created printer port is selected in the printer properties window
and then click the [Apply] button.

P St Create the new port.
Printer Mame or [P Address:
p—g H 1
'P;:ilf = (1) Enter the machine's IP address.
SZIP T2 16ET I Start Guide "Checking the IP address of the machine"
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» Changing to a Standard TCP/IP Port
If the machine is being used on an IPv6 network, change the port to a port created using the operating system's
"Standard TCP/IP Port".

Follow steps 1 to 3 of "CHANGING THE PORT" (page 1-105).

Printer Ports =) Select [Standard TCP/IP Port] and then
Available port types: CIiCk the [New POI't] button.

Local Port
SC2 TCP/IP Port
SC-Print2005 Port

Mew Port Type... New Port...[%| Cancel

Click the [Next] button.

ST ———— Enter the machine's IPv6 address in
s & [Printer Name or IP Address] and click
Enter the Printer Name or [P address. and 2 port name forthe desired davics. the [Next] button .

Prirter Name or IP Address: FEBD:222:F3

Port Name: FE80:222:F3

<Back Next > % [ cancel

Select [Custom] and click the [Settings]
il Pt et s & button.

The device is not found on the network. Be sure that:

comext, cick Back to retum to the previous page. Then comect
rch onthe network. | you are sure the address is comec.

the address and

select the device type belo
Device Type
Standard

© Custom Settings. %

< Back Next > Cancel
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Configure the port settings.
(1) Select [LPR].

Port Settings

Part Name: FEB0::222:F3FF:FEN4:456A/10
Printer Name or IP Address: FES0::222F3FF:FEN4:456A/10 (2) Enter [Ip]
Protocal
R o LPR (3) Click the [OK] button.
Raw Settings
LPR Settings

Cueve Name Ip
LPR Byte Counting Enzlj ed

SNMP Status Enabled

l OK l Cancel :
1

() 3 1)

Click the [Next] button in the screen of step 5.

Click the [Finish] button.

Cl Bl

Click the [Close] button in the screen of step 2.

When using a port created with "Standard TCP/IP Port"

In the screen that appears after you click the [Configure Port] button in the screen of step 3, make sure the [SNMP
Status Enabled] checkbox is not selected (| |). If the [SNMP Status Enabled] checkbox is selected (|/]), it may not be
possible to print correctly.
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SETUP IN A MACINTOSH ENVIRONMENT

This chapter explains how to install the PPD file to enable printing from a Macintosh and how to configure the printer
driver settings.
=" MAC OS X: this page
(v10.2.8,v10.3.9,v10.4.11, v10.5 - 10.5.8. v10.6)
" MAC 0S 9.0 - 9.2.2: page 1-115

» The PS3 expansion kit is required to use the machine as a printer in a Macintosh environment. In addition, the machine
@ must be connected to a network. A USB connection cannot be used.
* The scanner driver and PC-Fax driver cannot be used in a Macintosh environment.

MAC OS X

* The explanations of screens and procedures are primarily for Mac OS X v10.4. The screens may vary in other versions of
@ the operating system.
* The CD-ROM does not include software for Mac OS X10.2.8 and X10.3.9. Contact your dealer or nearest authorised
service representative if you want software for X10.2.8 and X10.3.9.

Insert the "Software CD-ROM" into your computer's CD-ROM drive.
Insert the "Software CD-ROM" that shows "Disc 1" on the front of the CD-ROM.

Double-click the [CD-ROM] icon (“) on the desktop.

Double-click the [MacOSX] folder.

Before installing the software, be sure to read "ReadMe First". "ReadMe First" is in the [English] folder in the [Readme] folder.

Double-click the [MX-PKX] icon (&).

@ If the "Authenticate" window appears in Mac OS X v10.2.8, enter the password and click the [OK] button.

n Double-click the folder corresponding to the versions of the operating system.
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The Licence Agreement window will appear. Make sure that you understand the
contents of the licence agreement and then click the [Continue] button.

7 A message will appear asking you if you agree to the terms of the licence. Click the [Agree] button.

. .
Welcome othe_Installr Click the [Continue] button.
. This Mac OS X installer will install the printer driver.
. It is strongly recommended that you exit all programs
before running this Setup program.
inish Up
-
L M ]

Select a Destinaton Select the hard drive where the PPD file

Select a destination volume to install the

e will be installed and click the [Continue]

© License

=8 @ button.

05X_10.4

ien 4,58 (1168 Free) * Be sure to select the hard drive on which your operating
Installing this software requires [ of space. system is installed.
You have chosen to nstallthis software on the volume “0SX_10.4." ¢ In Mac OS X v10.6, the screen below appears when you
el click the [Change Install Location] button.

( GoBack ) ( (Bn[mnekl

When the message "The software was successfully installed" appears in the
installation window, click the [Close] button.

Click the [Install] button.
:j:::i:ﬂmn Click Install to perform a basic installation of this |nSta"ati0n begins'
software package on the volume “0SX_10.4."
© Select Destination
© Installation Type
(GoBack ) (_nstally )
@ If the "Authenticate" window appears, enter the password and click the [OK] button.

This completes the installation of the software. Next, configure the printer driver settings.

1-110
Contents



BEFORE USING THE MACHINE

Window _Help . Select [Utilities] from the [Go] menu.

* If you are using Mac OS X v10.5 to 10.5.5 or v10.6, click

[System Preferences] in the Apple menu (‘) and select

; Computer g:ﬁ [Print & Fax] (#=). When the screen for adding a printer
® Network TK appears, click the | + | button and go to step 14.

2 iDisk > * If you are using Mac OS X v10.2.8, select [Applications] from
# Applications {raeA

the [Go] menu.

Recent Folders >

Go to Folder. {+#GC
Connect to Server... 3K

Double-click the [Printer Setup Utility] icon (=).
If you are using Mac OS X v10.2.8, double-click the [Utilities] folder and then double-click the [Print Centre] icon.

@ If this is the first time you are installing a printer driver on your computer, a confirmation message will appear. Click the
[Add] button.

eo0e primer i = Click [Add].

= &

Name & Status Kind

Configure the printer driver.

* The procedure for configuring the printer driver varies depending on the operating system version. The procedure for
versions 10.4.11, 10.5 - 10.5.5 and v10.6, and the procedure for other versions are explained separately below.

* The machine can print using the IPP function. If you wish to use the IPP function, see "Printing using the IPP function"
(page 1-114) to configure the printer driver settings.
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v10.4.11, v10.5 - 10.5.8, v10.6

aoa B =) (1) Click the [Default Browser] icon.
é é: a- : If you are using Mac OS X v10.5 to 10.5.8 or v10.6, click
Default Browser IP Printer Search the [Default] |Con
o — (1)

([ se— (2)  (2) Click the machine's model name.

* Using with AppleTalk:
The machine's model name usually appears as
[SCxxxxxx]*.

* Using with Bonjour:
The machine's model name usually appears as

Name: SCxxxxxx [RDVxxxxxx]*.
Location: |Local Zane * "xxxxxx" is a sequence of characters that varies
prin sing (S oot 58— (3) depending on your model.

— - Y - (3) Make sure that the PPD file of your model is
@ More Printers. .. ( Add k—f— (4)
7 selected.
The PPD file of the machine is automatically selected.

(4) Click the [Add] button.

¢ Using with AppleTalk:
The PPD file of the machine is automatically selected
and the peripheral devices installed on the machine are
detected and automatically configured.

* Using with Bonjour:
The "Installable Options" screen appears. Select the
machine configuration and click the [Continue] button.

v10.2.8, v10.3.9

(1) Select [AppleTalk].

I AppleTalk ﬂl . .
| G (1) If multiple AppleTalk zones are displayed, select the zone
| Local AppleTalk Zone ﬂ

that includes the printer from the menu.

..... I

SCRXRNHN PostSeript Printer () (2) (2)

Click the machine's model name.

The machine's model name usually appears as
v [SCxxxxxx]. ("xxxxxx" is a sequence of characters that
varies depending on your model.)

[ Character Set:Wastern (Mac) v

| Printer Model:l Auto Select | :.‘— (3) . .
— (3) Select the PPD file of the machine.
¢ If you are using Mac OS X v10.3.9, select [Auto Select].
* If you are using Mac OS X v10.2.8, select [Sharp] and
click the PPD file of your model.

(4) Click the [Add] button.

If you are using Mac OS X v10.3.9, the PPD file of the
machine is automatically selected and the peripheral
devices installed on the machine are detected and
automatically configured.

@ The PPD file is installed in the following folders on the startup disk.
[Library] - [Printers] - [PPDs] - [Contents] - [Resources] - [en.lproj]
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eoe S Display printer information.

52 858 X[ 6 +——0

d  Delete Colorsyn | Show Info

(1) Click the machine's name.
[ Soowox  samemowar (ol . ;
: () If you are using Mac OS X v10.5 to 10.5.8 or v10.6, click

the [Options & Supplies] button, click the [Driver] tab and
go to step 16.
4 (2) Click [Show Info].

If you are using Mac OS X v10.2.8, select [Show Info]
from the [Printers] menu.

Select the machine configuration.

If you selected [Auto Select] in (3) of step 14, the machine configuration is detected and automatically configured. Check the
configured settings to make sure they are correct.

(1) Select [Installable Options].
If you are using Mac OS X v10.5 to 10.5.8 or v10.6, it does not appear.

(2) Select the options that are installed on the machine.

(3) Click the [Apply Changes] button.
If you are using Mac OS X v10.5 to 10.5.8 or v10.6, click the [OK] button.

(4) Click to close the window.

@ You can check the options that are installed on the machine by printing out the "All Custom Setting List" in the system
settings. (However, note that "Input Tray Options" must be set to the number of trays on the machine.) The "All
Custom Settings List" can be printed from [List Print (User)] in the system settings.

This completes the configuration of the printer driver.
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» Printing using the IPP function
The machine can print using the IPP function. When the machine is in a remote location, this function can be used in
place of the fax function to print a higher than a fax. If you wish to use the IPP function, follow these steps to select the
PPD file when configuring the printer driver (step 14 on page 1-111).

BEFORE USING THE MACHINE

v10.4.11, v10.5 - 10.5.8, v10.6

8e e Printer Browser (=)
ne g 8
— =
Default Browser IP Printer Search
L (1)
Pro[ocnll Internet Printing Protocol - IPP T1
Address]| 192.168.1.27 [ SS—— (2)
Valid and complete address.
Queuef ipp :]
—_—

.........................

Name: 192.168.1.27

Location:

Print Usingl SHARP MX-xxxx PPD

[ ') ) (_ More Printers I Add H (4)

v10.2.8, v10.3.9
i Ele
i I IP Printing 0 ’_ (1)
Printer Typej Internet Printing Protocol T\
Printer Address | [192.168.1.27 ] ’TW _(2)
Complete and valid address
Queue Name lipp ] ’T‘

LEdave Ik 101 UElduIL Jueue

Printer Model: = Sharp

| Model Name i

SHARP MX-xxxx PPD

SHARP MX-xxxx PPD m
i
v

—(3)

SHARP MX-xxxx PPD

SHARP MX-XXXX PPD}

( Cancel ) { Add N)._(4)
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(1

(2)

3)

4

(1
(2

3)

4

Click the [IP Printer] icon.

If you are using Mac OS X v10.5 to 10.5.8 or v10.6, click
the [IP] icon.

Select [Internet Printing Protocol] in
"Protocol". Enter the address of the
machine (IP address or domain name) and
the queue name.

Enter "ipp" in "Queue".

Select [Sharp] in "Print Using" and click the
PPD file of your model.

If you are using Mac OS X v 10.5to 10.5.8 or v10.6,
select [Select a driver to use] (or [Select Printer Software])
from "Print Using" and click the PPD file for your model.

Click the [Add] button.

The "Installable Options" screen will appear. Make sure
that the settings are correct and click the [Continue]
button.

I Start Guide "Checking the IP address of the machine"

Select [IP Printing].

Select [Internet Printing Protocol] in
“Printer Type". Enter the address of the
machine (IP address or domain name) and
the "Queue Name".

* If you are using Mac OS X v10.2.8, enter the address of
the machine (IP address or domain name) in "Printer's
Address".

e Enter "ipp" in "Queue Name".

Select [Sharp] in "Printer Model" and click
the PPD file of your model.

Click the [Add] button.
I Start Guide "Checking the IP address of the machine"
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MAC 0S9.0-9.2.2

* If you are using Mac OS 9.0 to 9.2.2, make sure that "LaserWriter 8" has been installed and that the "LaserWriter 8"
@ checkbox is selected |E| in "Extensions Manager" in "Control Panels". If not, install it from the system CD-ROM supplied
with your Macintosh computer.
» The CD-ROM does not include software for Mac OS 9.0 to 9.2.2.
Contact your dealer or nearest authorised service representative if you want software for Mac OS 9.0 to 9.2.2.

Download the software and save the extracted files in any folder.

Double-click the [MacOS] folder.

Before installing the software, be sure to read "ReadMe First". "ReadMe First" is in the [English] folder in the [Readme] folder.

Double-click the [Installer] icon (7).

SHARP Click the [Install] button.

rinter Driver Installer
Copyright (¢) C_]SHARP CORPORATION. All rights reservex d [—[TIR:]]

The Licence Agreement window will appear. Make sure that you understand the
contents of the licence agreement and then click the [Yes] button.

Read the message in the window that appears and click the [Continue] button.

Installation of the PPD file begins.

After the installation, a message prompting you to restart your computer will appear. Click the [OK] button and restart your
computer.

This completes the installation of the software. Next, configure the printer driver settings.

Select [Chooser] from the Apple Menu.

N
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T — =— (1) Create a printer.
= T @ (1) Click the [LaserWriter 8] icon.

=5

AppleShare Lasertiriter

@

If multiple AppleTalk zones are displayed, select the zone
that includes the printer.

| (2) Click the machine's model name.

. The machine's model name usually appears as
(Cmze, o (3) [SCxxxxxx]. ("xxxxxx" is a sequence of characters that
appleTalk  ® Active varies depending on your model.)

) Inactive 76.2
(3) Click the [Create] button.

Printer Model:
SHARP MX-xxxx.PPD

* If the above dialog box does not appear and you return to the "Chooser" dialog box, follow these steps to select the
@ PPD file manually.
(1) Make sure that the machine is selected in the "Select a PostScript Printer" list, and then click the [Setup] button
followed by the [Select PPD] button.
(2) Select the PPD file for your model and click the [Open] button.
(3) Click the [OK] button.

* The PPD file is installed in the [Printer Descriptions] folder in the [Extensions] folder.

Make sure that the machine is selected in the "Select a PostScript Printer" list
and then click the [Setup] button.

Click the [Configure] button.

Current Printer Description File (PPD) Selected:
“SHARP MX-3000¢.PPD”

[__AutoSetup | [ _SelectPPD.. | [ Help ]

[ Printer Info ] [ Cunﬁgul'ek] [ Cancel ]
)

To automatically configure the settings based on the installed machine options that are detected, click the [Auto
Setup] button.

Select a PostScript™ Printer Description File: SeIeCt the PPD file-
[@ Printer Descriptions 3] — English (05 9... (1) Clle the PPD flle for your mOdEl.
[ SHARP MX~-3000x.PPD |_ Eject 1)
SHARP MX=2000¢.PPD H
% SHARP M- 000CPFD T Toes 1) (2) Click the [Select] button.
[ SHARPMX-3000.PPD | | o
Generic I
(cancer
Select A I L (2)
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Select the machine configuration.
(1) Select the options that are installed on the machine.

(2) Select [Options 2] from the menu to change the screen and continue selecting the options
that have been installed on the machine.

(3) Click the [OK] button.

You can check the options that are installed on the machine by printing out the "All Custom Setting List" in the system

@ settings. (However, note that "Input Tray Options" must be set to the number of trays on the machine.) Follow these
steps to print out the "All Custom Setting List": Press the [SYSTEM SETTINGS] key, touch the [List Print (User)] key,
and then touch the [Print] key of "All Custom Setting List".

Click the [OK] button in the window of step 12 to close the window.

Click the close box (D) to close the "Chooser".

This completes the configuration of the printer driver.

Installing the screen fonts
The screen fonts for Mac OS 9.0 - 9.2.2 are contained in the [Font] folder of the "PRINTER UTILITIES" CD-ROM that
accompanies the PS3 expansion kit. Copy the fonts that you wish to install to the [System Folder] of the startup disk.

@ If you experience problems that may be due to the installed screen fonts, immediately delete the installed fonts from the
system.
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REMOVING THE SOFTWARE

To remove the printer driver or software installed using the installer, follow the steps below.

Windows

Click the [start] button and then click [Control Panel].
In Windows 2000, click the [Start] button, point to [Settings], and click [Control Panel].

Click [Uninstall a program].

* In Windows XP/Server 2003, click [Add or Remove Programs].
* In Windows 2000, double-click the [Add/Remove Programs] icon.

Select the program or driver that you wish to delete.
For more information, see the manual for the operating system or Help.

Restart your computer.

Mac OS X

Delete the printer that uses the machine's PPD file from the printer list.
To show the printer list, see step 11 and 12 of "MAC OS X" (page 1-109).

Delete the PPD file.

The PPD file has been copied to the following folder on the startup disk.
[Library] - [Printers] - [PPDs] - [Contents] - [Resources] - [en.lproj]
Delete the PPD file of the machine from this folder.

Delete the installation information.

The installation information file has been copied to the following folder on the startup disk.
[Library] - [Receipts]

Delete the [MX-PKX.pkg] file from this folder.

Mac 0S 9.0 -9.2.2

After deleting the icon of the printer that uses the machine's PPD file from the desktop, follow the steps below.

Download the software and save the extracted files in any folder.
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Double-click the [MacOS] folder.

Double-click the [Installer] icon ( &~ ).

Select [Remove] in the Install menu and click the [Remove] button.
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CHAPTER 2

COPIER

This chapter provides detailed explanations of the procedures for using the copy function.

o111 110 1 2-32
BEFORE USING THE MACHINE AS A « OUTPUT MODES 034
i R < OUTPUTMODES. ...
MAKING COPIES USING THE BYPASS
BASE SCREEN OF COPY MODE .. ............ 2-3 TRAY . ettt e e 2-39
COPYING SEQUENCE . ....oeveeennannnnn. 2-6
ORIGINALS ...... . ittt it eennnees 2-9 SPECIAL MODES
« CHECKING THE ORIGINAL SIZE .. ... ...... 2-9
SPECIAL MODES . ... eeeeeeeeaeennnnn, 2-42
PAPER TRAYS. . v o eveeeeeeeeeeeeaennns 2-11
ADDING MARGINS (Margin Shift) ............ 2-45
BASIC PROCEDURE FOR MAKING ERASING PERIPHERAL SHADOWS (Erase) ... .. 2-47
e COPYING EACH FACING PAGE OF A
BOUND DOCUMENT (Dual Page Copy)........ 2-49
MAKINGCOPIES. .........cociiiiiiiienaens 2-12 MAKING COPIES IN PAMPHLET FORMAT
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BEFORE USING THE MACHINE AS A

COPIER

This section provides information that you should know before using the machine as a copier.

BASE SCREEN OF COPY MODE

Touch the [COPY] key in the touch panel to open the base screen of copy mode.
The base screen shows messages and keys necessary for copying, and settings that have been selected.

M

()

@)

4)

(7) (8)
Ky - CE S ;l I
e (10)
@ Came—(11)
= : E@-— (12)
®— i QL
r=E—— ([ ouick Pl | g (13)
(4) —8 Original Paper Select
o———ell Il o
®)

Mode Select keys

Use these keys to switch between copy, image send, and
document filing modes.

If you wish to switch to copy mode, touch the [COPY]
key.

Output display

When one or more output functions such as sort, group,
staple sort, or saddle stitch have been selected, this
shows the icons of the selected functions.

1" OUTPUT (page 2-32)

[Exposure] key

This shows the current copy exposure and original type

settings. Touch this key to change the exposure or

original type setting.

I CHANGING THE EXPOSURE AND ORIGINAL
IMAGE TYPE (page 2-22)

[Copy Ratio] key
This shows the current copy ratio. Touch this key to
adjust the copy ratio.

I REDUCTION/ENLARGEMENT/ZOOM (page 2-24)

2-3

(®)

6)

@

[Original] key

Touch this key to enter the original size manually.

When an original is placed, the detected original size is
displayed. If the original size is set manually, the set size
appears.

I=" ORIGINAL SIZES (page 2-28)

[Paper Select] key

Touch this key to change the paper (tray) that is used.
The tray, paper size, and paper type will appear. Trays 1
to 5 can also be touched in the paper size display to open
the same screen.

I" PAPER TRAYS (page 2-11)

Original feed display

This appears when an original is inserted in the
automatic document feeder.

Contents
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(10)

(11)

(12)

Paper select display

This shows the size of paper loaded in each tray.

For the bypass tray, the paper type appears above the
paper size.
The selected tray is highlighted.
The approximate amount of paper in each tray is
indicated by EI . Trays 1 to 5 can be touched to open
the same screen as when the [Paper Select] key is
touched.

I=" PAPER TRAYS (page 2-11)

Number of copies display
This shows the number of copies set.

[Special Modes] key

Touch this key to select special modes such as Margin
Shift, Edge Erase, and Dual Page Copy.
I=" SPECIAL MODES (page 2-42)

[2-Sided Copy] key

Touch this key to select the 2-sided copying function.
I AUTOMATIC 2-SIDED COPYING (page 2-16)
[Output] key

Touch this to select an output function such as sort,

group, offset, staple sort, saddle stitch, punch, or fold.
I=" QUTPUT (page 2-32)

(13)

(14)

COPIER

Customized keys

The keys that appear here can be changed to show
settings or functions that you prefer. The following keys
appear by factory default:

I Customizing displayed keys (page 2-5)

[File] key, [Quick File] key

Touch one of these keys to use the File function or Quick
File function of document filing mode. These are the
same [File] and [Quick File] keys that appear when the
[Special Modes] key is touched. For information on the
document filing function, see "6. DOCUMENT FILING".

[Preview] key

Touch to view a preview image of a copy in the touch

panel before printing the copy.

I5" CHECKING A PREVIEW IMAGE OF A COPY
(Preview) (page 2-129)

The screen explained in this section appears when a saddle stitch finisher, and large capacity tray are installed. The image

will vary depending on the equipment installed.

Tray during paper feeding

Do not pull out a tray while paper is being fed from the tray. This will cause a paper misfeed.

Identifying the tray that is being used to feed paper
(1) While paper is feeding, the job status display of the system bar on the touch panel screen will show the number of

the tray that is being used to feed paper.

(2) The tray being used to feed paper also appears in green in the paper size display in the base screen on the touch

panel.

Base screen

Special Modes
-
w@&? 2-Sided Copy
- : Plain
— .
no =l B
A4
B e ]
A3 1)
Copy Ratio I Original Paper Select
100% —

(1)

)

2-4

Job status display on the system bar
Shows the number of the tray being used to feed paper.

Paper size display
Shows the tray being used to feed paper in green.

Contents
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Customizing displayed keys

Special mode keys and other keys can be displayed in the base screen. By assigning frequently used functions to these
keys, you can access the functions with a single touch. To change the function that is assigned to a key, use "Customize
Key Setting" in the Web pages.

When "Erase”, "Margin Shift", and "Mirror Image" are assigned to the customized keys

Special Modes
) -
wﬂw 2-Sided Copy
= Plain
|
e
Ad
LAS L)

These 3 keys can be changed

as desired.
Copy Ratio Original Paper Select Mirror Image
Q
100%

” System Settings (Administrator): Customize Key Setting
Registration is performed in [System Settings] - [Operation Settings] - "Customize Key Setting" in the Web page menu.

Checking what special modes are selected

The key appears in the base screen when one or more special modes are selected.
The key can be touched to display the selected special modes. To close the screen, touch the [OK] key.

Special Modes Function Review [ OK ]‘
) . Shift:Right
w That 2-Sided Copy Margin SRift  pponc:1omm/Back:10mn
= Klairi Edge :10mm
: = . Edge:
ese Cantre:10mm

1
L= -
- o 1
Front:2-Sided/Back:Insert
RAuto :
Auto L B m Covers/INserts *pncertion A:10 Page/B:10 Page
—
’

Copy Ratio Original Paper Select
)
100% —

2-5
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COPYING SEQUENCE

This section explains the basic procedure for copying. Select settings in the order shown below to ensure that the copy
operation takes place smoothly.
For detailed procedures for selecting the settings, see the explanation of each setting in this chapter.

Place the original.

Place the original in the document feeder tray of the automatic
document feeder, or on the document glass.

* Depending on the copy functions used, there are also cases
where functions are selected before the original is placed.

¥

Basic copy settings

Auto

Copy Ratio Original Paper Select
[
100%

Preview

Select the basic copy settings.

The main settings are as follows:

* Exposure and original type 5 CHANGING THE
EXPOSURE AND ORIGINAL IMAGE TYPE (page 2-22)

¢ Copy ratio 5" REDUCTION/ENLARGEMENT/ZOOM

(page 2-24)
« Original size B2 ORIGINAL SIZES (page 2-28)
* Paper Settings =" PAPER TRAYS (page 2-11)

¥

2-sided copy settings

2-Sided Copy

[ OK

(1]:[1)

1=
b 22

EEEEREE)

Select settings as needed for 2-sided copying and 2-sided
scanning of the original.
I AUTOMATIC 2-SIDED COPYING (page 2-16)

2-6
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Output settings

Output

Offset
Tray

v

Offset

~
E%a‘ﬁ? J

2

Sort

Staple
Sort

J=@

el

Group

Saddle
Stitch

@ o

Select copy output settings.
The main settings are as follows:
¢ Sort mode ¥ Sort mode (page 2-34)
¢ Group mode 5 Group mode (page 2-34)
» Offset mode = Offset function (page 2-34)
* Staple sort mode
I=5"Staple sort function / Saddle stitch function (page 2-35)
* Pamphlet staple function
I=5"Staple sort function / Saddle stitch function (page 2-35)
¢ Punch function B Punch function (page 2-38)
« Fold function ¥ Paper folding function (page 2-37)

¥

Special mode settings

| Special Modes

Margin Shift

[ Dual Page

Copy

Pamphlet Copy

&

Covers/Inserts

Transparency

Inserts

Book Copy

[ ]
[ J
[ J
[ J

Tab Copy Card Shot

l
]
l
]

[ Multi Shot

Select special modes such as "Margin Shift" and "Erase".
I=" SPECIAL MODES (page 2-42)

¥

Number of copies (sets) setting

®OO®G
PEO®
SICJOIC)

g
~J

Special Modes
2-Sided Copy

Plain

Set the number of copies (number of sets).

¥

Start copying.

Start scanning the original(s) and making copies.

Press the [START] key.

2-7
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* When one or more special modes are selected, the key appears in the base screen. Touch the key to display a
list of the selected special modes. This lets you check what special modes are selected and the settings of each mode.
I Checking what special modes are selected (page 2-5)

* To store a copy job using the document filing function, select copy settings and then touch the [File] key or the [Quick File]
key.

To cancel all settings, press the [CLEAR ALL] key (C?)).

When the [CLEAR ALL] key ( ) is pressed, all settings selected to that point are cleared and you will return to the base
screen.

To stop scanning of the original and copying, press the [STOP] key ().

When the [STOP] key () is pressed, a message will appear asking you if you want to cancel the job. Touch the [Yes] key
in the message screen.

2-8
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ORIGINALS
CHECKING THE ORIGINAL SIZE

When [Auto] appears in the [Original] key, the size of the placed original is automatically detected. The machine automatically
detects the original size when an original is placed and displays the size in the [Original] key in the base screen.

Example of base screen
The original size is displayed.

Special Modes

Exposure

Auto

(A) "Auto" appears when the automatic original detection function is
operating.

CO - ina s (B) The original size is displayed. An icon shows the orientation of
| o—I —— the original.

(A) (B)

Standard sizes

Standard sizes are sizes that the machine can automatically detect. The standard sizes are set in "Original Size
Detector Setting" in the system settings (administrator). The factory default setting is "Inch-1".

List of original size detector settings

Standard sizes (detected original sizes)
Selections Document feeder tray
Document glass .
(automatic document feeder)
AB-1 A3, A4, A4R, A5, B4, B5, B5R A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
8-1/2" x 14", 11" x 17"
AB-2 A3, A4, A4R, A5, B5, B5R, 216 mm x 330 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13") 11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-3 A4, A4R, A5, B4, 8K, 16K, 16KR A3, A4, A4R, A5, B4, 8K, 16K, 16KR, 8-1/2" x 11",
11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-4 A3, A4, A4R, A5, B5, B5R, A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
216 mm x 340 mm (8-1/2" x 13-2/5") 11" x 17", 216 mm x 340 mm (8-1/2" x 13-2/5")
AB-5 A3, A4, A4R, A5, B5, B5R, A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
216 mm x 343 mm (8-1/2" x 13-1/2") 11" x 17", 216 mm x 343 mm (8-1/2" x 13-1/2")
Inch-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
5-1/2" x 8-1/2" 5-1/2" x 8-1/2", A4, A3
Inch-2 11" x 17", 8-1/2" x 13" (216 mm x 330 mm), 11" x 17", 8-1/2" x 13" (216 mm x 330 mm),
8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2", A4, A3
Inch-3 11" x 17", 8-1/2" x 13-2/5" (216 mm x 340 mm), 11" x 17", 8-1/2" x 13-2/5" (216 mm x 340 mm),
8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2", A3, A4

* When the automatic original detection function is operating and the original is a non-standard size (an inch size or special
@ size), the closest standard size may be displayed or the original size may not appear. In this event, manually set the
correct original size.
I SPECIFYING THE ORIGINAL SIZE (page 2-28)

* When placing a non-standard size original on the document glass, you can make it easier for the size to be detected by
placing a blank sheet of A4 (8-1/2" x 11), B5 (5-1/2" x 8-1/2"), or other standard size of paper on top of the original.

2-9
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Standard original placement orientations

Place originals in the document feeder tray or on the document glass so that the top and bottom of the original are
oriented as shown in the illustration. If the original is not oriented correctly and a function such as stapling is selected,
the staple positions may not be correct. For more information on placing the original, see "ORIGINALS" (page 1-44) in
"1. BEFORE USING THE MACHINE".

[Example 1]
Document feeder tray Document glass
Place the originals =] =T
with the corners
aligned here. I ]
m =
[ T
[Example 2]

Document feeder tray

Place the originals
with the corners
aligned here.

I

Y i==i==1
|

Automatic copy image rotation (Rotation Copy)

If the orientation of the original and paper are different, the original image will be automatically rotated 90 degrees to
match the paper. (When an image is rotated, a message is displayed.)

[Example]
Orientation of Orientation The image is rotated
placed original of paper 90 degrees
IR —> 7
The original seen The paper seen
from behind from behind

This function operates in both auto paper selection mode and auto image mode. Rotation can be disabled using
"Rotation Copy Setting" in the System Settings (Administrator).

2-10
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PAPER TRAYS

The machine is set to automatically select a tray that has the same size of paper as the size of the placed original
(automatic paper tray selection).
If the correct paper size is not selected or you wish to change the paper size, you can select the paper tray manually.

Touch the [Paper Select] key.

Paper Select

— 35,
@ You can also touch the paper size display (A) to open the paper tray settings.
(A)
|

)
—

_- == Output
: —

Auto " File

Quick File
Copy Ratio Original Paper Select

100% —_—

(1I) 2 Select the tray that you want to use.

|
B 1| (1) Touch the key of the desired tray.
(2) Touch the [OK] key.

1A 2.8 @ = mad You will return to the base screen and the selected tray
Plain Plain Plain will be highlighted.

Paper Tray Bypass Tray

If the selected tray runs out of paper during a copy job and there is another tray that has the same size and type of paper,
that tray will be automatically selected and the copy job will continue.

To return to automatic paper tray selection after selecting a tray manually, press the [CLEAR ALL] key ( )-

System Settings (Administrator): Initial Status Settings (Paper Tray)
Use this setting to change the tray that is selected by default.

2-11
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BASIC PROCEDURE FOR MAKING

COPIES

This section explains the basic procedures for making copies, including selection of the copy ratio and other copy
settings.

MAKING COPIES

USING THE AUTOMATIC DOCUMENT FEEDER TO
MAKE COPIES

This section explains how to make copies (1-sided copies of 1-sided originals) using the automatic document feeder.

Place the originals face up in the
document feeder tray with the edges
aligned evenly.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line
on the tray.

Indicator
line

Check the paper to be used.

Make sure that the desired paper (tray) is selected.
. To change the paper (tray), touch the [Paper Select] key.
e —— " PAPER TRAYS (page 2-11)

Auto

@ Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

2-12
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Set the number of copies (humber of
sets) with the numeric keys.

g

7

006
999
DO

@ * Up to 999 copies (sets) can be set.
* A single copy can be made even if "0" appears for the number of copies.

If an incorrect number of copies is set...
Press the [CLEAR] key (@) and then enter the correct number.

Press the [START] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

2-13
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MAKING A COPY USING THE DOCUMENT GLASS

To make a copy of a book or other thick original that cannot be scanned with the automatic document feeder, open the
automatic document feeder and place the original on the document glass. This section explains how to make a copy
(1-sided copy of a 1-sided original) using the document glass.

; Open the automatic document feeder,
Original size place the original face down on the

document glass, and then gently close
the automatic document feeder.

Document glass scale Document glass scale

4 mark 4 mark
[ [
A5
(5-1/2" X 8-112) B5R
A4R (8-1/2" x 11°R)
B5 B4 (8-1/2" x 14")
A4 (8-1/2"x 11") A3 (11" x 17")

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

¢ Place the original in the appropriate position for its size as
shown above.

* After placing the original, be sure to close the automatic
document feeder. If left open, parts outside of the original will
be copied black, causing excessive use of toner.

Do not place any objects under the original size detector. Closing the automatic document feeder with an object
underneath may damage the original size detector plate and prevent correct detection of the document size.

Check the paper to be used.

Make sure that the desired paper (tray) is selected.
To change the paper (tray), touch the [Paper Select] key.
I PAPER TRAYS (page 2-11)

Special Modes

2-Sided Copy

Exposure

Auto

Quick File

Copy Ratio Original

100%

o
i
- o
kel
£
o

Preview

Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

2-14
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s 7 Set the number of copies (humber of
%%% sets) with the numeric keys.
(emeiat s
QIOIO,
E@®
Plain

@ e Up to 999 copies (sets) can be set.
* A single copy can be made even if "0" appears for the number of copies.

If an incorrect number of copies is set...
Press the [CLEAR] key (@ ) and then enter the correct number.

Press the [START] key.

Normally copying will start.
Depending on the copy settings (2-sided copying, etc.), copying may not begin until all originals have been scanned. In this
case, go to the next step.

Remove the original and place the next original, and then press the [START] key.
Repeat this step until all originals have been scanned.

Touch the [Read-End] key.

Place next original. Press [Start].
When finished, press [Read-End].

@ To cancel scanning of the original and copying...
Press the [STOP] key ().

2-15
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AUTOMATIC 2-SIDED COPYING

USING THE AUTOMATIC DOCUMENT FEEDER TO
MAKE 2-SIDED COPIES

Originals Copies Originals Copies Originals Copies

-8 @]-@] B¢

@

Automatic 2-sided copying of 1-sided Automatic 2-sided copying of 2-sided 1-sided copying of 2-sided originals
originals originals

@J

Copying onto both sides of a sheet saves paper.

- Place the originals face up in the
Indicator ——I__ document feeder tray with the edges
line ) aligned evenly.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line
on the tray.

Touch the [2-Sided Copy] key.

2-16
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(1) (2) Select the 2-sided copy mode.

2-sided copy e (1) Touch the key of the desired mode.
S : Automatic 2-sided copying of 1-sided originals
— : Automatic 2-sided copying of 2-sided originals
: 1-sided copying of 2-sided originals

e (2) Touch the [OK] key.

Rl =o RIEEREEN

@ To make 2-sided copies of a 1-sided portrait original placed horizontally, or to invert the reverse side with respect to
the front side when copying a 2-sided original, touch the [Binding Change] key.
I Using the [Binding Change] key (page 2-18

Check the paper to be used.
= T Make sure that the desired paper (tray) is selected.
S i To change the paper (tray), touch the [Paper Select] key.
e I I¥" PAPER TRAYS (page 2-11)
Auto £ File
. Quick File
Copy Ratio Original
—
Depending on the size of the placed original, there may be cases where the same size of paper as the original is not

~

] HRALE

@ selected automatically. In this event, change the paper size manually.

Set the number of copies (humber of
sets) with the numeric keys.

®OO®O
OEO®
®EeO

@ e Up to 999 copies (sets) can be set.
* If you are only making a single copy, the copy can be made with the copy number display showing "0".

If an incorrect number of copies is set...
Press the [CLEAR] key (@ ) and then enter the correct number.

Press the [START] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@).

2-17
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Using the [Binding Change] key

—

Originals Binding Change is used Binding Change is not used
The reverse side The reverse side
is upside down. A is not upside
down.
/
[
A=l | _x

w

Select this when
the pages will be
bound into a
tablet.

Select this when
the pages will be

bound into a
booklet.

2-18
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AUTOMATIC 2-SIDED COPYING USING THE
DOCUMENT GLASS

Originals Copies

-

Automatic 2-sided copying of 1-sided

||||||||||||||J

originals
7 Open the automatic document feeder,
Original size place the original face down on the
detector document glass, and then gently close

the automatic document feeder.

Document glass scale Document glass scale
4 mark 4 mark
[ [
A5
(5-1/2" x 8-112") B5R
A4R (8-1/2" x 11"R)
B5 B4 (8-1/2" x 14")
A4 (8-1/2" x 11") A3 (11" x17")

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

¢ Place the original in the appropriate position for its size as
shown above.

* After placing the original, be sure to close the automatic
document feeder. If left open, parts outside of the original will
be copied black, causing excessive use of toner.

@ Do not place any objects under the original size detector. Closing the automatic document feeder with an object
underneath may damage the original size detector plate and prevent correct detection of the document size.

Touch the [2-Sided Copy] key.

2-Sided Copy
‘h

Exposure

Auto

Copy Ratio
100%
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(1) () Select the 2-sided copy mode.
(1) Touch the [1-Sided to 2-Sided] key.
- (2) Touch the [OK] key.

2 @um
=

2-Sided Copy

]

(0D oo | I

@ The [2-Sided to 2-Sided] key and [2-Sided to 1-Sided] key cannot be used when copying from the document glass.

@ Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

Set the number of copies (humber of
sets) with the numeric keys.

]
~

Special Modes
2-Sided Copy

®O®O
CEO®
SJOIOIC)

@ ¢ Up to 999 copies (sets) can be set.
¢ A single copy can be made even if "0" appears for the number of copies.

If an incorrect number of copies is set...
Press the [CLEAR] key (@) and then enter the correct number.

Press the [START] key.

Scanning begins.

_ Check the paper to be used.
Special Modes
7 PReTER Make sure that the desired paper (tray) is selected.
== i To change the paper (tray), touch the [Paper Select] key.
e A S L I PAPER TRAYS (page 2-11)
Auto N File
: Quick File
Copy Ratio Original
S
Preview

Remove the original and place the next original, and then press the [START] key.

Repeat this step until all originals have been scanned.
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Touch the [Read-End] key.

Place next original. Press [Start].
When finished, press [Read-End].

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

System Settings (Administrator): Initial Status Settings (2-Sided Copy)
The default 2-sided copy mode can be changed.
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CHANGING THE EXPOSURE AND ORIGINAL
IMAGE TYPE

The exposure and original image type can be selected to obtain a clear copy.

AUTOMATIC ADJUSTMENT OF THE EXPOSURE AND
ORIGINAL TYPE

Automatic exposure adjustment operates by default to automatically adjust the exposure level and original type as
appropriate for the original being copied. ("Auto" is displayed.)
Automatic adjustment takes place to enable optimum copying.

Special Modes
w7,
wﬂ&z 2-Sided Copy
Fl
=

e
A
. A3 U
Quick File

Copy Ratio Original Paper Select
[
100% -

SELECTING THE ORIGINAL TYPE AND MANUALLY
ADJUSTING THE EXPOSURE

If you wish to select the original type or manually adjust the exposure, touch the [Exposure] key in the base screen of
copy mode and follow the steps below.

— ]| Select the original image type.
[ o | Touch the appropriate original image type key for the original.

S

1 T

{ B Text ]
{ Printed ]

Photo

Text/
[ Prtd.Photo { EI Text/Photo]
[ B  Photo ] { Map ]

Manual

Scan
Resolution

@ Original image type select keys

Mode Description

Text Use this mode for regular text documents.

Text/Prtd. Photo This mode provides the best balance for copying an original which contains both text and
printed photographs, such as a magazine or catalogue.

Text/Photo This mode provides the best balance for copying an original which contains both text and
photographs, such as a text document with a photo pasted on.

Printed photo This mode is best for copying printed photographs, such as photos in a magazine or catalogue.

Photo Use this mode to copy photos.

Map This mode is best for copying the light colour shading and fine text found on most maps.
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T o Adjust the exposure level.

Touch the E] key to make the copy darker.
Touch the @ key to make the copy lighter.
Original Image Type

Text/
B et [ S s { 2] Text/Photo]

{ Printed ] [El Photo ] {5?& Map ]

Photo

—

Scan
Resolution

Guidelines for the exposure level when [Text] is selected:
1to 2: Dark originals such as a newspaper

3: Normal density originals

4 to 5: Originals written in pencil or light coloured text

— )| Touch the [OK] key.

Manual Original Image Type
Text/
3 Text/Photo
@ o=l [ Prtd.Photo { EI f ]

(B 5 | (A oo | (@ = |

Scan
Resolution

e If [Auto] is selected but the darkness or lightness of the image does not seem quite right...
@ If the image seems too light or too dark when [Auto] is selected, the exposure level can be adjusted using "Copy Exposure
Adjustment” in the system settings (administrator).
* To change the resolution...
When making a full-size copy, you can press the [Scan Resolution] key to select the scanning resolution.

» System Settings (Administrator): Initial Status Settings (Exposure Type)
This is used to change the default original image type.
» System Settings (Administrator): Copy Exposure Adjustment
The exposure level used for automatic exposure adjustment can be adjusted.
» System Settings (Administrator): 600dpiX600dpi Scanning Mode for Document Feeder/Quick Scan from
Document Glass
The default resolution setting can be changed.
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REDUCTION/ENLARGEMENT/ZOOM
AUTOMATIC RATIO SELECTION (Auto Image)

This section explains the automatic ratio selection function (Auto Image), which automatically selects the ratio to match
the paper size.

When the paper tray is manually changed, the [Auto Image] key appears in the base screen of copy mode. Touch the
[Auto Image] key to have the reduction or enlargement ratio automatically selected based on the original size and the
selected paper size.

First place the original and select the paper tray, and then touch the [Auto Image] key.

Special Modes
2-Sided Copy
e
Copy Ratio
P
100% —

The selected ratio will appear in the ratio display.

@ * If the message "Rotate original from B to " is displayed, change the orientation of the original as indicated in the
message.

* For a non-standard size original, the size must be entered in order to use Auto Image.

* To cancel automatic ratio selection...
@ Touch the [Auto Image] key so that it is no longer highlighted.
* To return the ratio to 100%...
To return the ratio setting to 100%, touch the [Copy Ratio] key to display the ratio menu and then touch the [100%)] key.

System Settings (Administrator): Initial Status Settings (Copy Ratio)
This is used to change the default copy ratio.
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MANUALLY SELECTING THE RATIO (Preset
ratios/Zoom)

Touch the [Copy Ratio] key in the base screen of copy mode to select one of five (or four) preset enlargement ratios or
five (or four) preset reduction ratios (maximum 400%, minimum 25%).
In addition, the zoom keys can be used to select any ratio from 25% to 400% in increments of 1%.

Set the ratio.

Touch a preset ratio key and/or the zoom keys to set the ratio.
There are two setting screens. Use the keys to switch
between the screens.

@® 1st screen

e Enlargement keys:
115%, 122% and 141% (for the AB system).
121% and 129% (for the inch system).
Ba Ban * Reduction keys:
2 70%, 81% and 86% (for the AB system).

1
B5 4 A5 ~F - 2
. - o . 64% and 77% (for the inch system).
A3 4+ B4 Ad 4 A3

Copy Ratio { 0K ]|

{ Auto Image ][ XY Zoom ]

® 2nd screen

(A) ¢ Enlargement keys (2 to 4 ratios)
200%, 400%, any ratio (max. of two)
copy 5[0 = * Reduction keys (2 to 4 ratios)

25%, 50%, any ratio (max. of two)
* [100%] key

=
- =
S
o

[ Auto Image ][ XY Zoom

* (A) keys
@ The keys marked (A) can be set to show any ratio using "Add or Change Extra Preset Ratios" in the system settings
(administrator).

* To quickly select a ratio, touch a reduction or enlargement key to select a ratio close to the desired ratio and then
use the zoom keys for fine adjustment.

* The zoom keys can be used to select any ratio from 25% to 400% in increments of 1%.
Touch the key to increase the ratio, or the key to decrease the ratio. (If you continue to touch the /
key, the ratio will change automatically. After 3 seconds, the ratio will change rapidly.)

* As an alternative to touching the keys, you can also directly touch the numeric value display key and
change the value with the numeric keys.

* If the message "Image is larger than the copy paper." appears when an enlargement ratio is selected, the image
may not fit on the paper.
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Copy Ratio

B4 = BS
A3 = A4

B5 = AS
Bd = A4

A4 = BS
A3 = B4

75 B BS = A4
% B
B | o
7] A5=+B5
e | BS B4
6155 5| naans
100%

{ Auto Image ][

XY Zoom ]

-

©® -

Touch the [OK] key.

After touching the [OK] key, make sure that a paper size
suitable for the ratio is selected.

When the automatic document feeder is used, the vertical and horizontal ratio selection ranges are both 25% to 200%.

To return the ratio to 100%...
To return the ratio setting to 100%, touch the [Copy Ratio] key to display the ratio menu and then touch the [100%] key.

@O |®

preset ratio can also be changed.

System Settings (Administrator): Add or Change Extra Preset Ratios
Two enlargement preset ratios (101% to 400%) and two reduction preset ratios (25% to 99%) can be added. An added
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ENLARGING/REDUCING THE LENGTH AND WIDTH
SEPARATELY (XY Zoom)

The XY Zoom feature allows the horizontal and vertical copy ratios to be changed separately.
Both the horizontal and vertical ratios can be set from 25% to 400% in increments of 1%.
Touch the [Copy Ratio] key in the base screen of copy mode and then follow the steps below.

When 50% is selected for the horizontal ratio and 70% is selected for the vertical ratio
Original Copy

P =) A

— - | Touch the [XY Zoom] key.

Copy Ratio

B44BS (T 100 B Ti5s | BSR4
A3 A4 B4 423 i
BS 4 A5 A5 4 B5 2
B4 = A4 Zoom 1225 | s ams
24485 BS . B4

[ Auto Image ][ XY _zoom ]
11

=

2 M, @3) @) Set the horizontal and vertical ratios.
|
Copy Fatic > ] (1) Touch the [X] key.
X¥ 200 ([ comcel | The [X] key will be highlighted and the horizontal ratio can
ﬁ: % be set.

(2) Touch one of the preset ratio keys (A) and the
zoom keys (B) to set the X (horizontal) ratio.
(A) A touched preset ratio key will not be highlighted.
(B) The zoom keys can be touched to set the ratio from
25% to 400% in increments of 1%.
(3) Touch the [Y] key and set the Y (vertical)
ratio in the same way as the [X] key.

(4) Touch the [OK] key.
After touching the [OK] key, make sure that a paper size
suitable for the ratio is selected.

& o - &

77%

¢ To quickly select a ratio, touch a preset ratio key (A) to select a ratio close to the desired ratio and then use the
@ zoom keys (B) for fine adjustment.
¢ As an alternative to touching the keys, you can also directly touch the numeric value display key and
change the value with the numeric keys.

@ When the automatic document feeder is used, the vertical and horizontal ratio selection ranges are both 25% to 200%.

To cancel an XY zoom setting...
To cancel an XY Zoom setting, touch the [XY Zoom] key or the [Cancel] key.
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ORIGINAL SIZES
SPECIFYING THE ORIGINAL SIZE

When the original size is a non-standard size or is not detected correctly, manually specify the original size.
Touch the [Original] key in the base screen of copy mode and then follow the steps below.

Specifying an inch original size
(1) Touch the appropriate original size key.

1) ()
— hlﬁ‘ (2) Touch the [OK] key.
i
s J(C = J(_ = ] I
( BS ][ AR |
216x340 | 216x343 l
I Size Input ] I Custom Size ]

Specifying an AB original size

(1) Touch the [AB < Inch] key.

e T W ﬁ(i)ﬁ (2) Touch the appropriate original size key.
(3) Touch the [OK] key.
=11 |u

Specifying a non-standard original size

Moo — | Touch the [Size Input] key.
Auto E
» ) [ e J[_ & ] {l
e D ) o
[ B5 ][ A4R ]
[ 216x340 ][ 216x343 ]
=
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(1), (2

Original

Size Input

Cancel

(1-11 5/8)
inch

B =
“[8
— IS

[«
3

Enter the original size.

(1) Enter the X (horizontal) dimension of the
original.
Touch the X (width) numeric value display key to open a
number entry screen. Enter the width of the original with
the numeric keys, and touch the [OK] key in the number
entry screen. When the document glass is used, a
number from 25 mm to 432 mm (1" to 17") can be
entered.
When the automatic document feeder is used, a number
from 140 mm to 432 mm (5-1/2" to 17") can be entered.
If the horizontal dimension of the original is less than 140
mm (5-1/2"), use the document glass.

(2

Enter the Y (vertical) dimension of the
original.

Touch the Y (height) numeric value display key to open a
number entry screen. Enter the height of the original with
the numeric keys, and touch the [OK] key in the number
entry screen. When the document glass is used, a
number from 25 mm to 297 mm (1" to 11-5/8") can be
entered.

When the automatic document feeder is used, a number
from 131 mm to 297 mm (5-1/8" to 11-5/8") can be
entered.

If the vertical dimension of the original is less than 131
mm (5-1/8"), use the document glass.

Touch the [OK] key.

You will return to the base screen.
Make sure that the entered dimensions appear in the
[Original] key.

3)

STORING FREQUENTLY USED ORIGINAL SIZES

You can save special original sizes that you frequently use. This section explains how to store, retrieve, change, and
delete special original sizes.

Storing original sizes (editing/clearing)

Up to 12 special original sizes can be stored.

Touch the [Original] key in the base screen of copy mode and then follow the steps below.

Original

[ ]

(=

Manual

AS

B5R [ B4

ASR

A4 [ A3

B5

A4R

216x340

(
(
(
(

U SN W S

(
(
(
(

216x343

J
)
)
J

Size Input I

=/

Touch the [Custom Size] key.
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Original

Custom Size

{ X254 Y210 ] [

(

) (

(

) (

Recall

Store the original size.
(1) Touch the [Store/Delete] tab.

(2) Touch a key for storing a custom original
size.
Touch a key that does not show a size ([: ).

If you wish to edit or clear a previously stored key...
Touch the key that you want to edit or clear. The following screen will appear.

A custom size has already been stored

in this location.

[ Cancel

][ pelete wodify |

=

* To edit the key, touch the [Amend] key and go to the next step.
¢ To clear the key, touch the [Delete] key. Make sure that the original size has been cleared and touch the [OK] key.

1),

(©)

Original

[

Size Input

Cancel

JC o

i

Enter the original size.

(1) Enter the X (horizontal) dimension of the
original.
Touch the X (width) numeric value display key to open a
number entry screen. Enter the width of the original with
the numeric keys, and touch the [OK] key in the number
entry screen. A dimension from 25 mm to 432 mm (1" to
17") can be entered.

Enter the Y (vertical) dimension of the
original.

Touch the X (width) numeric value display key to open a
number entry screen. Enter the width of the original with
the numeric keys, and touch the [OK] key in the number
entry screen. A dimension from 25 mm to 432 mm (1" to
17") can be entered.

(3) Touch the [OK] key.

(2

@ You can also touch the [ [«] keys to change the number.

@ The stored original size will be retained even if the main power is turned off.

S

To cancel the operation...
Press the [CLEAR ALL] key ((A)).
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Retrieving a stored original size

To retrieve a stored original size, touch the [Original] key in the base screen of copy mode and perform the steps below.

Touch the [Custom Size] key.

| Original { oK ]|
N
= =) B {l
{ ASR ] [ A4 ] A3 I;:h
o N |
[ 26340 | [ 216083 |
=/
) (1) ) Retrieve the desired stored original size.
1
[ortatoat = (1) Touch the [Recall] tab.
S Lo ] (2) Touch the key of the original size that you
d wish to retrieve.
R

(3) Touch the [OK] key.

-l‘ I Recall I l Store/Delete ]

To cancel the operation...
@ Press the [CLEAR ALL] key (€4)).
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OUTPUT

To select output functions and the output tray, touch the [Output] key in the base screen of copy mode. Output functions
that can be selected are sort, group, offset, staple sort, saddle stitch, and punch. All explanations of the settings below
assume that a saddle stitch finisher is installed.

(6) (7)

Loutput [ &{J
(1) Of,ii:f/ D‘J‘ ‘ Centre (9)
EZL]‘}A;]

12

Tray

(3) ISOrt
(@) —o g ) o)z (5 ]— i—0)

(5) =———e i |p O e &=—(11)
(®)
(1) [Offset Tray] key (8) [Saddle Stitch] key
Output is delivered to the offset tray. The [Offset Tray] This is used to staple and fold each set of copies at the
key is automatically selected when the [Staple Sort] key centreline.
is selected. I Staple sort function / Saddle stitch function (page
2-35)

(2) [Offset] key

o ) When this key is touched, the saddle stitch setting screen
This is used to offset each set of output from the previous

appears. (Only when "Automatic Saddle Stitch" is

set. ) enabled in the system settings (administrator).)
The offset function operates when the checkbox is

selected [v] and does not operate when the checkbox is (9) [Centre Tray] key

not selected E] (The offset checkmark is automatically Output is delivered to the centre tray.

cleared when the staple sort function is selected.)

I Offset function (page 2-34) (10) [Punch] key

This is used to punch holes in the output.
(3) [Sort] key I Punch function (page 2-38)
This is used to sort (collate) output into sets.

I Sort mode (page 2-34) (11) [Fold] key

This folds printed output in half. You can choose whether
(4) [Staple Sort] key the output is folded inward or outward.
This is used to sort output into sets, staple each set, and " Paper folding function (page 2-37)
deliver the sets to the tray. (Note that the sets will not be
offset in the output tray.) When this function is selected,
three keys will appear for selecting the staple position.
I Staple sort function / Saddle stitch function (page
2-35)

(5) [Group] key
This is used to group copies by page.
I=" Group mode (page 2-34)
(6) Output display
An icon will appear to indicate the output mode.
(7) [OK] key
Touch this key to close the output screen and return to
the base screen.
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y The keys that appear will vary depending on what peripheral devices are installed.
In addition, it may not be possible to select some keys depending what peripheral devices are installed. If your screen is
different from the screen of previous page, see the screens that follow.

Example
The screen when a finisher or saddle stitch finisher is not installed.

Output ;]OK |

Offset —

&
Offset -

B | sort
i
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This section explains the output modes.

Sort mode

This is used to sort (collate) output into sets.
Example: Sorting the output into 5 sets

Originals Output

1 3 ---’»
alelE i

Set the number of copies (5).

®OGE
QE’@ ®
SIOIOIO)

Touch the [Output] key.

* | *

=

i | sort Touch the [Sort] key.

==

< (5

Press the [START] key.

COPIER

Group mode

This function groups copies by page.
Example: Groups of 5 copies of each page

Originals Output

Set the number of copies (5).

gess
|
SIOIOIC)

<

o
=]
o

g
|
&

Touch the [Output] key.

| < o

=
[

¢ |eow  Touch the [Group] key.

<+ (5

Press the [START] key.

* The sort function is automatically selected when

originals are placed in the automatic document feeder.

* When the Quick File Folder for document filing is
full, copying of a large number of originals using the
sort function will be impeded. Delete unneeded files
from the Quick File Folder.

Offset function

The group function is automatically selected when an
@ original is placed on the document glass.

This function offsets each set of copies from the previous set in the output tray, making it easy to separate sets of copies.
Offset function "ON"

Offset function "OFF"

@ * The offset function can be used when a finisher or saddle stitch finisher is installed.
* The offset function cannot be selected when the staple sort function is selected.
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Staple sort function / Saddle stitch function

The staple sort function sorts output into sets, staples each set, and delivers the sets to the tray.

The saddle stitch function staples each set in 2 places at the centreline and folds the stapled set.

The relations between the stapling positions, paper orientation, permitted paper sizes for stapling, and number of sheets
that can be stapled are shown below.

For original placement orientations, see "Original placement orientation (for the staple sort and punch functions)" (page 2-38).

\ \ =
Staple sort Saddle stitch
Stapling positions Vertically-oriented paper Horizontally-oriented paper
1 staple at top left * Saddle stitch finisher
corner*1 ! ! Applicable paper sizes
A3, B4, A4R, 11" x 17", 8-1/2" x 14",
- 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
- 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R,
8K, 16KR
Number of sheets that can be stapled
1 stapl*e1 at bottom left A3, B4, AdR. 11" x 17", 8-1/2" x 14",
corner 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
. . \ 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R,
. Applicable paper sizes 8K:
A4, B5, 8-1/2" x 11", 16K Max. 50 sheets*2
Number of sheets that can « Finisher
be stapled: Applicable paper sizes
2 staples at left edge Saddle stitch finisher and A3, B4, A4R, 11" x 17", 8-1/2" x 14",
! finisher : 8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
A I Max. 50 sheets*2 : 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R,
. Finisher (3 trays) 8K, 16KR
Max. 100 sheets*2 Number of sheets that can be stapled

A3, B4, A4R, 11" x 17", 8-1/2" x 14",
8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2" x 138", 8-1/2" x 11", 8-1/2" x 11"R,
8K:

Max. 50 sheets*2

Finisher (3 trays)

Applicable paper sizes

A3, B4, A4R, 11" x 17", 8-1/2" x 14",
8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2" x 13", 8-1/2" x 11"R, 8K, 16KR
Number of sheets that can be stapled
A3, B4, A4R, 11"x17", 8-1/2" x 14",
8-1/2" x 13-1/2", 8-1/2" x 13-2/5",
8-1/2" x 13", 8-1/2" x 11"R, 8K

Max. 100 sheets*2
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Stapling positions Vertically-oriented paper Horizontally-oriented paper
Saddle stitch (only with Saddle stitch cannot be used Applicable paper sizes
saddle stitch finisher) . when the paper is oriented 1 A3, B4, A4R, 8-1/2" x 11"R, 8K
\ vertically . Number of sheets that can be stapled:

i Max. 30 sheets*2
I [ll

*1 Finisher or saddle stitch finisher

When the top left corner or the bottom left corner of the paper is stapled in one place, the staple is placed diagonally, except in the
following cases (Diagonal stapling):

* When the top left corner of the paper is stapled in one place when using the following paper sizes: A4R, 8-1/2" x 14", 8-1/2" x
13-1/2", 8-1/2" x 13-2/5", 8-1/2" x 13" and 8-1/2" x 11"R.
Finisher (3 trays)
When the paper is stapled in one place, the staple is placed diagonally regardless of the paper size or paper orientation.
*2 Two sheets (one sheet when pamphlet stapling is performed) of paper up to 256 g/m2 (68 Ibs.) can be stapled as covers. When this
is done, the number of sheets that can be used is two less (one less for saddle stitch) than the stated maximum.

@ * The number of sheets that can be stapled at once includes any covers and/or inserts that are inserted.

* When Mixed Size Original in the special modes is used with the "Same Width" setting, the maximum number of sheets that
can be stapled is 25 for a saddle stitch finisher or 30 for a finisher regardless of the paper size.

* The saddle stitch function can only be used when a saddle stitch finisher is installed.
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Paper folding function

When a saddle stitch finisher is installed, the fold function can be used to fold printed output in half.

Paper sizes that can be folded using the paper folding function are A4R, B4, A3, 8-1/2" x 11"R, 8-1/2" x 14", 11" x 17",
and 8K. For detailed information on the sizes and types of paper that can be folded, see the specifications in the Safety
Guide.

/ %_

T
W
L\

Fold inside Fold outside

Touch the [Fold] key to open the fold settings screen. To fold inward (printed side inside), touch the [Fold Inside] key. To
fold outward (printed side outside), touch the [Fold Outside] key.

| Output { OK ]|

cora 1 ]

Select fold direction for 1-sided copy.
Select fold direction of Side 1 for 2-sided copy.

Fold Inside Fold copies inside.

Fold Outside

i

@ * Special media such as transparency film and tab paper cannot be used.
* When the paper folding function is selected, the staple or hole punch function cannot be used.

* When two-sided printing is disabled in the machine's system settings (administrator), the paper folding function cannot be
used.
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Punch function

If an optional punch module is installed, holes can be punched in output.
Paper size that can be punched is B5R to A3 (7-1/4" x 10-1/2" to 11" x 17"). However, ASW (12" x 18") sized paper and
special media such as transparency film and tab paper cannot be used.

[Examples] [Original 1] [Punch positions]
Al - A
°
[Original 2] [Punch positions]

B =».B

@ The hole punch function cannot be used with the saddle stitch or paper folding function together.

Original placement orientation (for the staple sort and punch functions)

When using the staple sort function or the punch function, the original must be placed as shown below to enable stapling
or punching in the desired position on the paper.

Staple sort Punch
Document feeder tray Document glass Document feeder tray Document glass
One staple (top)
| r——— 7 : AN
\
i ods
2
[T
Two staples
= W% 1| @epiD o))
Gl %)) \
=P il ' [ T E-o:
[ g
One staple (bottom)
= = z - od{)
—] 7| @ree |1 °
- ods
m < abc , @ ——/ | ‘
camiiji B %
B X
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MAKING COPIES USING THE BYPASS TRAY

In addition to plain paper, the bypass tray allows you to make copies on transparency film, tab paper, and other special

media.

For detailed information on paper that can be loaded in the bypass tray, see "IMPORTANT POINTS ABOUT PAPER"
(page 1-27) in "1. BEFORE USING THE MACHINE". For precautions when loading paper in the bypass tray, see
"LOADING PAPER IN THE BYPASS TRAY" (page 1-42) in "1. BEFORE USING THE MACHINE".

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

When placing the originals on the document glass...

After placing the original, be sure to close the automatic
document feeder. If left open, parts outside of the original will
be copied black, causing excessive use of toner.

Place paper in the bypass tray.

Insert the paper with print side face up.

However, if the paper type is "Letter Head" or "Pre-Printed",

load the paper with the print side face up*.

* If "Disabling of Duplex" is enabled in the system settings
(administrator), load the paper in the normal way (face up in
trays 1 to 5; face down in the bypass tray).

When loading A3, B4, A4R, 11" x 17", 8-1/2" x 14", 8-1/2" x 13"
or 8-1/2" x 11"R paper, be sure to pull out the bypass tray
extension. Pull the bypass tray extension all the way out. If the
bypass tray extension is not pulled all the way out, the size of
the loaded paper will not be correctly displayed.

Exposure

Auto

Copy Ratio

100%

Original Paper Select

Touch the [Paper Select] key.
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Check the paper type setting for the
bypass tray. If you need to change the

= = S setting, touch the paper type key.
g If you do not need to change the paper size and type that
] h appear under "Bypass Tray", go to step 7.

1 Select the type of paper used in the
Bypass Tray Type/Size Setting Cancel l bypass tray.

Seiect the paper type. Select the paper type that you will use.

[ Plain [ Pre-Printed ] [ Recycled [ Letter Head ]

J J
[ ere-punched | [ colour | [ Thin Paper | [ Labels |
] ]

[ Heavy Paper [ Transparency] [ Tab Paper

L
2
[ Envelope ]

Heavy Paper : 106 - 209 g/m* (28 lbs.bond, -110 lbs.index)

Set the paper size.

Bypass Tray Type/Size Sething Cox ] (1) Select the paper size.
Size [Auto-Inch] key
Bl [m]-[éfﬁg%gﬁgfﬁgﬁg When the paper placed in the bypass tray is an inch size
— éé;éééf%‘fg?}%%g%é;m) (8-1/2" x 11", etc.), the paper.5|ze \{wll be detected
1117, Bixd1 automatically and an appropriate size set.
X420 Y207 [Auto-AB] key
When the paper inserted in the bypass tray is an AB size
— (A4, etc.), the paper size will be detected automatically

and an appropriate size set.

[Custom Size] key

Touch this key if you wish to enter numeric values for the
size of the loaded paper.

I Enter the paper size of the bypass tray (page 2-41)
[Manual] key

This key can be touched to display the [16K], [16KR], and
[8K] keys. Touch one of these keys if you loaded the
corresponding size of paper.

(2) Touch the [OK] key.

@ If tab paper is selected, check the size. Touch the [Auto-Inch] key or the [Auto-AB] key. When you have finished
checking/changing the setting, touch the [OK] key.
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1M
|

()
|

Paper Tray

1. AL 2. AL

’ = =
Plain Plain

Bypass Tray

Recycled

[3. B = Plain

Select the bypass tray.

(1) Touch the paper size key of the bypass tray.
(2) Touch the [OK] key.

Press the [START] key.

Scanning begins.

* If the originals were placed in the document feeder tray, the originals are copied.

* If you placed the originals on the document glass, scan each page one page at a time.
When using sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
press the [Read-End] key.

®

To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

Enter the paper size of the bypass tray

When the [Custom Size] key is touched, the paper size entry screen appears.

Touch the X (width) numeric value display key to open a
number entry screen. Enter the width of the paper with
the numeric keys, and touch the [OK] key in the number
entry screen.

Touch the Y (height) numeric value display key to open a
number entry screen. Enter the height of the paper with
the numeric keys, and touch the [OK] key in the number
entry screen.

| Bypass Tray Type/Size Setting [ OK ]

Size Input { OK ]

!
X420 Y297

=) (4

* You can also touch the E] E] key to change the number.

» Stored custom paper sizes appear in the keys on the left side of the screen. Custom paper sizes are stored in the system
settings. For details, see "Paper Tray Settings" (page 7-13) in "7. SYSTEM SETTINGS". If the key for the size that you
wish to enter appears, touch that key.

@
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This chapter explains Margin Shift, Erase, Dual Page Copy, and other special modes.

SPECIAL MODES

When the [Special Modes] key is pressed in the base screen, the special modes menu screen appears. The special
modes menu consists of two screens. Touch the keys to move between the screens. After selecting special

mode settings, touch the [OK] key in the special modes menu screen to complete the settings and return to the base
screen of copy mode.

Special modes menu (1st screen)

M

()

@)

4

®)

(6)

@)

Special Modes
E-hﬂ

Copy Ratio Original Paper Select
)
100% P

[Margin Shift] key
1= ADDING MARGINS (Margin Shift) (page 2-45)

Auto

[Erase] key
I=" ERASING PERIPHERAL SHADOWS (Erase) (page
2-47)
[Dual Page Copy] key
I=" COPYING EACH FACING PAGE OF A BOUND
DOCUMENT (Dual Page Copy) (page 2-49)
[Pamphlet Copy] key
1" MAKING COPIES IN PAMPHLET FORMAT
(Pamphlet Copy) (page 2-51)
[Job Build] key
I COPYING A LARGE NUMBER OF ORIGINALS AT
ONCE (Job Build) (page 2-54)
[Tandem Copy] key
I=" USING TWO MACHINES TO MAKE A LARGE
NUMBER OF COPIES (Tandem Copy) (page 2-57)
[Covers/inserts] key

I=" USING A DIFFERENT PAPER TYPE FOR COVERS
(Covers/Inserts) (page 2-60)

1
Job ( Tandem -

» T )”? ]
+*

Special Modes ( oK ]‘

( . . ( ( Dual Page

Margin Shift Erase o

( iovers/Insertsl( TraIr;]ssp;arrtesncy ( Multi Shot I -
0D (B
Book Copy Tab Copy Card Shot

(8) [Transparency Inserts] key
15" ADDING INSERTS WHEN COPYING ON
TRANSPARENCY FILM (Transparency Inserts)
(page 2-71)
(9) [Multi Shot] key
5" COPYING MULTIPLE ORIGINALS ONTO ONE
SHEET (Multi Shot) (page 2-73)
(10) [Book Copy] key
I COPYING A PAMPHLET (Book Copy) (page 2-75)

(11) [Tab Copy] key
I COPYING CAPTIONS ONTO TAB PAPER (Tab
Copy) (page 2-79)
(12) [Card Shot] key

I COPYING BOTH SIDES OF A CARD ON ONE
SHEET OF PAPER (Card Shot) (page 2-82)
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)

()

(3)

(4)

(®)

COPIER

| Special Modes

Uﬁ“‘jﬁ%“‘ﬂﬁ“‘j

Stamp Image Edit Sharpness

( File |( Quick File I( Proof Copy I

(77 Original (1) Mixed Size I(i)i;) Slow Scanl
Bz Count Original = Mode

2

2

[Stamp] key

(6)

I PRINTING THE DATE AND A STAMP ON COPIES

(Stamp) (page 2-85)
[Image Edit] key
I [Image Edit] KEY (page 2-105)
[Sharpness] key

=" ADJUSTING THE SHARPNESS OF AN IMAGE
(Sharpness) (page 2-116)

[File] key
This saves a job in a folder of the document filing
function.

[Quick File] key

@

@®)

©

This saves a job in the Quick File folder of the document

filing function.

[Proof Copy] key

I CHECKING COPIES BEFORE PRINTING (Proof
Copy) (page 2-117)

[Original Count] key

5" CHECKING THE NUMBER OF SCANNED
ORIGINAL SHEETS BEFORE COPYING (Original
Count) (page 2-120)

[Mixed Size Original] key
I COPYING ORIGINALS OF DIFFERENT SIZES
(Mixed Size Original) (page 2-122)

[Slow Scan Mode] key

I COPYING THIN ORIGINALS (Slow Scan Mode)
(page 2-125)

@

» Special modes can generally be combined with other special modes, however, there are some combinations that are not
possible. In this case, a message indicating that the combination is not possible will be displayed.

* The displayed menu will vary depending on the country and regions.
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[OK] key and [Cancel] key

In some cases two [OK] keys and one [Cancel] key will appear in the special mode screens. The keys are used as
follows:

Special Modes D [ oK ': e (A)
Margin Shift [ caca oK L (B)
¢ (©)

e

Right Left Down Side 1 Side 2
20)

(A) Enter the selected special mode settings and return to the base screen of copy mode.

(B) Enter the selected special mode settings and return to the special modes menu screen. Touch this key when you
wish to continue selecting other special mode settings.

(C) During selection of special mode settings, this key returns you to the special modes menu screen without saving the

settings. When settings have been completed, this cancels the settings and returns you to the special modes menu
screen.
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ADDING MARGINS (Margin Shift)

This function is used to shift the copy image right, left or down to adjust the margin.
This is convenient when you wish to bind the copies with a string or in a binder.

Shifting the image to the right so the copies can be bound at the left edge with a string

Not using margin shift Using margin shift
= o=
» o—— oO——
— —
The punch holes cut off The image is moved to
part of the image allow space for the string
holes so the image is not
cut off.
Margin shift positions
4 3\
Top edge
|
Left —F+ —— :D ~+— Right :D
edge —— J—— edge —
. J

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Margin Shift] key.
I Special modes menu (1st screen) (page 2-42)

(1) @ ®3) Set the margin shift.
Special Hodes E i O!Kﬁ\ (1) Touch the margin shift position.
Margin Shift [ cacet [ ox | Select one of the three positions.
(2) Set the amount of the margin shift with
e = |E.. 8. ==,
@ m“i"”’ 0"to 1" (0 mm to 20 mm) can be entered.
=] =] (3) Touch the [OK] key.

You will return to the base screen of copy mode.
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Press the [START] key.

Copying will begin.
If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you

have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
touch the [Read-End] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@).

Rotation copy cannot be used in combination with margin shift.

To cancel the margin shift setting...
Touch the [Cancel] key in the screen of step 3.

OO

System Settings (Administrator): Initial Margin Shift Setting
The default margin shift setting can be set from 0 mm to 20 mm (0" to 1"). The factory default setting is 10 mm (1/2").

2-46

Contents



COPIER .

ERASING PERIPHERAL SHADOWS (Erase)

The erase function is used to erase shadows around the edges of copies that occur when copying thick originals or
books.

When a thick book is copied

Not using the erase Using the erase
function function

—> = = | |=d =—

Shadows appear here

Shadows appear on the Shadows do not appear on
copy. the copy.
Erase modes
( N\
Edge Erase Centre Erase Edge + Centre Erase Side Erase

= =[]

=0 = =0

alll
Il
Il
Il

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Erase] key.
I Special modes menu (1st screen) (page 2-42)
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(1) @ 3) Select the erase settings.
|
— 5] ﬁo‘;ﬁ| (1) Touch the desired erase mode.
Brase [ cancer [ x| Select one of the four positions.
Touch the [Side Erase] key to open the following screen.

Ed
T | [ I E S .

Erase Erase Erase i

Hh
Gl N =
mm mm
@ @ @ Erase position

Erase |

for Side 2
%
Same Side as
- Side 1
Different Side
D from Side 1
Down.

Touch the checkbox of the edge that you wish to erase
and make sure that a checkmark appears.

When performing 1-sided to 2-sided copying or 2-sided to
2-sided copying, set the erase edge on the reverse side.

e If you touch the [Same Side as Side 1] key, the edge in
the same position as on the front side will be erased.

* If you touch the [Different Side from Side 1], the edge in
the position opposite to the erased edge on the front
side will be erased.

When you have completed the erase edge settings, touch

the [OK] key.

(D)

(2) Set the erasure width with (¥ [4].
0 mm to 20 mm (0" to 1") can be entered.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.

Press the [START] key.

Copying will begin.
If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
touch the [Read-End] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

If a ratio setting is used in combination with an erase setting, the erase width will change according to the selected ratio.
For example, if the erase width setting is 20 mm (1") and the image is reduced to 50%, the erase width will be 10 mm (1/2").

To cancel the erase setting...
Touch the [Cancel] key in the screen of step 3.

CAONS,

System Settings (Administrator): Erase Width Adjustment
The default erase width can be set from 0 mm to 20 mm (0" to 1"). The factory default setting is 10 mm (1/2").
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COPYING EACH FACING PAGE OF A
BOUND DOCUMENT (Dual Page Copy)

The dual page copy function produces separate copies of two document pages that are placed side by side on the
document glass. This function is useful when making copies of the facing pages of a book or other bound document.

Copying the facing pages of a book or bound document

5 6

Book or bound document ] )
The facing pages are copied

onto 2 separate pages.

Place the original on the document glass.

Align the centre of the original with the appropriate size mark V.

Size mark
v Y
[ 1

Centreline of Centreline of

A3 original 11" x 17" original
L‘- _,-' | The page on this

/// side is copied first.

Centreline of original

A3
(11" x 17"

Select A4 (8-1/2" x 11") size paper.

;Eﬁa Select the paper as explained in "PAPER TRAYS" (page 2-11).
M = Plain
AL | M

Quick File

Preview

Copy Ratio Original Paper Select
[
100%
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a1

| Special Modes

Margin Shift [ Erase

@ Job
Build

Pamphlet Copy

Covers/Inserts
/ Inserts

Book Copy Tab Copy

[
[
[
[

) )

]
l
]
]

[ Transparency

Select Dual Page Copy.

(1) Touch the [Special Modes] key.
I SPECIAL MODES (page 2-42)

(2) Touch the [Dual Page Copy] key so that it is
highlighted.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.

Press the [START] key.

Copying will begin.

If you have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and

then touch the [Read-End] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@).

* When using dual page copy, the original must be placed on the document glass.

» To erase shadows caused by the binding of a book or other bound document, use the erase function.
However, note that [Centre Erase] and [Edge + Centre Erase] cannot be used.

To cancel dual page copy...

Touch the [Dual Page Copy] key in the screen of step 3 so that it is not highlighted.
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MAKING COPIES IN PAMPHLET FORMAT
(Pamphlet Copy)

This function copies 2 original pages onto the front side and 2 original pages onto the reverse side of each sheet of
paper so that the copies can be folded at the centreline to form a pamphlet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

Pamphlet copy using 8 original pages

Originals In pamphlet form

2 3 4
i1stpage 2ndpage 3rdpage 4th page »

& \
2| |l | X

5th page 6th page 7thpage 8th page

|
Hé
@

Binding side
( N\

Left binding Right binding

\ = &

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

@ If the originals are 2-sided, place them in the document feeder tray.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Pamphlet Copy] key.

I Special modes menu (1st screen) (page 2-42)
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e — )| Select pamphlet copy settings.
(comesr )L ) (1) If the original is 1-sided, touch the [1-Sided]
5 key. If the original is 2-sided, touch the
[2-Sided] key.
original Lef:f_ - (2) Select the binding edge ([Left Binding] or
[Right Binding]).
B ||El =) (&
== (8) To insert a cover, touch the [Cover Setting]
key.
(1) (2 (3) If you do not want to add a cover, go to step 5.
) (1) 3) Select cover settings.
omphier Coy | (1) If the cover sheet will be copied on, touch
cover Setting [ comcr [ x| the [Yes] key. Otherwise, touch the [No]
key.
Paper Tray Print on Cover (2-Sided)
i ; | o Ko (2) Select paper settings for the cover.
my 5 (A) @ (A) The currently selected paper tray for the cover is

o1 (B) displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the cover, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the paper tray for the cover in the

tray selection screen and touch the [OK] key.

Paper Tray Bypasz Tray
= =
Plain Plain [T]
13. B4 1=l Plain ]
[4.%9 = Plain |

(3) Touch the [OK] key.

@ ¢ When the cover paper is fed from the inserter, the cover cannot be copied on.
* Two-sided copying is not possible on label sheets, transparency film, and tabbed paper. When copying on a cover,
do not select a tray that has one of these types of paper.

To cancel cover settings...
Touch the [Cancel] key.
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Special Modes [ﬁ 0K Touch the [OK] key.
pamphlet Copy cancel_| You will return to the base screen of copy mode.
o

’ ) Left Right
1-Sided 2-Sided Binding Binding

0 &N -]

=

Original

Press the [START] key.

Copying will begin.

If you are using the document glass, change originals and press the [START] key. Repeat until all pages have been scanned
and then touch the [Read-End] key.

@ To cancel scanning of the original and copying...
Press the [STOP] key ().

* To make pamphlet copies of a book or other bound original, use the book copy function.

* Pamphlet copy cannot be used when transparency film or other media that cannot be turned over is used. (However, when
the inserter is used to insert the paper as covers or inserts, pamphlet copying is possible.)

* When the pamphlet copy function is selected, 2-sided copying mode is automatically selected. When settings are selected
that prevent 2-sided copying, the pamphlet copy function cannot be used.

» Scan the originals in order from the first page to the last page. The order of copying will be automatically adjusted by the
machine. Four original pages will be copied onto each sheet of paper. Blank pages will be automatically produced at the
end if the number of original pages is not a multiple of four.

* When a saddle stitch finisher is installed, the saddle stitch function can be used.

When pamphlet copy is used in combination with the saddle stitch function and the number of originals is greater than the
number of sheets that can be stapled, a message will appear showing the [Cancel] key, the [Continue] key, and the
[Divide] key.

To cancel the job, touch the [Cancel] key. To make pamphlet copies without stapling, touch the [Continue] key. To divide
the pages into sets that can be stapled, touch the [Divide] key.

If you selected cover insertion settings, it will not be possible to select "Divide". You can either continue pamphlet copying
without stapling, or cancel the job.

To cancel pamphlet copy...
Touch the [Cancel] key in the screen of step 3.

N0,

System Settings (Administrator): Automatic Saddle Stitch
When a saddle stitch finisher is installed, this setting can be enabled to have saddle stitch take place automatically when the
pamphlet copy function is selected.
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COPYING A LARGE NUMBER OF
ORIGINALS AT ONCE (Job Build)

When copying a very large number of originals, this function allows you to divide the originals into sets and feed each
set through the automatic document feeder one set at a time.

Use this function when you wish to copy all of the originals as a single job but the number of originals exceeds the
maximum number that can be inserted.

This function is convenient when you wish to sort copies of a large number of originals into multiple sets. Because all
originals are copied as a single job, you are saved the trouble of sorting the copies that would be required if the originals
were divided into separate copy jobs.

When scanning originals in sets, divide the sheets so that no set has more than the number of paper that can be loaded,
and then scan from the set with the first page. The settings that you select for the first set can be used for all remaining sets.

Sorting the copies of a large number of originals into 2 sets

Originals are
scanned in
separate sets ——— —

—) = - ==

Insert the originals face up in the
document feeder tray.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line

l&‘

on the tray.
(2) (3) Select Job Build.
l
special wotes ) = (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 2-42)
EEEEY) [ R (2) Touch the [Job Build] key so that it is
samphiet copy | LOTTNRGONN [<3 "o 2 highlighted.
oy ghlig
e RS (3) Touch the [OK] key.
{ — ] [ — ] [ - ] You will return to the base screen of copy mode.

Press the [START] key to scan the first set of originals.

Scanning begins.

@ To cancel scanning...
Press the [STOP] key ((@).
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Insert the next set of originals and press the [START] key.
Repeat this step until all originals have been scanned.

@ The copy settings (Exposure, Paper Select, and Copy Ratio only) can be changed for each set of originals. If you need
to change the copy setting, follow the steps in "Changing the copy settings for each set of originals”.

@ To cancel scanning...
Press the [STOP] key (). All scanned data will be cleared.

Touch the [Read-End] key.

Place next original and press [Start].
to change copy settings,
press [Change] .

Change I Reac(i-End I

@ To cancel copying...
Press the [STOP] key ().

If the Quick File Folder of document filing mode is full, copying in job build mode will be impeded. Delete unneeded files from
@ the Quick File Folder.

To cancel job build mode....
Touch the [Job Build] key in the screen of step 2 so that it is not highlighted.
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Changing the copy settings for each set of originals
The copy settings (Exposure, Paper Select, and Copy Ratio only) can be changed for each set of originals.
Perform the step below before pressing the [Start] key to scan the originals in step 4 above.

Touch the [Change] key.

Place next original and press [Start].
to change copy settings,

press [Change] .

Change l Read-End l

=

Change the desired copy settings in the
screen that appears and press the [Start]
"l key.

Scanning of the originals will begin using the changed copy

settings.
To cancel the copy setting changes and begin copying without

Original Paper Select scanning the new originals, touch the [Read-End] key.
Preview

Exposure

Auto

@ * The original size cannot be changed manually with the [Original] key. If the automatic original detection function is
operating, the original size will be detected for each set of originals placed.
* When the bypass tray is selected, it is not possible to change the paper type.
e If "XY Zoom" was set for the ratio when the previous original was scanned, it will not be possible to change the ratio.
* When "Job Build" is used in combination with the functions below, the [Change] key will not appear in the screen of step 1

above.
Pamphlet copy, tandem copy, covers/inserts, transparency inserts, multi-shot, book copy, tab copy, staple sort, saddle

stitch

2-56

Contents



COPIER

USING TWO MACHINES TO MAKE A LARGE
NUMBER OF COPIES (Tandem Copy)

Two machines connected to the same network can be used to run a large copy job in parallel.

Each machine prints half of the copies, reducing the time required to complete the job.

Master machine and slave machine

In the following explanation, the master machine is the machine that is used to scan the originals. The slave machine is
another machine specified in the master machine that only helps print the copies; it is not used to scan the originals.

___________________

1
Masfer machine

=
=

L

4 sets of copies are
made

Al (=

Network environment

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
\'/
1

Sla

Before using tandem copy

* To use this function, two machines must be connected to your network. Even if more machines are connected to the
network, this function can only be used to have one other machine share a job.

* To use the tandem copy function, "Tandem Connection Setting" must be configured in the system settings
(administrator).

* When configuring the system settings in the master machine, the IP address of the slave machine is required. For the
port number, it is best to use the initial setting (50001). Unless you experience difficulty with this setting, do not
change the port number. The tandem settings should be configured by your network administrator. If the master
machine and slave machine will switch roles, configure the IP address of the master machine in the slave machine.
The same port number can be used for both machines.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

@ ®) Select tandem copy.

ecial ot 2P | (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 2-42)

Margin Shift

EV1 Dual Page
e (2) Touch the [Tandem Copy] key so that it is

= highlighted.
[ utes svoe | (3) Touch the [OK] key.

You will return to the base screen of copy mode.

cég Job
Build

Transparency
Inserts

Pamphlet Copy

Covers/Inserts

] ()
o] (@)
ey ()
Do) (o] (]

Book Copy Tab Copy
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Set the number of copies (humber of
sets) with the numeric keys.
Up to 999 copies (sets) can be set. When the [START] key is

@®
@ @ pressed, the copies will automatically be divided between the
. @ master and slave machines.

@ If an odd number of copies is set, the master machine will print
the extra set.

If an incorrect number of copies is set...
Press the [CLEAR] key (@ ) and then enter the correct number.

Press the [START] key.

Copying will begin.
If you are using the document glass, change originals and press the [START] key. Repeat until all pages have been scanned
and then touch the [Read-End] key.

The following screen appears when the [START] key is pressed.

Starting tandem operation.
Please wait.

After the message appears, tandem copying begins.

If tandem copying is not possible, the following screen appears.

& Tandem output is not allowed.
Output all sets using master machine?
(Cancel will delete the job.)

) (e )

To have the master machine make all copies, touch the [OK] key. To cancel the job, touch the [Cancel] key.

@ * To cancel scanning...
Press the [STOP] key ((@)).

* To cancel tandem copying...
Touch the [STOP] keys () on both the master machine and the slave machine.
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In this situation...
@ A punch module is installed on the master machine but not on the slave machine.
*Copying without punching: tandem copy is possible.
*Copying with punching: tandem copy is not possible.
In this way, if tandem copying is executed using a function that the slave machine does not have, a message will appear. To
have the master machine make all copies, touch the [OK] key. To cancel the job, touch the [Cancel] key.

If a machine runs out of paper
If either the master machine or the slave machine run out of paper, the machine that ran out of paper will hold the job while
the machine that still has paper continues the job. When paper is added to the machine that ran out, the job resumes.

When user authentication is enabled
User authentication is enabled in the master machine: tandem copying is possible.
User authentication is enabled in the slave machine but not in the master machine: tandem copying is not possible.

If tandem copying is performed without setting the number of copies
A message will appear and the master machine and slave machine will each make one set of copies (total of two sets).

To cancel tandem copy...
Touch the [Tandem Copy] key in the screen of step 2 so that it is not highlighted.

System Settings (Administrator): Tandem Connection Setting
This must be configured to use the tandem function. This can also be used to disable the tandem function.
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USING A DIFFERENT PAPER TYPE FOR
COVERS (Covers/inserts)

A different type of paper can be inserted in positions corresponding to front and back covers of a copy job when the
automatic document feeder is used. A different type of paper can also be automatically added as an insert at specified
pages.

Example of adding covers Example of adding inserts
Originals Originals
’—[ Back
B C cover C C
A H B
C 7 A B I

Front cover A B A N
I

Inserts
Example of adding covers/inserts
Originals Back About the explanations of covers and
ac .
B C cover inserts
A J There are various ways of using covers and inserts. To
keep the explanations simple, covers and inserts are

explained separately. For specific examples, see
"Examples of covers and inserts" (page 2-141).

o

Front
cover A \\\
L]

Inserts

Preparations for using covers and inserts

* Load the cover/insert paper in the tray before using the cover/insert function.

* Before selecting the cover/insert function, place the originals in the document feeder tray, select 1-sided or 2-sided
copying, and select the number of copies and any other desired copy settings. When these settings have been
completed, perform the procedure to select covers/inserts.

* The originals must be scanned using the automatic document feeder. The document glass cannot be used.

* For covers, only one sheet can be inserted for the front cover and only one sheet can be inserted for the back cover.
For inserts, up to 100 sheets can be inserted. Note that two insert sheets cannot be inserted between the same two
pages.

* When performing 2-sided copying of 2-sided originals, an insert cannot be inserted between the front and reverse
sides of an original.

* Covers/inserts cannot be inserted in transparency film and other media that cannot be turned over before output.
(However, when the inserter is used without performing cover or insert copying, insertion is possible.)
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INSERTING COVERS IN COPIES (Cover Settings)

A different type of paper can be inserted at the positions corresponding to the front and back covers of a copy job.
This is useful for arranging documents in an attractive format and for using a different type of paper as a cover on an
estimate sheet or similar document.

Covers can be used in combination with inserts.

Copying on a front cover and inserting together with a back cover

AAA
Front cover
1 2 3 4 5 5
Originals
H : » E/
| L
Back cover
Front cover paper Back cover paper Copies
- Insert the originals face up in the
Indicator === document feeder tray.
line Z

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line

on the tray.
@ The document glass cannot be used.
Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Covers/Inserts] key.
I Special modes menu (1st screen) (page 2-42)
C = ] Touch the [Front Cover] key.

Covers/Inserts [ Cancel ][ OK J

Cover Setting Inserts Setting

Front Insertion
Cover Type A
h Insertion
= Type B

{Tray Settings] { Page Layout ]
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@ @M (4) Select cover settings.
Covers/tnserts | (1) If the cover sheet will be copied on, touch
Front Cover Seting (e J[ = ] the [Yes] key. Otherwise, touch the [No]
Paper Tray Print on Front Cover key.
1 —y e No If the [No] key is touched, only cover insertion will be
T (A) @ performed.
B ’_ : In this case, go to step (3).
Plain ]— (B) 1-Sided 2-Sided ]
(2) To copy on one side of the cover, touch the

[1-Sided] key. To copy on both sides of the
cover, touch the [2-Sided] key.

(3) Select paper settings for the cover.

(A) The currently selected paper tray for the cover is
displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the cover, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the paper tray for the cover in the

tray selection screen and touch the [OK] key.

Front Cover l OK ]
Inzerter Paper Tray Bypass Tray
B LA 2.0
= =l
Plain Plain Plain Plain
[am = Plain |
(4.8 = Plain |

(4) Touch the [OK] key.

@ * If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used. If not copied on, tab
paper can be inserted.

* When the cover paper is fed from the inserter, the cover cannot be copied on.

To cancel cover settings...
Touch the [Cancel] key.

If you wish to insert a back cover, touch

Special Modes @ﬂ { OK ]|
p—— o JL_ o ] the [Back Cover] key.
Cover Setting Inserts Setting The screen of step 4 appears. The procedures are the same as

[_ Front for the front cover. Follow the procedures in step 4.

When following the procedures, substitute "Back Cover" for
"Front Cover".
{Tray Settings] { Page Layout ]

G
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Special Modes @T 0K TOUCh the [OK] key-
Covers/Inserts [ omee [ d You will return to the base screen of copy mode.
Cover Setting Inserts Setting You can touch the [Insertion Type A] key or the [Insertion Type

. . B] key to select insert settings.
N

I=" INSERTING INSERT SHEETS IN COPIES (Insert
Back Settings) (page 2-64)
Cover Type B

To check your settings, touch the [Page Layout] key.
5" CHANGING COVER/INSERT SETTINGS (Page Layout)
(page 2-68)

{Tray Settings] { Page Layout ]

Press the [START] key.

Copying of the originals in the document feeder tray begins.

@ To cancel scanning and copying...
Press the [STOP] key ().

@ e This function cannot be used in combination with the saddle stitch function.
* The document glass cannot be used.

* Cover settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

To cancel cover sheet insertion...
Touch the [Cancel] key in the screen of step 3.
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INSERTING INSERT SHEETS IN COPIES
(Insert Settings)

You can have different paper automatically inserted as inserts at specified pages of copies. Two types of paper can be
used as inserts, and the insertion positions can be specified separately for each.
Covers can be used in combination with inserts.

Example: Insert A after page 3 and insert B after page 5.

Originals

Insert A

Insert B

gl

Copies

Insert the originals face up in the

v
Indicator === document feeder tray.
line Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line

on the tray.

@ The document glass cannot be used.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Covers/Inserts] key.
I Special modes menu (1st screen) (page 2-42)

Touch the [Insertion Type A] key.

Special Modes { OK ]|

Covers/Inserts [ @mc, ][ J

Cover Setting Inserts Setting

Front Insertion
Cover Type A

Back h
Cover | —
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@) M@ @
Covers/Inserts ‘
Irgertion Type A fattings l Cance ] ]l OK ]
Faper Tras Print on Insert Sheets
P
= Yes Mo
(A T oon

(B)J: Plﬁn

1-Sided 2-51ded

N |

@

Select insert settings.

(1) Select insert paper settings.

(A) The currently selected paper tray for the insert is
displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the inserts, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the desired paper tray in the tray

selection screen and touch the [OK] key.

Front Cover l OK ]

Bypass Tray

Plain

Inserter Paper Tray
Ad 1. &4 2.0
= 1=
Plain

Plain

Flain

[3. B - ]

[4. 3 o e ]

If the insert will be copied on, touch the
[Yes] key. Otherwise, touch the [No] key.
If the [No] key is touched, only insert sheet insertion will

be performed.
In this case, go to step (5).

(2

To copy on one side of the insert, touch the
[1-Sided] key. To copy on both sides, touch
the [2-Sided] key.

If you wish to perform tab copying, touch
the [Tab Copy] key.

When tab paper is used for inserts, the tab paper can be
copied on. To select tab copying, see "2. COPYING
CAPTIONS ONTO TAB PAPER (Tab Copy)" (page 2-79).

(5) Touch the [OK] key.

3)

4

* |f both sides of the insert will be copied on, label sheets, transparency film, and tab paper cannot be used. If not
copied on, tab paper can be inserted.

¢ When the insert paper is fed from the inserter, the insert cannot be copied on.
* If tab copy is selected in the insert settings, two-sided copying on the inserts is not possible.

Special Modes

=

J

Covers/Inserts

[ Cancel

Il oK

J

Cover Setting

Front

Cover
Back

Cover

Inserts Setting

Insertion
Type A
Insertion
Type B

Insertion
Settings

.

If you wish to insert a different type of
insert sheet, touch the [Insertion Type B]
key.

The screen of step 4 appears. Settings are selected in the
same way as for insert type A. Follow the procedures in step 4.

When following the procedures, substitute "Insert Type B" for
"Insert Type A".
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| Special Modes

o J

Touch the [Insertion Settings] key.

Covers/Inserts ( Cancel ” OK ]
Cover Setting Inserts Setting
|
Insertion
Insertion
=
[Tray Settings] { Page Layout ]
(1) () (5) Specify the pages where inserts A and B
Covers/Inserts Wi" be inserted-
———— = ) (1) Touch the [Insertion Type A] key or the
— [Insertion Type B] key.
e i = — §pecify the page where the highlighted insert will be
— Bypacs l Toratse I inserted.
s " meer | (A) This shows the tray selected for insert type A and the
2 20 paper size and type.
(B) This shows the tray selected for insert type B and the
paper size and type.
(A) (B) (3) (©) When the [Insertion Type A] key is highlighted, the insert

sheet insertion settings are applied to [Insertion Type Al.
When the [Insertion Type B] key is highlighted, the insert
settings are applied to [Insertion Type B].

(2) Enter the page number where the insert
sheet will be inserted with the numeric
keys.

For more information, see "Inserts (copying of 1-sided
originals)" (page 2-146) and "Inserts (copying of 2-sided
originals)" (page 2-146).

The [CLEAR] key (@ ) can be pressed to return the
setting of the selected item to the default value. If you
make a mistake, press the [CLEAR] key (@ ) and then
enter the correct number.

(3) Touch the [Enter] key.

(C) This shows the total number of inserts. Up to 100
insert sheets can be inserted. To insert multiple
inserts, touch the [Enter] key after entering each
insertion page number (insertion position) with the
numeric keys.

(4) To insert another insert sheet, repeat steps
(1) to (3).

(5) Touch the [OK] key.

@ If both sides of the insert will be copied on, label sheets, transparency film, and tab paper cannot be used. If not copied
on, tab paper can be inserted.
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|Special Modes D"ﬁl—l oK ” Touch the [OK] key.
Covers/Tnserts [ cancel ][::l'i You will return to the base screen of copy mode.

To select cover settings, touch the [Front Cover] key or the

Cover Setting Inserts Setting

-Front Insertion [BaCk Cover] key
I 1" INSERTING COVERS IN COPIES (Cover Settings) (page

Settings
Back Insertion 2'61 )
Cover Type B

To check your settings, touch the [Page Layout] key.
[Tray Settings] [ Page Layout ]

5" CHANGING COVER/INSERT SETTINGS (Page Layout)
(page 2-68)

Press the [START] key.

Copying of the originals in the document feeder tray begins.

@ To cancel scanning and copying...
Press the [STOP] key ().

» Use the same size of paper for the inserts as for the copies.
@ * Up to 100 insert sheets can be added. Note that two insert sheets cannot be inserted between the same two pages.
* When performing 2-sided copying of 2-sided originals, an insert cannot be added between the front and reverse sides of
an original page.
* This function cannot be used in combination with the saddle stitch function.
* Cover/insert settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

To cancel cover sheet insertion...
Touch the [Cancel] key in the screen of step 3.
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CHANGING COVER/INSERT SETTINGS (Page Layout)

Cover settings and insert settings can be combined.
This section explains how to check completed cover and insert insertion page settings, and change or delete insertion
pages.

Changing insert A from page 4 to page 5

4th page, insert A )
5th page, insert A

7th page, insert B 7th page, insert B

9th page, insert B 9th page, insert B

12th page, insert A 12th page, insert A

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Covers/Inserts] key.
I Special modes menu (1st screen) (page 2-42)

Touch the [Page Layout] key.
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Example: Touch insert A at page 4

Covers/Inserts

Page Layout [ OK

Insertion
Type A
4/-

Type B
7/-

Type B
9/-

Type A
12/-

Insertion |

Insertion |

Tnsertion |

1

[+

Touch the key of the page that you wish
to delete or change.

If you do not need to change the setting, touch the [OK] key
and go to step 6.

* Each key shows a print image icon and the insertion page.

« If there are multiple screens, touch the [+] [*] keys to move

through the screens.

To edit a cover, touch the [Front Cover] key or the [Back Cover]
key and go to step 4.
Touch the key of the insertion page that you want to edit or
clear. The following screen will appear.

Amend the insertion?

[ Cancel ] [ Delete ] [ Amend ]

* To delete the page, touch the [Delete] key. After deleting the
key, touch the [OK] key and go to step 6.

* To edit the page, touch the [Amend] key.
To edit an insert, touch the [Insertion Type A] key or the
[Insertion Type B] key and go to step 5.

¢ To cancel, touch the [Cancel] key.

Icons

@ [ Copy on front side only
W: Copy on reverse side only
[ 2-sided copy
[7: Do not copy

For inserts, the insertion page also appears.

* represents a page number.
*/-: Copy only on front side at page *
*/*: 2-sided copy at page */*
<*: Insert without copying at page *

Covers/Inserts

Front Cover Setting [ Cancel ][ OK

Paper Tray Print on Front Cover

Yes No
Bypass B
Tray

A4 — S—
Plain 1-Sided 2-Sided

Change the front/back cover settings.

The settings are changed in the same way as they are initially
configured. See step 4 of "INSERTING COVERS IN COPIES
(Cover Settings)" (page 2-61) to change the cover settings.
After changing the settings, touch the [OK] key and return to
step 3.

To cancel cover settings...
Touch the [Cancel] key.
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S— | Change the settings for insert type A/B.
Insertion Anend x| The settings are changed in the same way as they are initially
configured. See step 7 of "INSERTING INSERT SHEETS IN
Insertion Page COPIES (Insert Settings)" (page 2-64) to change the insert

setnge

Bypass Heertion After changing the settings, touch the [OK] key and return to

Tray 1 Tray Total:4
. z step 3.

Plain Plain
|Specia1 Modes Dﬁl 0K ” Touch the [OK] key.
covers/Tnsercs Cancel ]E‘E You will return to the base screen of copy mode.
Cover Setting Inserts Setting

Front Insertion
Cover Type A
Back Insertion
Cover Type B

[Tray Settings] [ Page Layout ]

Insertion
Settings
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ADDING INSERTS WHEN COPYING ON
TRANSPARENCY FILM
(Transparency Inserts)

When copying on transparency film, the sheets may stick together due to static electricity. The transparency inserts
function can be used to automatically insert a sheet of paper between each sheet of transparency film, making the
sheets easy to handle.

It is also possible to copy on the inserts.

Example: When loading transparency film in the bypass Place the transparency film in the
tray

bypass tray or tray 3.

* Transparency film can only be loaded in the bypass tray or

- tray 3.
* When placing transparency film in the bypass tray, ensure
) that the side to be printed on is face up.
Orle_nted When loading transparency film, ensure that the rounded
vertically

corner of the sheet is facing the front left of the machine.

* When loading the transparency film into tray 3, configure the
bypass tray settings as explained in "MAKING COPIES
USING THE BYPASS TRAY" (page 2-39).

* When loading transparency film into tray 3, configure the
bypass tray settings as explained in "LOADING PAPER IN
PAPER TRAY 3" (page 1-32).

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Transparency Inserts] key.
I Special modes menu (1st screen) (page 2-42)
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(1) ) Select insert settings.

1
Spectal Nodes = = (1) Select whether or not the insert paper will
Transparency Inserts [ Cancel ]( OK ] be copied on ([Yes] or [No]).

Paper Tray Print on Insert Sheets (2) Touch the [OK] key_
Trayl

A4

You will return to the base screen of copy mode.
Explanation of (A)

When transparency inserts is selected, paper suitable for
the inserts is automatically selected. The automatically
selected paper tray, paper size, and paper type are
indicated here.

Plain

(A)

Press the [START] key.
Copying will begin.

@ To cancel scanning and copying...
Press the [STOP] key ((@)).

@ * The number of copies cannot be selected in this mode.
* When performing 2-sided copying, only "2-sided to 1-sided" mode can be used.

To cancel the transparency inserts setting...
Touch the [Cancel] key in the screen of step 4.
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COPYING MULTIPLE ORIGINALS ONTO
ONE SHEET (Multi Shot)

Multiple original pages can be copied onto a single sheet of paper in a uniform layout. Select 2in1 to copy two original
pages onto one sheet, or 4in1 to copy four original pages onto one sheet. This function saves paper and is convenient
when you wish to present multiple pages in a compact format, or show a view of all pages in a document.

2in1 copying 4in1 copying

>
99

A =) AlB Ag =)

O
O

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Multi Shot] key.

I Special modes menu (1st screen) (page 2-42)
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(1) @) (2 4) Select the number of originals to be
| copied onto one sheet of paper, the
1 ] layout, and the border.

(1) Touch the [2in1] key or the [4in1] key.
If needed, the images will be rotated.

(2) Select the layout.

Select the order in which the originals will be arranged on

the copy.
Number
Layout
of pages
e e
y Bl ») V> HIY A
T & T ¥
--3"-4---} 4---4--3-
4in1 - -
s ]
i ¥

The arrows in the above diagram indicate how the images
are arranged.

(3) Select the border.

Solid lines, broken lines, or no lines can be selected.

(4) Touch the [OK] key.
You will return to the base screen of copy mode.

Press the [START] key.

Copying will begin.

If you are using the document glass, change originals and press the [START] key. Repeat until all pages have been scanned
and then touch the [Read-End] key.

@ To cancel scanning and copying...
Press the [STOP] key ().

When using the multi shot function, the appropriate copy ratio will be automatically set based on the original size, paper size,
and the number of originals to be copied onto one sheet. The minimum possible reduction ratio is 25%. The original size,
paper size, and selected number of original pages may require that the ratio be less than 25%. As copying will take place at
25% in this case, part of the original images may be cut off.

To cancel a multi shot setting...
Touch the [Cancel] key in the screen of step 3.
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COPYING A PAMPHLET (Book Copy)

This function is used to make a copy of the two facing pages of an open book or other bound document.
Copies made with this function can be folded at the centre to create a booklet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

[ How to place the original
Originals
\ / — =
] A\S C= D=
== il O _
— =
i 3 3 4 _l
Back cover Cover Inside of 1st page 2nd page 3rd page 4th page  Inside of
cover back cover
Place the original ..* ..* ..*
CCALTTTT -0 |- 8 - d
,,,,, = [ o
TTITiza [ € ] EEEE IN
J

e

The copies are in the same
/} layout as the original.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Book Copy] key.
I Special modes menu (1st screen) (page 2-42)
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Left
Binding

Right
Binding

Q) @2 Select book copy settings.
Special Hodes ] = (1) Select the binding position ([Left Binding]
Book Copy (oot JC_ox | or [Right Binding]).
) : (2) 'II(': ymsert a cover, touch the [Cover Setting]
If a cover will not be added, go to step 4.

@ Cover settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

()

1)

)

Book Copy

Cover Setting

= T - |

Paper Tray

Bypass .
Tray

7 (A)
Plain l (B)

Print on Cover (2-sided)

s [N

Select cover settings.

(1)

(2)

If the cover sheet will be copied on, touch
the [Yes] key. Otherwise, touch the [No]
key.

Select paper settings for the cover.

(A) The currently selected paper tray for the cover is
displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

In the example screen, 11" x 17" (A3) size plain paper is

loaded in the bypass tray.

To change the paper tray for the cover, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the desired paper tray in the tray

selection screen and touch the [OK] key.

Paper Tray Bypass Tray
=) =
Plain Plain [T]
(3.4 o Plan |
I4. A3 = Plain ]

(3) Touch the [OK] key.

* |f the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.
¢ When the cover paper is fed from the inserter, the cover cannot be copied on.

To cancel cover settings...
Touch the [Cancel] key.
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pecial e 2 . Touch the [OK] key.
Book Copy [ cancer ][:l'i You will return to the base screen of copy mode.
o)

Place the original face down on the
document glass.
Place the opened front cover and back cover face down.

Press the [START] key to scan the first original.

Scanning begins.

Scan the remaining original pages in the following order:
Opened inside of front cover and 1st page

Opened 2nd and 3rd page

Opened last page.and inside of back cover

@ To cancel scanning...
Press the [STOP] key ((@)).

Repeat this step until all original pages have been scanned.

@ To cancel scanning...

Place the next pair of opened pages and press the [START] key.
7
Press the [STOP] key ((@)).
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Touch the [Read-End] key.
Copying will begin.

Place next original. Press [Start].
When finished, press [Read-End].

@ To cancel scanning and copying...
Press the [STOP] key ((@).

* Four original pages will be copied onto each sheet of paper. Blank pages will be automatically added at the end if the total
@ number of original pages is not a multiple of four.
* If a saddle stitch finisher is installed, the book copy function can be used in combination with the saddle stitch or paper
folding function.
* When book copy is selected, 2-sided copying is automatically selected. When settings are selected that prevent 2-sided
copying, the book copy function cannot be used.

To cancel book copy...
Touch the [Cancel] key in the screen of step 2.
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COPYING CAPTIONS ONTO TAB PAPER
(Tab Copy)

Captions can be copied onto the tabs of tab paper. Prepare appropriate originals for the tab captions.
These instructions explain the procedure for copying captions when tab paper is loaded into the bypass tray.

1
(3]
Prepare originals that The image is shifted

match the tab positions. by the width of the tab

RELATION BETWEEN THE ORIGINALS AND THE TAB
PAPER

Tab copying with a left binding

>
m
o

"\ oav

430

- | | -

i

Originals Placing the originals Loading tab paper

e Document feeder tray

OriginalsI 1 i
' I J
1

Insert the originals so that the side with no
tab text enters first.

* Document glass

Final image

Load the tab paper so that the tab on the
first sheet is away from you.

Place so that the side with the tab text is
on the left.
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Tab copying with a right binding

Originals Placing the originals Loading tab paper

* Document feeder tray

I L

I
1 Insert the originals so that the side with no
tab text enters first.

Originals

* Document glass

Final image

Load the tab paper so that the tab on the
first sheet is toward you.

Place so that the side with the tab text is
on the left.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Tab Copy] key.

I Special modes menu (1st screen) (page 2-42)

(1) () Set the tab width.
|
spectal Modes N o ] (1) Set the image shift width (tab width) with
Tab Copy [ Cancel ][ 0K ] the @ @ keys_
0 mm to 20 mm (0" to 5/8") can be entered.
g shice (2) Touch the [OK] key.
- ﬂ 10 [ You will return to the base screen of copy mode.
(3[4
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Load the tab paper.
* When using the bypass tray, place the paper with the print
side up.
= Place the paper so that the sides with the tabs enter the
machine last.
> 7 3 After loading the tab paper, configure the bypass tray
= settings as explained in "MAKING COPIES USING THE
‘ BYPASS TRAY" (page 2-39).
e If tab paper is loaded in tray 3, see "LOADING PAPER IN
PAPER TRAY 3" (page 1-32). After loading tab paper in the

tray, see "PAPER TRAYS" (page 2-11) to select the tray.

@ The width of the tab paper can be as wide as A4 width (210 mm) plus 20 mm (or 8-1/2" x 11" paper (8-1/2") plus 5/8").

Press the [START] key.
Copying will begin.
If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you

have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
touch the [Read-End] key.

@ To cancel scanning and copying...
Press the [STOP] key ().

To cancel tab copy...
Touch the [Cancel] key in the screen of step 3.

System Settings (Administrator): Initial Tab Copy Setting

The default image shift width can be set from 0 mm to 20 mm (0" to 5/8"). The factory default setting is "10 mm (1/2")".
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COPYING BOTH SIDES OF A CARD ON ONE
SHEET OF PAPER (Card Shot)

When copying a card, this function allows you to copy the front and reverse sides together onto a single sheet of paper.
This function is convenient for making copies for identification purposes and helps save paper.

Copies

Originals

Front

=) — —||O0

Example of an A4 (8-1/2" x
Example of an A4 (8-1/2" x 11") size landscape copy
11") size portrait copy

Back

mjl

Select the paper to be used for card
shot.
Select the paper as explained in "PAPER TRAYS" (page 2-11).

Special Modes

2-Sided Copy

Output

Quick File

o
E
o
o

Preview

Place the original face down on the
document glass.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Card Shot] key.
I Special modes menu (1st screen) (page 2-42)
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Page] key.

(B) The [Size Reset] key can be pressed to return the
horizontal and vertical dimensions to the values set in
"Card Shot Settings" in the system settings
(administrator).

(2) Touch the [OK] key.

You will return to the base screen of copy mode. Make
sure that the entered dimensions appear in the [Original]
key.

Press the [START] key to scan the front side of the card.

@ To cancel scanning...
Press the [STOP] key ((@).

Turn the card over and press the [START] key to scan the reverse side of the
card.

To cancel scanning...
Press the [STOP] key ((@).

) () Select card shot settings.
I
special Hodes o x| (1) Enter the original size.
card shot (e J[__ox ] With the [X] key highlighted, enter the X (horizontal)
dimension of the original with the E] keys.
. N Touch the [Y] key and enter the Y (vertical) dimension of

E "‘%m" the original with the (=] (4] keys.

| ( (A) To enlarge or reduce the images to fit the paper
~ [« size seset —— (B) based on the entered original size, touch the [Fit to

Touch the [Read-End] key.
oo oot st stz Copying will begin.
7
To cancel copying...
Press the [STOP] key ((@).
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* The original must be placed on the document glass.
@ » Copying is only possible on standard size paper.

* XY Zoom cannot be used when using this function.

* The image cannot be rotated when using this function.

To cancel card shot...
Touch the [Cancel] key in the screen of step 4.

System Settings (Administrator): Card Shot Settings

This is used to set the values to which the size returns when the [Size Reset] key is pressed. 25 mm to 210 mm (1" to 8-1/2")
can be entered for both the horizontal and vertical dimensions.
The factory default settings are 86 mm (3-3/8") for X (the width) and 54 mm (2-1/8") for Y (the height).
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PRINTING THE DATE AND A STAMP ON
COPIES (Stamp)

Use this function to print the date, a stamp, the page number, and text on copies. In addition, specific text can be added
to a copy as a watermark (Watermark).
Six printing positions are available: top left, top centre, top right, bottom left, bottom centre, and bottom right.

The printing positions are separated into areas that are used for the date, page number and text (A below), and areas
that are used for a stamp (B below).The watermark is printed at the centre of the paper.

Top left —!Top cJentreLl_ Top right Stamp Print area Ma);ifr:l;r:i t?::;ber
W m h Date A 1 position only
Stamp B 6 positions
A" VYaterm.a.rk - Page B
i print position Numbering A 1 position only
Text A 6 positions
I f
Centre of
Bottom left J -------- 1| --------- rl— Bottom right Yatermark paper }

Bottom centre

following order: watermark, right side, left side, centre. Content that is hidden due to overlapping will not be printed.

@ * If the selected stamp content of one position overlaps the stamp content of another position, priority will be given in the

 Text will be printed at the preset size regardless of the copy ratio or paper size setting.

 Text will be printed at the preset exposure regardless of the exposure setting.
* Depending on the size of the paper, some printed content may be cut off or shifted out of position.

When used in combination with other special modes

When Stamp is used in combination with the following special modes, the special modes are reflected in the stamp

content.

Special Modes

Printing

Margin Shift Together with the image, the stamp content is shifted the amount of the margin width.
Tab Copy . . . . . . . .
Centring Unlike a copy image that moves, the image will be printed in the position set in the stamp.

Dual Page Copy

The stamp is printed on each copy sheet.

Card Shot

Multi Shot The print content is printed on each original page.

Pamphlet Copy . .

Book Copy The stamp is printed on each page of the resulting pamphlet or book.

Covers/Inserts

Use the stamp settings to select whether or not the item is printed on inserted covers and

inserts.
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GENERAL PROCEDURE FOR USING STAMP

To select stamp settings, follow the steps below.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the keys to switch through the screens.

(8) Touch the [Stamp] key.
I Special modes menu (2nd screen) (page 2-43)

Special Modes ( OK ]| Select the print position.

Stamp [ camcar J[ x| Select from 6 positions: top left, top centre, top right, bottom
left, bottom centre, bottom right.

{ - ” - ] { T\]\[\T/I/{/ﬁ |+ You can also skip this step and go directly to the next step. In
i this case, the stamp items will be printed in the following
= L positions:
= E=EE= @ Date: Top right Stamp: Top left

Page number: Bottom centre Text: Top left
The position of a watermark cannot be selected. Proceed to the
next step.

Print positions
The keys that show the print positions will appear as follows
depending on the state of the settings.

Not selected, stamp setting has not
been selected.

Selected during selection of the stamp
setting.

Not available, stamp setting has already
been allocated.

I i

The above key is the top left key. The appearance of each key
varies depending on the position of the key.

* "Date" and "Page Numbering" cannot be selected in multiple positions. If the [Date] key or [Page Numbering] key is
@ touched when "Date" or "Page Numbering" has already been selected for a position, a message will appear asking
you if you wish to move that item to the selected position. To move the item, touch the [Yes] key. Otherwise, press
the [No] key.
* If you attempt to set "Date", "Text", or "Page Numbering" in a position where one of these items is already set, a
message will appear. To change the previously selected item to the new item, touch the [Yes] key. To keep the
previous item, touch the [No] key.
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Special Modes

Stamp

Select Stamp.

For detailed information on each of the stamp items, see the
following sections:

(S e Y Date: ADDING THE DATE TO COPIES (Date)
{ Date ] [ Stamp \\m‘m/
= (page 2-89)
[ [ e o : Stamp: STAMPING COPIES (Stamp) (page 2-91)
== - = Page numbering: PRINTING PAGE NUMBERS ON COPIES
(Page Numbering) (page 2-93)
i Text: PRINTING TEXT ON COPIES (Text) (page
2-97)
Watermark: ADDING A WATERMARK TO A
COPY (Watermark) (page 2-103)
e 5 C = When you have finished selecting stamp
T settings, touch the +] key.
| I | === =
Date Stamp \;li/
Page gl
{ Mt ] [ Text e
=== @7
®3) Select settings for the original and
l .
SETe— = covers/inserts.
stanp [ comcer J[_ox ] (1) Touch the [Original Orientation] key and
Original Orientation 2-Sided Original Type 2 speCify the orientation Of the placed
M .
I = original.
If 2-sided originals have been placed, touch the
Print on Covers/Inserts when Copying on Covers/Inserts key and specify the binding position (booklet binding or

(1)

tablet binding) of the originals.

(2) Select stamp settings for covers/inserts.
If you do not want to print the stamp items on
covers/inserts, touch the checkbox to remove the

checkmark [:]

Touch the [OK] key.

You will return to the base screen of copy mode.

To edit a stamp position or delete a stamp item, touch the

[Layout] key.

I CHECKING THE STAMP LAYOUT (Layout) (page
2-101)

3)

* When copying on covers/inserts is not selected, printing will not take place even if a checkmark appears.
* This setting cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).
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Press the [START] key.

Copying will begin.
If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you

have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
7 touch the [Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ((@).

To cancel Stamp...
Touch the [Cancel] key in the screen of step 3.
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ADDING THE DATE TO COPIES (Date)

The date can be printed on copies. The position of the date, format, and page (first page only or all pages) can be

selected.

Example: Printing APRIL 4, 2010 in the top right corner of the paper.

| ——U

[ep—

04/APR/2010

Touch the [Date] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

[sceme Set the date format.
[oen )L o ) (1) Touch the key that shows the desired date
First page format.
:
E] 04/A2R/2010 (2) If you selected [YYYY/MM/DD],
— 1= [MM/DD/YYYY], or [DD/MM/YYYY], touch the
[:] [, [.1, [-1, or [ ] key to select the separator.
(1) ()
= | Check the displayed date. If you need to
R change the date, touch the [Date
. Change] key.
P Set the date that you wish to use and touch the [OK] key.
B N — |
% .& bate Change =

Day

Year
g

&

As an alternative to touching the E] keys, you can also
directly touch the numeric value display key and change the
value with the numeric keys.

* If you select a date that does not exist (such as Feb. 30), the [OK] key will be greyed out to prevent entry.
* Changing the date here will not change the date that is set in the machine using "Clock" in the system settings.
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Select the pages that the date will be

Stamp |

oo J_ & printed on and touch the [OK] key.
m@ Select printing on the first page only, or printing on all pages.

YYYY/MM/DD
IIIIIIHIHHIIIIIIIIII

After touching the [OK] key, continue from step 5 of "GENERAL
R PROCEDURE FOR USING STAMP" (page 2-86) to complete

Date Change
A1 pages the copy procedure.
) -

DD/MM/YYYY

COom

To cancel the date print setting...
Touch the [Cancel] key in the screen of step 2.
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STAMPING COPIES (Stamp)

Text such as "CONFIDENTIAL" can be printed in white on a dark background as a "stamp" on copies.
The position, size, density, and pages (first page only or all pages) can be selected for a stamp.

Printing "CONFIDENTIAL" in the top left corner of a copy

CONFIDENTIAL

The following 12 selections are available for the stamp text.

CONFIDENTIAL PRIORITY PRELIMINARY FINAL
FOR YOUR INFO. DO NOT COPY IMPORTANT COPY
URGENT DRAFT TOP SECRET PLEASE REPLY

Three levels can be selected for the density of the stamp background.
Two stamp sizes can be selected.

Touch the [Stamp] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

B | Touch the key of the stamp that you
wish to use.

[ conrrpentiaL | [ errorITY | First page

[FOR YOUR INFO.] [ DO NOT COPY ] Exposure

[ o ] [ oem ) u

[ PRELIMINARY ] [ FINAL ] All Pages

[ IMPORTANT ] [ COPY ] ﬁ—]-—]-]

[ op secrer | [ PLEASE REPLY | Smaller
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| Touch the [Exposure] key and set the
stamp [ cmem [ x| density_

CONFIDENTIAL PRIORITY I

N If you wish to darken, touch the [_B_] key. If you wish to

I lighten, touch the [_d ] key.

{ ; { When you have finished selecting the settings, touch the [OK]
[ PRELIMINARY ] [ FINAL ] All Pages key
( ) [
( ) (

e

PLEASE REPLY |

Exposure

FOR YOUR INFO. DO NOT COPY ]

URGENT DRAFT ]

IMPORTANT

Stamp ‘

b d
TOP SECRET Smaller

Exposure [ O ]

Exposure

] Touch the [Larger< Smaller] key to
(o )] select the size of the stamp.
J ESIONTY ] First Page
{FOR z:z};NiNFO.; { DO ::zF:OPY ; . I .
[ PRELIMINARY ] [ FINAL ] Size All Pages
[ IMPORTANT ] [ COPY ]
[ Top sEcrer | [ PLEASE REPLY | s
=
| Select the pages that the date will be
o J__ o printed on and touch the [OK] key.
B [ coun S Select printing on the first page only, or printing on all pages.
(For vour mveo.] [Tpo wor copy | T After touching the [OK] key, continue from step 5 of "GENERAL
Cor ) e ) PROCEDURE FOR USING STAMP" (page 2-86) to complete
[ PRELIMINARY ] [ FINAL ] Size B11 Pages the copy procedure.
[ IMPORTANT ] [ COPY ] [I
[ TOP SECRET ] [ PLEASE REPLY ] SmaYler

@ The stamp text cannot be edited.

To cancel a stamp setting...
Touch the [Cancel] key in the screen of step 2.
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PRINTING PAGE NUMBERS ON COPIES
(Page Numbering)

Page numbers can be printed on copies.
The position, format, and page number can be selected for page humbering.

Printing the page number at the bottom centre of the paper.

Touch the [Page Numbering] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

Select a format for the page number.

Page Numbering [ Cancel ][ OK ] If the [1/5, 2/5, 3/5] key iS Selected,
"Page number / total pages" will be printed. "Auto" is initially

page Numbering Format Total page selected for the total pages, which means that the number of
R (0. 2.0 )] [ [ e ] scanned original pages is automatically set as the total pages.
(2] [arpees ) | [ ewa ) 1 If you need to set the total pages manually, such as when a
[<15,<25,35.. ) [a/5.2/5.3/5..) | 1 m large number of originals are divided into sets for scanning,
Page .
touch the [Manual] key to display the total pages entry screen.

Stamp

Page Numbering [ Cancel ][ OK ]

Page Numbering Format Total Page

[ 1235, ) [w@e..] |[ & |
((2--2-,-3-..] (pa,p2.2.3..] 1/5

Page Page Number

Enter the total pages (1 to 999) with the numeric keys and
touch the [OK] key.

The [CLEAR] key (@ ) can be pressed to return the setting of
the selected item to the default value. If you make a mistake,
press the [CLEAR] key (@ ) and then enter the correct
number.

* When 2-sided copying is performed, the total pages is the total number of sides of the paper. If the final page is
@ blank, it is not counted. However, if a back cover will be added and the [Count Back Cover] checkbox is selected
(v], the final page is counted. (See step 7.)
* When used in combination with "Dual Page Copy", "Multi Shot", or "Card Shot", the number of sides of the paper
copied on is the total pages.
* When used in combination with "Pamphlet Copy" or "Book Copy", the total number of pages in the resulting
pamphlet or booklet is the total pages.
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Stamp

To configure page number settings,
touch the [Page Number] key.

~ Auto |

Printing Starts from Page

Covers/Inserts
Counting

Page Numbering [ Cancel ][ OK
If you do not need to configure page number settings, go to
Page Numbering Format Total Page step 8.
) o ) P
{—1— -2-,-3- ] [P.I,P,Z,PAB,.] [ Manual ] 1
{ 1>,<2>,<3 ] [1/5,2/5,3/5..] 1 page
Select page number settings.
Fage Nunber [ (1) Touch the [Manual] key.
- (2) Set the first number, the last number, and
First Number  last Nuber the "Printing Starts from Page" number.

Touch each key and enter a number with the numeric
keys (1 to 999).

The [CLEAR] key (@ ) can be pressed to return the
setting of the selected item to the default value. If you
make a mistake, press the [CLEAR] key (@ ) and then
enter the correct number.

¢ A "Last Number" smaller than the "First Number" cannot be set.
* The "Last Number" is initially set to "Auto", which means that page numbers are automatically printed through the

last page based on the "First Number" and "Printing Start from Page" settings.

e |f the "Last Number" is set to a number smaller than the "Total Pages", page numbers are not printed on pages after
the page set as the "Last Number".

* "Printing Starts from Page" is used to set the page number from which you want to begin printing page numbers.
For example, if "3" is set and 1-sided copying is being performed, page numbers will be printed beginning from the
3rd copy sheet (the 3rd original page). If 2-sided copying is being performed, page numbers will be printed
beginning from the front side of the 2nd copy sheet (the 3rd original page).

Stamp

Page Number

[ oK

First Number

|

|-

Printing Starts from Page

Last Number
Covers/Inserts
Counting

If covers/inserts will be inserted, touch
the [Covers/inserts Counting] key if you
want to include the covers/inserts in the
page number count and want page
numbers printed on the covers/inserts.
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1)

Stamp

Covers/Inserts Counting

Count Front Cover

Count Inserts

oo

Count Back Cover

(A) (B) (C)

Touch each item that you want counted
in the page numbers so that a
checkmark appears [v], and then touch
the [OK] key.

ltems with a checkmark will be reflected in the print image
on the right side of the screen.

(A): Front cover image

(B): Insert image

(C): Back cover image

* When the checkboxes are selected , each inserted sheet of paper (front cover, insert, or back cover) will be
@ counted as one page in the case of 1-sided copying, or two pages in the case of 2-sided copying. However, when
the body sheets are 1-sided copies and the inserted sheets are 2-sided copies, each body sheet is counted as one
page and each inserted sheet is counted as two pages.

¢ Page numbers are printed on covers/inserts if the covers/inserts are counted and if they are copied on.

Stamp

Page Number

=

7 . N

!

Last Number

~ Auto |

Covers/Inserts
Counting

Printing Starts from Page

Touch the [OK] key.

Stamp

Page Numbering

Page Numbering Format

[ Cancel ] OK !

Total Page

(w.@.0..])

-

)

[(i-2-,-3-.. ) [pap2p3..]

[ Manual

] 1

[<1>,<2>,<3>AA] [1/5,2/5,3/5,.]

1

Page Page Number I

Touch the [OK] key.

After touching the [OK] key, continue from step 5 of "GENERAL
PROCEDURE FOR USING STAMP" (page 2-86) to complete
the copy procedure.
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@

* When Page Numbering is selected, copying in group mode is not possible. The mode automatically changes to sort mode.

* When the page number printing position is set to the right side or left side and pamphlet copy or book copy is used, the
print position is changed so that the page numbers always appear on the outer side of each opened page (the left and right
sides of the opened pages). If a stamp is set in the area where page numbering is set, the position of the stamp changes in
the same way as the page number.

If another stamp item is set in this changing position, the page numbers will alternate sides with this stamp item.

A stamp item that is in a position not affected by the changing page number position will be printed in its original set

position.

Example: When four pages are copied using pamphlet copy and the page number format is "1, 2, 3...", the result is as
follows:
In this example, the page number is set at the bottom of the page and the date is set at the top, and thus the
date does not move.

Print settings Side 1 Side 2

Date 04/APR/2010 04/APR/2010 04/APR/2010 04/APR/2010
Stamp CONFIDENTIAL CONFIDENTIAL CONFIDENTIAL CONFIDENTIAL
No. Text 4 AAA | AAA 1 2 AAA | AAA 3

To cancel the page numbering setting...
Touch the [Cancel] key in the screen of step 2.
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PRINTING TEXT ON COPIES (Text)

Entered text can be printed on copies. Up to 30 frequently used text strings can be stored.

Example: Printing "April 2010 Planning Meeting" in the top left corner of the paper

4 )

April 2010 Planning Meeting

Touch the [Text] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

Touch the [Recall] key.

Stamp |

Text ((camcer ) x| The [Direct Entry] key can be touched to display the text entry
screen. When all characters have been entered, touch the [OK]
First Page key
I To store or delete a text string, touch the [Store/Delete] key.

pre-set R I Storing, editing, and deleting text strings (page 2-99)

Recall I [ Store/Delete ] [ Direct Entry ] [@

(1) 7)) Specify the text to be printed.

— | (1) Touch the text string that you wish to
Text [ Cancel ]h:(ﬁ seIeCtI

s olEl You can touch the [5 4» 10] key to switch the number of
~~~~~~ keys displayed in the screen between 5 and 10. When
R | [vo.02 28 =5 J 1 5-key display is selected, the entire text string appears in
[No,m EEE @Ee ] [No.m DDD DDD ] 3 each key
= & (=l @ Touch the [OK] key.
oo ] fioe | [+
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Stamp

Text

[ Cancel

| oK l

AAA ARA

Pre-Set

- [ Sromeme

[ Direct Entry ]

Firség

All Pages

]

Select the pages to be printed on and
touch the [OK] key.

Select printing on the first page only, or printing on all pages.
After touching the [OK] key, continue from step 5 of "GENERAL
PROCEDURE FOR USING STAMP" (page 2-86) to complete
the copy procedure.

Text settings can also be configured in the Web pages. Click [Application Settings], [Copy settings] and then [Text Settings
(Stamp)] in the Web page menu.

To cancel a text setting...
Touch the [Cancel] key in the screen of step 2.
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Storing, editing, and deleting text strings

Touch the [Text] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

Stamp

Text

(

Cancel

)l

Pre-Set

First Page

All Pages

Recall I Store/Delete I [ Direct Entry ] DT]-TT] |

Touch the [Store/Delete] key.

Stamp

Text

[ 4=  Back

)

5

o

Store/Delete

[ND.OZ BBB BBB

[NO.(M DDD DDD

B

(VL U ] ) —

Store a text string, or edit/delete a stored
text string.

* To store a text string, touch a key with no text stored.
A text entry screen will appear. A maximum of 50 characters
can be entered. When you have finished entering the text,
touch the [OK] key. The text entry screen will close.

* To edit or delete a text string, follow the instructions below.

To edit or delete a text string...

* When the key with the text string is touched, the following screen appears.
When the [Amend] key is touched, a text entry screen appears. The stored text string appears in the text entry
screen. Edit the text. When you have finished entering the text, touch the [OK] key. The text entry screen will close.

* When the [Delete] key is touched, the stored text is deleted.

A text has been already stored to this
location. Change the text?

[

] [ Delete [ Amend ]

M\

S

» Text settings can also be configured in the Web pages. Click [Application Settings], [Copy settings] and then [Text
Settings (Stamp)] in the Web page menu.
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| Touch the [Back] key.
Text (€ g | You will return to the screen of step 2.
s To copy using a stored text string, continue from step 2 of
Store/Delete = "PRINTING TEXT ON COPIES (Text)" (page 2-97).
{No 01 ARA ARA ] {No.02 BBB BEB ] 3
[Nvoa cee cce ] [No.o4 ] u
{No405 ] {N0.0E ]
— | ]
{N0409 ] {NOJO ]
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CHECKING THE STAMP LAYOUT (Layout)

After stamp items have been selected, you can check the print layout, change the print position, and delete stamp items.

el i D) = Touch the [Layout] key.
Special Nodes [ e & ]
= =T
g ][ =
===

@ The [Layout] key can only be touched when stamp items have been selected.

If the layout is correct, touch the [OK]

Stamp |

Layout [ 0K ] key.
. ; - Touch the key of the stamp item that you want to delete or
L2 3 whose position you want to change.

@ A maximum of 14 characters appear in each key.

To change the position of the item,
il T e touch the [Move] key. To delete the item,
touch the [Delete] key.

* If the [Move] key is touched, a screen for selecting the

N destination position appears.

Q * If the [Delete] key is touched, the item is deleted. (Go to step
6.)

[ Cancel ] [ Delete ] [ Move ]
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Stamp

Move

Select the location to move the selected item.

Touch the key of the desired destination
position.

The touched position key is highlighted and the print position
changes.

The keys that show the print positions will appear as follows
depending on the state of the settings.

Not selected, stamp setting has not
been selected.

Selected during selection of the stamp
setting.

Not available, stamp setting has already
been allocated.

i

The above key is the top left key. The appearance of each key
varies depending on the position of the key.

@

If you wish to swap the position of the selected stamp item with the position of another stamp item, temporarily move
either one of the items to an unoccupied position and then switch the print positions.

Stamp

Touch the [OK] key.

Move [« ] If you attempt to move the stamp item to a position that is
Select the location to move the selected item. 4;7 already occupied by another stamp item, a message will
appear asking you if you wish to overwrite the other stamp
/ item. To overwrite the other stamp item, touch the [Yes] key. To
N cancel the move, touch the [No] key.
T
= =8 =
An item has been already selected to
this location. Overwrite the item?
[ No ] [ Yes ]
Touch the [OK] key.
Layout OK
1 2 3 E
L2 3 |
e [ CONFIDENTIAL ] [ DO NOT COPY ]
JmEl 4 o o
4 B 8
1,2,3
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ADDING A WATERMARK TO A COPY (Watermark)

When making a copy, specific text can be added to the copy as a watermark. The density, angle, and pages (first page
only or all pages) can be selected for a watermark. The watermark is printed at the centre of the paper.

Printing "CONFIDENTIAL" on the paper

The following 12 selections are available for the stamp text.

CONFIDENTIAL PRIORITY PRELIMINARY FINAL
FOR YOUR INFO. DO NOT COPY IMPORTANT COPY
URGENT DRAFT TOP SECRET PLEASE REPLY

Three levels can be selected for the density of the watermark.
The angle of a watermark can be selected in the range +90 degrees to -90 degrees in increments of 45 degrees.

Touch the [Watermark] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 2-86).

| Touch the key of the watermark that you
Watermark [ Cancel ][ ] WiSh to use-

(conrrovtian | ( erroriTy | Exposure First page

[For vour 1nF0.] [ Do NoT CopY |

([ wremr ] [ orarr | angle

[ PRELIMINARY ] [ FINAL ] (+90 ~ -90) All Pages

[ mweortanr ] [ corv |

[ op secrer | [ PLEASE RERLY | @ @
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Stamp

Watermark [ Cancel ][ OK ]

CONFIDENTIAL PRIORITY l Exposure First Page
B}

FOR YOUR INFO. DO NOT COPY ]

@

URGENT DRAFT ]

All Pages

IMPORTANT

TOP SECRET

( ) (

( ) [ -h
(CeELmumvary | [ Fman |

( ] == ) -
( ) ( (+) [a]

PLEASE REPLY |

Touch the [Exposure] key and set the
density.

If you wish to darken, touch the [_B_] key. If you wish to
lighten, touch the [_d ] key.

When you have finished selecting the settings, touch the [OK]
key.

Stamp ‘

Exposure [ O ]

Exposure

Stamp

Watermark Cancel OK ]

PRIORITY | Exposure I First page

(For vour 1NF0.] [ DO NoT COPY |

[ wremnr ] [ omarr ] angle

[ PRELIMINARY ] [ FINAL ] All Pages
[ meorravr ] [ corr ]
[ Top sEcrer | [ PLEASE REPLY |

Touch the [¥]«]keys to set the angle of
the watermark.

An angle from +90 degrees to -90 degrees in increments of 45
degrees can be selected.

Stamp

Watermark Cancel OK

[For vour 1NF0.] [ Do NOT COPY |

([ weemnr ] [ orarr | angle

[CereLvmvary | [ Fmen | (+90 ~ -90) All Pages
[ meorravr ] ([ corr | ﬁI:ﬂ

[ TOP SECRET ] [ PLEASE REPLY ] @ Q

Select the pages that the watermark will
be printed on and touch the [OK] key.

Select printing on the first page only, or printing on all pages.
After touching the [OK] key, continue from step 5 of "GENERAL
PROCEDURE FOR USING STAMP" (page 2-86) to complete
the copy procedure.

@ The watermark text cannot be edited.

To cancel a watermark setting...
Touch the [Cancel] key in the screen of step 2.
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[Image Edit] KEY

When the [Image Edit] key is touched in the 2nd special modes menu screen, the image edit menu screen opens.

Image edit menu screen

Q)

()

©))

| Special Modes

Stamp

Sharpness I

Proof Copy

il

Image Edit
File Qui E

J | | ()

<] Original

= Mixed Size
JEE  Count

Original

© &

[Photo Repeat] key

I REPEATING PHOTOS ON A COPY (Photo
(page 2-106)

[Multi-Page Enlargement] key

I=" CREATING A LARGE POSTER (Multi-Page
Enlargement) (page 2-108)

[Mirror Image] key

Repeat)

I" REVERSING THE IMAGE (Mirror Image) (page

2-111)

| Special Modes

Image Edit

) ) )
(1[’Phot0 Repeat ]( i EM;\llatrigieE:egft ](:ﬁ’G‘D
(4

)
fETI Centring ](ﬁﬁ ReB/W ]

verse

Mirror
Image

(4) [Centring] key
I COPYING IN THE CENTRE OF THE PAPER
(Centring) (page 2-112)
(5

[B/W Reverse] key

I=" REVERSING WHITE AND BLACK IN A COPY (B/W

Reverse) (page 2-114)
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REPEATING PHOTOS ON A COPY (Photo Repeat)

Photo Repeat is used to create repeated images of a photo-size original (130 mm x 90 mm size, 100 mm x 150 mm
size, 70 mm x 100 mm size, 65 mm x 70 mm size or 57 mm x 100 mm size (3" x 5" size, 5" x 7" size, 2-1/2" x 4" size,
2-1/2" x 2-1/2" size or 2-1/8" x 3-5/8" size)) on a single sheet of copy paper as shown below. Up to 24 images (when the
image is 65 mm x 70 mm size (2-1/2" x 2-1/2" size)) can be repeated on a single sheet of paper.

* Original sizes up to 130 mm x 90 mm (3" x 5")

Copying on A4 (8-1/2" x 11")
size paper
4 copies are made.

Copying on A3
(11" x 17") size paper
8 copies are made.

Copying on A4 (8-1/2" x 11")
size paper
8 copies are made.

= A
’ Copying on A3
(11" x 17") size paper
16 copies are made.

* Original sizes up to 57 mm x 100 mm
(2-1/8" x 3-5/8")

= Copying on A4 (8-1/2" x 11")
size paper (Ratio 95%)
[ 10 copies are made.

* Original sizes up to 100 mm x 150 mm (5" x 7")

Copying on A4 (8-1/2" x 11")
size paper
2 copies are made.

Copying on A3
(11" x 17") size
paper

4 copies are made.

¢ Original sizes up to 65 mm x 70 mm
(2-1/2" x 2-1/2")

Copying on A4 (8-1/2" x 11")
size paper
12 copies are made.

Copying on A3
(11" x 17") size paper
24 copies are made.

Place the original face down on the
document glass.

* When placing a 130 mm x 90 mm, 100 mm x 150 mm,
70 mm x 100 mm, 65 mm x 70 mm or 57 mm x 100 mm
(3"x5",5"x7",2-1/2" x 4", 2-1/2" x 2-1/2" or 2-1/8" x 3-5/8")
photo size original, place the original with the long side
aligned against the left side of the document glass.

* When placing a business card size original, place the original
with the long side aligned against the far side of the
document glass.
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Select the special modes.

(1) Touch the [Special Modes] key.

(2) Touch the [+][#] keys to switch through the screens.
(3) Touch the [Image Edit] key.

(4) Touch the [Photo Repeat] key.
I= [Image Edit] KEY (page 2-105)

(1) ) Select Photo Repeat settings.
S— = ] (1) Touch the key showing the original type
R T ) o ) and paper size combination that you want
- to use.
e e % Touch the E] keys to switch through the screens and
A/BHAL  A3/11x17 touch the desired repeat type key (A4 or A3 (8-1/2" x 11"

T 30w Som i & ¢ or 11" x 17")).
o (2) Touch the [OK] key.

You will return to the special modes screen. Touch the
[OK] key to return to the base screen of copy mode.

@ When making repeat copies of a business card size original (up to 57 mm x 100 mm (2-1/8" x 3-5/8")), only A4 (8-1/2"
x 11") can be selected for the paper size.

Press the [START] key.
Copying will begin.

If you have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ().

@ » The original must be placed on the document glass.
* Only A4 (8-1/2" x 11") or A3 (11" x 17") size paper can be used.

* The copy ratio is 100% when this function is used. (The ratio cannot be changed.) However, for a business card size
original (up to 57 mm x 100 mm (2-1/8" x 3-5/8")), the images are reduced to 95%.

To cancel the photo repeat setting...
Touch the [Cancel] key in the screen of step 3.
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CREATING A LARGE POSTER (Multi-Page
Enlargement)

This function is used to enlarge an image of an original and print it as a composite image using multiple sheets of paper.

Original
(A4 (8-1/2" x 11") size)

H =

Copy (enlarged image on 8
sheets of A3 (11" x 17") paper)

Select the special modes.

(1) Touch the [Special Modes] key.

(2) Touch the [+][#] keys to switch through the screens.
(3) Touch the [Image Edit] key.

(4) Touch the [Multi-Page Enlargement] key.
I= [Image Edit] KEY (page 2-105)

2-108

Contents



COPIER

(B) Set the enlargement size and the original
size.
Tnage Bdit e e (1) Select the size system that you wish to use
Mlti-Page snlargenenc [ Border pwinc | ([ camcel J[ ok ] for multi-page enlargement.
Enlazgenent Siae original size | foriginet orientation Touch the keys to display the screen that shows
[ 2 ) % the; desired gro:p of sizes.
* 1st screen: A system
o T U * 2nd screen: B system
o = ) =) * 3rd screen: Inch system
e 2) Select the enlargement size.
T.
| . -
3) Select the size of the original to be used.
(2) 3) @ @ () Selectthes gina
A suitable original placement orientation (A) and the
number of sheets of paper required for the enlarged
image (B) are displayed based on the selected original
Enlargement size = Original size size and enlargement size.
> | A2 « A3, A4, A5 Check the placement orientation and number of sheets.
2 | AT «> A3, A4, A5 The combinations of original sizes and enlargement sizes
% A0 > A3, A4 shown in the table at left are possible for multi-page
3 [A0x2* > A3 enlargement.
w | B3 < B4,B5
% B2 «> B4,B5
o | Bl +«> B4,B5
3 |Bo - B4
§ 22" x 17" «=> 11" x 17", 8-1/2" x 14", 8-1/2" x 11"
122" x34" «=> 11" x 17", 8-1/2" x 14", 8-1/2" x 11"
§ 34" x 44" «=> 11" x 17", 8-1/2" x 14", 8-1/2" x 11"
5 44" x 68" = 11" x 17"

* The size that is twice A0 size.

@ * An A size original cannot be enlarged to a B size, and a B size original cannot be enlarged to an A size.
e To print a borderline around the copy image, touch the [Border Print] key so that it is highlighted.

Place the original face down on the
document glass in the orientation
indicated in the screen.
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o = Touch the [OK] key.
Multi-Page Enlargement [ Eorder print | [ cancer | ' You will return to the special modes screen. Touch the [OK] key

to return to the base screen of copy mode.

Enlargement Size

Original Size Original Orientation
(2 Size) o 9

m -
[ 20 ] [ a3 ]

Press the [START] key.

Copying will begin.

If you have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ((@)).

* The original must be placed on the document glass.
* Overlap of sections of image
- There will be a margin around the edges of each copy.
- Areas for overlapping the copies will be created at the leading and trailing edges of each copy.
* If an original size is selected first, a message will appear indicating the enlargement sizes that can be selected. If an
enlargement size is selected first, a message will appear indicating the original sizes that can be selected.
* If a combination of settings is selected for which multi-page enlargement is not possible, invalid selection beeps will sound.
» The paper size, number of sheets required for the enlarged image, and the ratio are automatically selected based on the

selected original size and enlargement size.
(The paper size and ratio cannot be selected manually.)

* If no paper trays have the size of paper that was automatically selected, "Load XXX paper" will appear. Change the paper
in one of the trays or the bypass tray to the indicated size of paper.

* To cancel the multi-page enlargement setting...
Touch the [Cancel] key in the screen of step 2.
Although the multi-page enlargement setting is cancelle, the ratio selected automatically is kept valid.
* To return the ratio to 100%...
To return the ratio setting to 100%, touch the [Copy Ratio] key to display the ratio menu and then touch the [100%] key.
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REVERSING THE IMAGE (Mirror Image)

This feature is used to make a copy that is a mirror image of the original.

A N
z = s

Original Mirror image copy

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][] keys to switch through the screens.

(3) Touch the [Image Edit] key.
I= [Image Edit] KEY (page 2-105)

M @ Select Mirror Image.
D —— C = (1) Touch the [Mirror Image] key so that it is
Image Edit —g 0K ] highllghted'
(2) Touch the [OK] key.

[[oroo repear | [ ieimace ) You will return to the special modes screen. Touch the

Enlargement

[OK] key to return to the base screen of copy mode.

S AL . B/W
[B]Fun Bleed] [L@J Centrmg] [@ Reverse ]

Press the [START] key.

Copying will begin.

If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you have
selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then touch the
[Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ().

To cancel a mirror image setting...
Touch the [Mirror Image] key in the screen of step 3 so that it is not highlighted.
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COPYING IN THE CENTRE OF THE PAPER (Centring)

This is used to centre the copied image on the paper.
This lets you place the image in the centre of the paper when the original size is smaller than the paper size or when the
image is reduced.

Not using the centring function Using the centring function

A
A
& 2

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][*] keys to switch through the screens.

(3) Touch the [Image Edit] key.
I [Image Edit] KEY (page 2-105)

[[etoto epea | [ icieee | NIgg e | You will return to the special modes screen. Touch the
[OK] key to return to the base screen of copy mode.

23 ) B/W

Press the [START] key.

Copying will begin.

If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
touch the [Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ((@)).

(1) () Select Centring.
[eciaimes 6 C = ] (1) Touch the [Centring] key so that it is
‘ —— highlighted.
(2) Touch the [OK] key.

2-112
Contents



COPIER

¢ The image can be reduced when using the centring function, but not enlarged.
* When the original size or the paper size is displayed as a special size, this function cannot be used.

To cancel centring...
Touch the [Centring] key in the screen of step 3 so that it is not highlighted.
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REVERSING WHITE AND BLACK IN A COPY (B/W Reverse)

This is used to reverse black and white in a copy to create a negative image.
Originals with large black areas (which use a large amount of toner) can be copied using Black/White Reverse to reduce
toner consumption.

A A
. = |

Originals B/W Reverse copy

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][%] keys to switch through the screens.

(3) Touch the [Image Edit] key.
I= [Image Edit] KEY (page 2-105)

M ) Select B/W Reverse.
oot e D) T = (1) T_outh the [B/W Reverse] key so that it is
Image Edit 9 0K ] hlghllghted.

(2) Touch the [OK] key.

ErE=3 = You will return to the special modes screen. Touch the

Enlargement

[OK] key to return to the base screen of copy mode.

a3 I ) G B/W
CERE TRt . ]

Press the [START] key.

Copying will begin.

If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then
touch the [Read-End] key.

To cancel scanning and copying...
Press the [STOP] key ((@)).
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When this function is selected, the "Original Image Type" setting for exposure adjustment automatically changes to "Text".

To cancel B/W reverse...
Touch the [B/W Reverse] key in the screen of step 3 so that it is not highlighted.
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ADJUSTING THE SHARPNESS OF AN

IMAGE (Sharpness)
.

This is used to sharpen an image or make it softer.
Soft

& 7

Sharp

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.

(1) Touch the [Special Modes] key.

(2) Touch the keys to switch through the screens.
(8) Touch the [Sharpness] key.

I t)) ) Adjust the image.

_ 1) Touch the [Soft] key or the [Sharp] key so
Special Modes hoxﬁ (
— T _]‘ that it is highlighted.

(2) Touch the [OK] key.

You will return to the special modes screen. Touch the
] [ [OK] key to return to the base screen of copy mode.

Sharp

Soft

Press the [START] key.

Copying will begin.
If you are using the document glass to copy multiple original pages, copying will take place as you scan each original. If you have selected
sort mode, change originals and press the [START] key. Repeat until all pages have been scanned and then touch the [Read-End] key.

To cancel scanning and copying...
@ Press the [STOP] key ().

When this function is selected, the exposure adjustment setting automatically changes to manual adjustment.
Automatic exposure adjustment cannot be selected.

To cancel the sharpness setting...
Touch the [Cancel] key in the screen of step 3.
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CHECKING COPIES BEFORE PRINTING
(Proof Copy)

This feature prints only one set of copies, regardless of how many sets have been specified. After the first set is checked
for errors, the remaining sets can be printed. Previously it was necessary to re-scan the original each time changes to
settings were required. However, this feature makes it possible to change settings for the scanned original without
scanning it again, allowing you perform copying more efficiently.

"Proof Copy" is 1 set of copies is The remaining 4
selected and 5 sets of printed for you to sets are printed
copies are executed check

Adjust the
settings g/

After adjustments are The remaining 4 sets
made, 1 set is printed are printed
for you to check

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select copy settings in the base screen.

3) 2 @ Select Proof Copy.
|
I T (1) Touch the [Special Modes] key.
IS” SPECIAL MODES (page 2-42)

(s | [ e ][ srorneee ] (2) Touch the [+][*] keys to switch through the
[ File I [ Quick File ] . % screens-

o | [ | (o] —e(+] (3) Touch the [Proof Copy] key so that it is

highlighted.

(4) Touch the [OK] key.
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e 7 Set the number of copies (humber of
010)O), sets) with the numeric keys.
@ @ @ If you will copy multiple originals using the document glass,
@ @ switch to sort mode after this step.
OI0) 1= Sort mode (page 2-34)
Plain

@ Up to 999 copies (sets) can be set.

If an incorrect number of copies is set...
Press the [CLEAR] key (@) and then enter the correct number.

Press the [START] key.

One set of copies is printed.
If you are using the document glass to copy multiple originals, change originals and press the [START] key. Repeat until all
pages have been scanned and then touch the [Read-End] key. One set of copies will be printed.

@ To cancel copying...
Press the [STOP] key ((@)).

Check the printed set of copies. If the
e s ot oy sanin, press copies are acceptable, touch the [End]
e key. If you need to change the settings,
s IS touch the [Change] key.

4\:;-7 When the [End] key is touched, the remaining sets are printed.
If you touched the [Change] key, go to the next step.

@ To cancel copying...
Press the [STOP] key ().
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) @) Change the settings.

(1) Touch the key of the setting that you want
to change.

The setting screen of the touched key opens. Change the
settings and touch the [OK] key.

[ Paper Select ] [ 2-Sided Copy] [ Output ] (2) Touch the [OK] key.

Special Modes

Proof Copy { O'K ]|

¢ To change the number of sets printed, set the desired number of copies (sets) with the numeric keys. After changing
@ the number of sets, touch the [End] key in the touch panel (not the [START] key) to print the sets.
* Special modes that can be adjusted are Margin Shift, Pamphlet Copy, Tandem Copy, Covers/Inserts, Transparency
Inserts, Multi-Shot, and Stamp.
* For Pamphlet Copy, Covers/Inserts, and Multi Shot, only changes to the settings of the functions can be made; the
functions cannot be newly added or deleted.
* When transparency film is used, the settings can be changed, new settings can be added, and the function can be
cancelled. However, this is not possible when pamphlet copying is enabled.

Press the [START] key.

One set of copies is printed again using the adjusted settings. Check the results. If further adjustments are needed, repeat
steps 6 through 8. (Repeating Proof Copy does not decrease the remaining number of sets to be printed.)

Touch the [End] key.

Fress [ind] to continve. You will return to the base screen of copy mode and the

To make a proof copy again, press

[scart]. remaining sets will be printed.

Change End

@ To cancel scanning and copying...
Press the [STOP] key ().

If Proof Copy is executed while the machine is printing another job, the other job is interrupted and the proof copies are
printed. The previous job will resume after the proof copies are printed.

However, if proof copy is executed during output of a job for which both two-sided printing and stapling are enabled, the proof
copy will be output after the job in progress is finished.

If the [End] key is touched to execute printing of the remaining sets while the machine is printing another job, the remaining
sets will be printed after all previously reserved jobs are completed.
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CHECKING THE NUMBER OF SCANNED
ORIGINAL SHEETS BEFORE COPYING
(Original Count)

The number of scanned original sheets can be counted and displayed before copying is executed. By allowing you to check
the number of original sheets that were scanned, this helps reduce the occurrence of copy mistakes.

Insert the originals face up in the
document feeder tray.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line

Indicator
line

Mode

on the tray.
(3) 2 (@ Select Original Count.
P 0! ] (1) Touch the [Special Modes] key.
1 SPECIAL MODES (page 2-42)

EEE RS (2) Touch the [+](#] keys to switch through the
[ Quick File ] [ Proof Copy ] 2 screens.

(s | (o] (3) Touch the [Original Count] key so that it is

[+]

highlighted.

(4) Touch the [OK] key.
You will return to the base screen of copy mode.

@ To cancel scanning and copying...
Press the [STOP] key ((@).
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After scanning is finished, check the

120 pages of original number of sheets that were scanned and
opt the seammes dasa? touch the [OK] key.
Copying will begin.
(oo ] » When job build mode is used, the number of scanned sheets
appears when the [Read-End] key is touched.

* The number that is displayed is the number of scanned
original sheets, not the number of scanned original pages.
For example, when two-sided copying is performed using
one original, the number "1" will appear to indicate that one
original sheet was scanned, not "2" to indicate the front-side
page and the reverse side page.

@ If the displayed number of original sheets is different from the actual number of original sheets...
Press the [STOP] key ((@)).

To cancel the original count mode setting...
Touch the [Original Count] key in the screen of step 2 so that it is not highlighted.
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COPYING ORIGINALS OF DIFFERENT SIZES
(Mixed Size Original)

Even when B4 (8-1/2" x 14") originals are mixed in with A3 (11" x 17") originals, all originals can be copied at once. When
scanning the originals, the machine automatically detects the size of each original and uses paper appropriate for that size.
When mixed size original is combined with auto ratio selection, the ratio is adjusted individually for each original according
to the selected paper size, enabling output on a uniform paper size.

Originals Copies

EL O

A3 —_ A

When mixed size original is combined with auto ratio selection
(Auto ratio selection and A3 (11" x 17") are selected)

Originals Copies

B4—E » A3 —

A3—{_ A

An B4 (8-1/2" x 14") size original will be
enlarged to A3 (11" x 17") size.

b

There are two settings for mixed size originals.

Use this setting for originals that are different sizes but have sides that are the same length. The originals
are inserted in the document feeder tray with the sides that are the same length aligned together on the left.
Same Width *A3and A4 eB4andB5 ¢A4Rand A5

*11"x17"and 8-1/2" x 11" ¢8-1/2"x 14" and 8-1/2"x 11"R  * 8-1/2" x 14" and 5-1/2" x 8-1/2"
*8-1/2"x 13"and 8-1/2" x 11"R  *8-1/2" x 13" and 5-1/2" x 8-1/2" *8-1/2"x 11"R and 5-1/2" x 8-1/2"

Use this setting when the originals are different sizes and do not have sides that are the same length. This
setting can only be used for the following combinations of sizes:

Different Width | *A3andB4 +<A3andB5 <*B4andA4 <Ad4andB5 +B4andA4R ¢B4andA5

* B5 and A4R *B5and A5

*11"x17"and 8-1/2" x 14" «11"x17"and 8-1/2"x 13"  *11"x 17" and 5-1/2 x 8-1/2"
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Insert the originals face up in the
document feeder tray.

@® When "Same Width" is used

Place the originals with the sides that are the same length

% aligned on the left.
———A3(11"x17")

1 -a27

A4 (8-1/2" x 11")
Place with the sides that are the same
— length aligned on the left.

—{T
il

® When "Different Width" is used

Place the originals with the corners aligned in the far left corner

——— -
Place the originals of the document feeder tray.
PN | aligned to the far left
U corner.

B4

(8-1/2" x 14") - /[
$o0 ¢
A3 (11" x 17")J

1
[ ]

ooo

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [+][*] keys to switch through the screens.

(3) Touch the [Mixed Size Original] key.
I Special modes menu (2nd screen) (page 2-43)

) () Select Mixed Size Original settings.
1
Special Modes El { C;( ]| (1) TOUCh the [Same Width] key Or the
Mixed Size Original [ comer J___ox ] [Different Width] key as appropriate for the
originals.
e - e (2) Touch the [OK] key.
‘ = L}—’J eriginat. You will return to the base screen of copy mode.
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Press the [START] key.
Copying will begin.

@ To cancel scanning and copying...
Press the [STOP] key ((@).

@ * When [Different Width] is selected, the staple function cannot be used.

* The mixed size original function cannot be used to copy originals that are the same size but are placed in different
orientations (A4 and A4R (8-1/2" x 11" and 8-1/2" x 11"R), etc.).

To cancel the mixed size original setting...
@ Touch the [Cancel] key in the screen of step 3.

? System Settings (Administrator): Original Feeding Mode
The original feeding mode can be set to always scan mixed size originals.
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COPYING THIN ORIGINALS (Slow Scan
Mode)

Use this function when you wish to scan thin originals using the automatic document feeder. This function helps prevent
thin originals from misfeeding.

- Insert the originals face up in the
Indicator =N _ /< document feeder tray.

line Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line

on the tray.

@ If the originals are inserted with too much force, they may crumple and misfeed.

@) 2 @ Select Slow Scan Mode.
|
TR ] ] (1) Touch the [Special Modes] key.
' 15" SPECIAL MODES (page 2-42)
EEEN R (2) Touch the keys to switch through the
{ File ] [ Quick File ] [ Proof Copy ] % Screens-
| (e - (3) Touch the [Slow Scan Mode] key so that it is
highlighted.
(4) Touch the [OK] key.

You will return to the base screen of copy mode.

Press the [START] key.
Copying will begin.

@ To cancel scanning and copying...
Press the [STOP] key ((@)).
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The "2-Sided to 2-Sided" and "2-Sided to 1-Sided" modes of automatic 2-sided copying cannot be used.

To cancel the slow scan mode setting...
Touch the [Slow Scan Mode] key in the screen of step 2 so that it is not highlighted.

OO

System Settings (Administrator): Original Feeding Mode
This is used to have scanning always take place in slow scan mode.
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CONVENIENT COPY FUNCTIONS

This section explains convenient copy functions such as interrupting a copy run, changing the order of reserved copy
jobs, and storing copy settings in a program.

INTERRUPTING A COPY RUN
(Interrupt copy)

When you need to make an urgent copy and the machine is busy with a long copy run or other job, use interrupt copy.
Interrupt copy temporarily stops the job in progress and lets you perform the interrupt copy job first.

Touch the [Interrupt] key.

The [Interrupt] key does not appear while an original is being
scanned.

——— | )
E@ﬁ 2-Sided Copy

: Plain
:
&ol=l
At
ey
[ ]

Copy Ratio Original Paper Select
P
100% —

Preview

———— Place the original.
[ Place the original face up in the document feeder tray, or face
down on the document glass.

The interrupt copy job begins.

When the interrupt copy job is completed, the interrupted job resumes.

@ To cancel scanning and copying...
Press the [STOP] key ((@)).

E Select copy settings and press the [START] key.
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* If user authentication is enabled, the login screen will appear when the [Interrupt] key is pressed. Enter your user name
and password to log in. The number of copies made will be added to the count of the user that logged in.
* Depending on the settings of the job in progress, the [Interrupt] key may not appear.
* Interrupt copy cannot be used in combination with the following special modes:
Job Build, Tandem Copy, Book Copy, Card Shot, Multi-Page Enlargement, Original Count
* If the document glass is used for an interrupt copy job, 2-sided copying, sort copying, and staple sort copying cannot be
selected. If any of these functions are necessary, use the automatic document feeder.
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CHECKING A PREVIEW IMAGE OF A COPY
(Preview)

You can touch the [Preview] key so that it is highlighted in the base screen and then scan the original to check a preview
image of the copy in the touch panel before printing the copy.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Touch the [Preview] key so that it is
highlighted.

Exposure
Auto

Copy Ratio Original Paper Select
100%
Preview
—

Select copy settings and press the [START] key.

After the original is scanned, a preview image of the copy appears in the touch panel. The copy is not printed until the [Start
Copy] key is touched in the preview screen.

o ) Copy printing begins.

I = For details on the preview screen, see "PREVIEW SCREEN"
(page 2-131).

Display Rotation

[ @ o) oss () D)

@ If you need to change the copy settings, touch the [Reset] key.

To cancel copying...
Press the [STOP] key ((@)).

Check the preview image and then touch
2] Cmromy the [Start Copy] key.
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To cancel the operation...
Press the [CLEAR ALL] key (&4).

S ©

System Settings (Administrator): Default Preview
You can set the default state of the [Preview] key to always selected (highlighted). Enable this setting if you wish to check a
preview image each time you make a copy.
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PREVIEW SCREEN

The preview screen is explained below.

(1)

@)

@)

COPIER

N - )

— (4)

(1)

— (5)

= (6)

Display Rotation

— @

et

e

Preview image

A preview image of the scanned original is displayed.

If the image is cut off, use the scroll bars at the right and
bottom of the screen to scroll the image. Touch a bar and
slide it to scroll. (You can also touch the ¥ a keys to
scroll.)

Change page keys

When there are multiple pages of images, use these keys

to change pages.

* (4] (M) keys: Go to the first or the last page.

* (4] [»] keys: Go to the previous page or the next

page.

e Page number display: This shows the total number of
pages and the current page
number. You can touch the
current page number key and
enter a number with the
numeric keys to go to that page
number.

[Reset] key

Touch to change the copy settings after checking the
preview image. After changing the settings, touch the
[Preview Again] key to update the preview image with the
new settings.

Preview/Reset { Cancel

| [[ereview again |

[ 2-Sided Copy ] [Speclal Modes] [ Output ]

([0 © @ o © )
1

@

®)

(6)

@

®)

[Display Output] key

Touch to show the selected modes and settings as icons.
Functions that are displayed are as follows:

* 2-sided copying * Pamphlet copy

* Book copy

* Staple (including saddle stitch) function

* Punch function e Stamp menu

* Covers/Inserts e Transparency inserts

This key can only be touched when the entire preview
image is displayed in the preview screen.

[Function Rev.] key

Touch to check special mode items, 2-sided copying, and
output settings.

Display zoom key

Use this to set the zoom ratio of the displayed image.
Changes from the left in the order "Full Page", "Twice", "4
Times", "8 Times". The setting applies to all pages in the
file, not just the displayed page.

"Display Rotation" key

This rotates the image right or left by 90 degrees. The
rotation applies to all pages in the file, not just the
displayed page.

[Start Copy] key

Touch to start printing the copy.

@

image are as follows:
Copy settings:  ratio, paper size
Special modes:

* A preview image is an image for display on the touch panel. It will differ from the actual print result.
* The preview image reflects certain copy settings and special mode settings. Settings that are reflected in the preview

margin shift, edge erase, dual page copy, pamphlet copy, covers/inserts, transparency film, 2 in 1/4in 1,

book copy, card shot, image edit menu, Sharpness
* Fine lines (such as borderlines printed by the 2in1/4in1 function) may not appear correctly at some zoom ratios.
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JOB STATUS SCREEN

The job status screen is displayed when the [JOB STATUS] key on the operation panel is pressed. The job status
screen shows the status of jobs by mode. When the [JOB STATUS] key is pressed, the job status screen of the mode
that was being used before the key was pressed appears.

Example: Pressing the key in copy mode

J& Print Job T@’—l Scan to TLG Fax Job T@Internet Fax]
Job Queue Sets / Progress  Status spool
h
v
JOB STATUS [2 ) copy 002 / 000 Waiting ] 1 Complete
3 @) computerol 002 / 000 Waiting ] B
CJ 4 QY 0312345678 001 / 000 Waiting ]
Stop/Delete

The job status display (A) is in the lower left corner of the touch panel. The job status display can be touched to display the
@ job status screen. The first four jobs in the print queue (the job in progress and reserved jobs) can be checked in the job
status display (B).

@Eeady to scan for copy. Job Status
Y

2-Sided Copy

Preview

-
MFP Status

B o020/001

Copying

002/000

Exposure

Waiting

B 002/000

Waiting

& 001/000

Waiting
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JOB QUEUE SCREEN AND COMPLETED JOB SCREEN

The job status screen consists of the job queue screen that shows copy and print jobs waiting to be printed and the job
currently in progress, the completed job screen that shows jobs that have been completed, and the spool screen that
shows print jobs that have been spooled and encrypted PDF jobs that are waiting for a password to be entered. This
section explains the job queue screen and the completed jobs screen, which are related to copy mode. The job status
screen switches between the job queue screen and the completed jobs screen each time the job status screen selector
key is touched.

(1) —(& Print Job l’g’—l Scan to I'.G Fax Job ]’@Internet Faxll J’& Print Job ]’@ Scan to ]".G Fax Job ]’@Internet Fax]
I —— — S YOV SV VU SV O —
Copying 1 BJ computero2 11:00 04/01 001/001 OK PR
2 (f Copy 002 / 000 Waiting 1 Compvlete [ ol (3) 2 @) Ccomputer03 10:33 04/01 010/010 OK 1
[B_EJ Computer01 002 / 000 Waiting : 3 Q Computer04 10:31 04/01 013/013 OK 2 (7)
R 0312345678 001 / 000 Waiting + 0 r@ file-01 10:30 04/01 010/010 OK +
: [5 ) copy 10:13 04/01 001/001 OK
@ [E.l- (4) 6 [ copy 10:03 04/01 001/001 OK [I.- (8)
[I.I- (5) 7 Q Computer05 10:01 04/01 003/003 OK
Stop/DeletE.l— (6) 8 @ copy 10:00 04/01 010/010 OK Ca ."- (9)
(1) Mode select tabs (7) Job list (completed jobs screen)
Use these tabs to select the mode that is shown in the This shows up to 99 completed jobs. The result (status)
job status screen. of each completed job is shown. Copy jobs that used the
The status of copy jobs can be checked by touching the document filing function are indicated as keys.
Print Job] tab. . .
[ ] (8) [Detail] key (completed jobs screen)
(2) Job list (job queue screen) When a job is shown as a key in the job list, the [Detail]
Jobs waiting to be printed appear in the job queue as key can be touched to show detailed information on the
keys. The jobs are printed in order from the top of the job.

queue. Each job key shows information on the job and

the current status of the job. (9)  [Call] key

Touch this key to retrieve and use a copy job stored
(3) Job status screen selector key using the document filing function.

Touch this key to switch through the job queue screen,
the completed jobs screen, and the spool screen.

(4) [Detail] key (job queue screen)

Touch this key to display detailed information on a job.
(5) [Priority] key

Touch this key to give priority to a selected job.

(6) [Stop/Delete] key
Touch this key to stop or delete a selected job.
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Job key display

Each job key shows the position of the job in the job queue and the current status of the job.

(1)

()

(3)

(4)

®)

COPIER

2| ) |copy ooz‘llooo Waiting

1 | 1 |

M @ 3) @ (5 (6)
Indicates the number (position) of the job in the job (6) Status
queue. Shows the job status.
When the job currently being printed is finished, the job
moves up one position in the job queue. Message Status
This number does not appear in keys in the completed "Copying" Copying is in progress.
jobs screen.

"Waiting" The job is waiting to be executed.
Mode icon
The IfD icon appears when the job is a copy job. "Toner The toner cartridge is out of toner.
Empty" Replace the toner cartridge with a
Job name new cartridge.
"Copy" appears for a copy job. -
When user authentication is enabled, the name of the "Paper The paper used for the job has run
user that performed the job appears. Empty” O.Ut' Add paper or change to a
different paper tray.
Number of copies (sets) entered it The copy page limit has been
This shows the number of copies (sets) specified. exceeded. Check with the
Number of completed copies administrator of the machine.
ngezrr]sovv\:lsrmitlzet::Tc])t;eirs?:/acict)i?:?n(?s;sj)oi)o;ﬂjteed. 000 "Error" An error occurred while the job was
' being executed. Clear the error
condition.
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CANCELLING A JOB THAT IS WAITING IN THE QUEUE

A copy job that is waiting to be printed can be cancelled.

JOB STATUS Press the [JOB STATUS] key.

L)

(1) ) Cancel the job.
1
=% print dob I@ Scan to It.ﬂ Fax Job [@Internet Faxl (1) Touch the [Prlnt JOb] tab.
N (2) Change the print job status mode to [Job
s : ied 1 |_comlete Queue].
2 WD comutert? e e J° Touch this key to change modes. The selected mode will
R 0312345678 001 / 000 Waiting ] be h|gh||ghted
(3) Touch the key of the copy job that you wish
to cancel.
(seomrpeteee)
| (4) Touch the [Stop/Delete] key.
®) @ (5) A message appears to confirm the

cancellation. Touch the [Yes] key.

& Delete the job?

() copy

No Yes

The selected job key is deleted and printing is cancelled.

@ If the job in progress is a copy job, you can also press the [STOP] key () to display the above screen.
To cancel, touch the [Yes] key.

@ If you do not want to cancel the selected print job...
Touch the [No] key in step (5).
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GIVING PRIORITY TO A JOB IN THE QUEUE

If a copy job is begun when there are already multiple jobs in the queue, the copy job will appear at the end of the queue.
However, if you have an urgent copy job, you can give priority to the job and have it executed first.

JOB STATUS Press the [JOB STATUS] key.

L)

M) @) Give the desired job priority.
|
o print dob I@ Scan to IQ.G Fax Job I@Internet Faxl (1) Touch the [Print JOb] tab.
giii W i) |memd| (@ Change the print job status mode to [Job
2 Copy / aitin O ; Com;.ete Queue]-
} & Compurernz o - Touch this key to change modes. The selected mode will
R 0312345678 001 / 000 Waiting ] be hlghllghted
%] (3) Touch the key of the copy job to which you
oy ) want to give priority.
Stop/Deletel
| (4) Touch the [Priority] key.
3 @ The job being printed stops and the job selected in (3) is
printed.
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CHECKING INFORMATION ON A COPY JOB WAITING
IN THE QUEUE

Detailed information can be displayed on a copy job waiting in the queue.

JOB STATUS Press the [JOB STATUS] key.

L)

™) ) Checking job details
l .
f=y Pr1:t Job T@ Scan to T(.CI Fax Job T@Intgmet Fax] (1) Touch the [Prlnt JOb] tab-
YW S (2) Change the print job status mode to [Job
2 ) copy 002 / 000 Waiting 1 Compvlete Queue].
(2 82 comusern Lap A miing ] Touch this key to change modes. The selected mode will
F 0312345678 001 / 000 Waiting ] be hlghllghted
T (3) Touch the key of the job that you wish to
check.
Stop/Deletel
(4) Touch the [Detail] key.
(3) 4) The job check screen of the job selected in (3) appears.
Detail [ oK ]|
B copy 002 / 000 Waiting
* Colour / B/W: B/W . gg);;ikd Ak
= Exposure: 1B = Output: @.'3—‘}“3
S s
" Copy Ratio: X100% Y100%

[Paper Select] key

If a copy job is stopped because the paper ran out, the [Paper Select] key can be pressed to change to a
different paper tray.

When the [Paper Select] key is pressed, the paper tray selection screen appears.

=" PAPER TRAYS (page 2-11)

Touch the key of the tray that has the size of paper that you wish to use and then touch the [OK] key. The
stopped copy job will resume.
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STORING COPY OPERATIONS (Job Programs)

A job program is a group of copy settings stored together. When copy settings are stored in a job program, the settings
can be retrieved and used for a copy job by means of a simple operation.

For example, suppose A3 (11" x 17") size CAD drawings are copied once a month for archive purposes using the
following settings:

A3 (11" x 17") size CAD drawings

I—u—| Coopie;s
f—

— ) ==
= I— 1

When a job program is not stored

(1) The A3 (11" x 17") size CAD drawings are
reduced to A4 (8-1/2" x 11") size.

(2) The drawings have fine lines that do not
show clearly, and thus a dark exposure
setting (level 4) is used.

(3) To reduce paper use by half, 2-sided
copying is used.

(4) Margin shift is used so that holes can be
punched for filing.

When a job program is stored

Set A3 (11" x 17") to A4

—

8-1/2" x 11") reduction

&

Press the [#/P] key (D) ).

¥

Job Programs [

Change the exposure setting

Exit ]‘

¢

Press program number.

Select 2-sided copying ( 1 IN 2

&

*
4

Select margin shift

&

Recall l Store/Delete I

Touch the stored program key.

¥

Press the [START] key.

Select punch hole settings

¥

Press the [START] key.

Considerable time is required to copy the drawings each The settings are stored in a job program, so they can be

month because the above settings must be selected.
In addition, mistakes are occasionally made when selecting
the settings, so some copies must be redone.

selected by the touch of a key. This is simple and takes no time.
In addition, the settings are all stored so there are no chances
for mistakes, and thus no need to redo copies due to setting
mistakes.

@

job program.

* Up to 48 job programs can be stored. The job programs are retained even if an interruption occurs in the power supply.
* Job programs can also be stored in the Web pages. Click [Job program] and then [Copy] in the Web page menu to store a
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STORING (EDITING/DELETING) A JOB PROGRAM

The procedures for storing copy settings in a job program and deleting a job program are explained below.

®O®O
OO
SIOIOI®)

r
9
Q
S
<
S

Press the [#/P] key (D).

Job Programs {

Press program number.

1 Recall l

Store/Delete

~J

] Touch the [Store/Delete] tab.

Job Programs {

Exit

D R -

o= =™

Ce e JC—s 3 (*]

CE s =)
| Recall l Store/Delete

highlighted.

highlighted.

j] Touch a numeric key.

Numeric keys in which job programs are already stored are
* To store a job program, touch a numeric key that is not

* To edit or delete a job program, touch the key in which the
job program is stored (highlighted key).

Editing or deleting a job program...

When a highlighted numeric key is touched, the following screen appears.

The [Store] key can be touched to delete the stored settings and store new settings. Go to the next step.
When the [Delete] key is touched, the stored settings are deleted. After the deletion is finished, touch the [Exit] key to

return to the base screen.

A job program has been already stored
in this location.

Delete ] [

[ Cancel ] [

Store

)

When "Disabling Deletion of Job Programs" is enabled in the system settings, a stored job program cannot be edited

or deleted.
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5,5 ke selections and piess = )= Select the copy settings that you wish to
=S store in the job program and touch the
[OK] key.
To assign a name to the program, touch the [Program Name]

e — key. A text entry screen will appear.

e Up to 10 characters can be entered for the name.
When you have finished, touch the [OK] key.
Copy Ratio Original Paper Select You will return to the base screen with the stored information
100%

—_— reflected in the screen.

@ The number of copies cannot be stored.
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APPENDIX

Examples of covers and inserts

The relations between the originals and finished copies when covers or inserts are inserted are shown on the following

pages.
Covers

* 1-sided copying of 1-sided originals
* 1-sided copying of 2-sided originals

Inserts

* 1-sided copying of 1-sided originals
¢ 1-sided copying of 2-sided originals

Symbols used for covers and inserts

The following symbols are used to make the explanations easier to understand.

* 2-sided copying of 1-sided originals
* 2-sided copying of 2-sided originals

* 2-sided copying of 1-sided originals
* 2-sided copying of 2-sided originals

The numbers that appear indicate what original a copy corresponds to, and will vary depending on the settings.

° Icon o Icon
2 | Symbol Meaning appearing || £ | Symbol Meaning appearing
= in display F in display
Front cover when not Insert when not copied on.
copied on. E E
Front cover when one side BN Insert when one side is
5 % is copied on. copied on.
>
:
s Front cover when a 2-sided 2 Insert when a 2-sided
o original is copied on one - ‘TB original is copied on one
L % side of the cover. (One side of the insert. (One
page is not copied.) page is not copied.)
Front cover when both — BN Insert when both sides are
% sides are copied on. T copied on.
Back cover when not 1-sided original or output
copied on. 9 ! page of regular 1-sided
copying.
N Back cover when a 1-sided N 2-sided original or output
= original is copied on one E % page of regular 2-sided
o side of the back cover. _g copying.
]
: Back cover when a 2-sided % 1-sided original or output
4 % original is copied on one E 6 page of regular 1-sided
@ side of the back cover. o copying.
(One page is not copied.)
Back cover when both Output page of 2-sided
sides are copied on. 5 copying when only 1 side is
e copied on due to lack of
originals.
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Covers (1-sided copying of 1-sided originals)

1-sided copies are made of the following 1-sided originals.

COPIER

1st page 2nd page 3rd page 4th page 5th page 6th page
1 2 3 4 5 6
Cover copying condition
Resulting copies
Front cover Back cover
2 3 4 5 6
No copying No copying
1-sided No coovin 3 4 s 6
copying Pying
2-sided No copyin ) ’ °
copying Pying
No copvin 1-sided 2 3 4 5
pying copying
No copyin 2-sided * ’ )
pying copying
1-sided 1-sided 3 4 5
copying copying
1-sided 2-sided 3 4
copying copying
2-sided 1-sided 4 5
copying copying
2-sided 2-sided 4
copying copying

Contents
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Covers (2-sided copying of 1-sided originals)

2-sided copies are made of the following 1-sided originals.

1st page

2nd page

3rd page

4th page

5th page

6th page

Cover copying condition

Resulting copies

Front cover Back cover
1 3 5
No copying No copying
1-sided No coovin 2 4 6 I\
copying Pying
2-sided No copyin ’ °
copying Pying
No copvin 1-sided 1 3 5
pying copying
No copyin 2-sided 1 ’
pying copying
1-sided 1-sided 2 4
copying copying
1-sided 2-sided 2 4
copying copying
2-sided 1-sided 8 5
copying copying
2-sided 2-sided 8
copying copying
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Covers (1-sided copying of 2-sided originals)

1-sided copies are made of the following 2-sided originals.

1st page

2nd page

3rd page

COPIER

Cover copying condition

Resulting copies

Front cover Back cover
2 3 4 5
No copying No copying
1-sided No copvin 8 4 8 8
copying Pying
2-sided No copyin ) ’ °
copying Pying
No copyin 1-sided * ’ ) ’
pying copying
No copyin 2-sided * ’ )
pying copying
1-sided 1-sided 3 4 5
copying copying
1-sided 2-sided 3 4
copying copying
2-sided 1-sided 4 5
copying copying
2-sided 2-sided 4
copying copying

2-144

Contents




COPIER .

Covers (2-sided copying of 2-sided originals)

2-sided copies are made of the following 2-sided originals.

1st page

2nd page

3rd page

Cover copying condition

Resulting copies

Front cover Back cover
1 3 [5 T
No copying No copying
1-sided No copvin 8 s
copying Pying
2-sided No copyin ’ °
copying Pying
No copyin 1-sided 1 ’
pying copying
No copyin 2-sided 1 ’
pying copying
1-sided 1-sided 8
copying copying
1-sided 2-sided 8
copying copying
2-sided 1-sided 8
copying copying
2-sided 2-sided 8
copying copying
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Inserts (copying of 1-sided originals)

1-sided and 2-sided copying of the following 1-sided originals. The example of adding an insert at the 3rd sheet is
shown. (when "Insertion Page" is set to "3" in the insertion settings of the insert settings in the special modes)

1st page 2nd page 3rd page 4th page 5th page 6th page

1 2 3 4 5 6

Insert Resulting copies
copying Resulting copies (1-sided copying) (2-sided go pin )
condition Pying

| 1 ? s [F 1 F P T NN

No copying

1-sided 1 2 BN [+ 5 6 RN E AN O NI

copying

2-sided 1 2 EIENEE 6 T BR [5 1

copying

Inserts (copying of 2-sided originals)

1-sided and 2-sided copying of the following 2-sided originals. The example of adding an insert at the 3rd sheet is
shown. (when "Insertion Page" is set to "3" in the insertion settings of the insert settings in the special modes)

1st page 2nd page 3rd page

)

Inse.rt . . . . Resulting copies
copying Resulting copies (1-sided copying) (2-sided copying)
condition Pying

| 1 2 s [F 1 F P T BN m
No copying

1-sided 1 2 BN [+ 5 6 Tl BLN [5 1

copying

2-sided 1 2 EIENEE 6 Tl BR [5 1

copying
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CHAPTER 3

PRINTER

This chapter provides detailed explanations of the procedures for using the printer function.
To use the printer function, the printer function must be available.

PRINTER FUNCTION OF THE MACHINE

PRINTING FROM WINDOWS

BASIC PRINTING PROCEDURE
* SELECTING THE PAPER

PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED .... 3-7

VIEWING PRINTER DRIVER HELP. ........... 3-10
SAVING FREQUENTLY USED PRINT
SETTINGS .....cciiiiiiii it ineaannnnnns 3-11
* SAVING SETTINGS AT THE TIME OF
PRINTING ........ ... ... ... ... ... ... 3-11
*USING SAVED SETTINGS ............... 3-13
CHANGING THE PRINTER DRIVER
DEFAULT SETTINGS ..............coooutt. 3-14

PRINTING FROM A MACINTOSH

BASIC PRINTING PROCEDURE. ............. 3-16
* SELECTING PAPER SETTINGS. . ......... 3-16
*PRINTING ....... ... .. ... ... ot 3-17
* SELECTINGTHEPAPER ................ 3-19

PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED ... 3-20

FREQUENTLY USED FUNCTIONS

SELECTING A PRINT MODE SETTING ......... 3-22
TWO-SIDED PRINTING .. .........ivinnnt 3-24
FITTING THE PRINT IMAGE TO THE PAPER ... 3-26
PRINTING MULTIPLE PAGES ON ONE

PAGE .......coiii it i i et 3-27
STAPLING OUTPUT/PUNCHING HOLES IN

OUTPUT ...t i e e e ia e s 3-29

CONVENIENT PRINTING FUNCTIONS

CONVENIENT FUNCTIONS FOR CREATING

PAMPHLETS AND POSTERS................. 3-31
* CREATING A PAMPHLET
(Pamphlet/Pamphlet Staple). . ............. 3-31

* INCREASING THE MARGIN (Margin Shift). .. 3-33
* CREATING A LARGE POSTER (Poster

Printing) ....... ... . . 3-34
FUNCTIONS TO ADJUST THE SIZE AND
ORIENTATION OF THE IMAGE. .............. 3-35

* ROTATING THE PRINT IMAGE 180

DEGREES (Rotate 180 degrees)........... 3-35
* ENLARGING/REDUCING THE PRINT

IMAGE (Zoom/XY-Zoom)................. 3-36
* ADJUSTING LINE WIDTHS WHEN

PRINTING (Line Width Settings) ........... 3-37
* REVERSING THE IMAGE (Mirror Image) . ... 3-38

IMAGE ADJUSTMENT FUNCTION............ 3-39

* ADJUSTING THE BRIGHTNESS AND

CONTRAST OF THE IMAGE (Image

Adjustment) . ... 3-39
* PRINTING FAINT TEXT AND LINES IN

BLACK (Text To Black/Vector To Black) . . . .. 3-40
FUNCTIONS THAT COMBINE TEXT AND
IMAGES .........cciiiiii i iiaiianannns 3-41

* ADDING A WATERMARK TO PRINTED

PAGES (Watermark) . ................... 3-41
* PRINTING AN IMAGE OVER THE PRINT

DATA (Image Stamp) . . . ................. 3-42
* CREATING OVERLAYS FOR PRINT

DATA (Overlays) . ..., 3-43



PRINTER .

PRINT FUNCTIONS FOR SPECIAL

PURPOSES ..........cciiiiiiiiarnannnnns 3-44

* PRINTING SPECIFIED PAGES ON

DIFFERENT PAPER (Different Paper). ... ... 3-44
* ADDING INSERTS WHEN PRINTING ON

TRANSPARENCY FILM (Transparency

Inserts) . ....... .. 3-46
* PRINTING A CARBON COPY (Carbon

COPY) et 3-47
* PRINTING TEXT ON TABS OF TAB

PAPER (Tab Paper Print/Tab Paper

Settings) . ... 3-48
* TWO-SIDED PRINTING WITH SPECIFIC

PAGES PRINTED ON THE FRONT SIDE

(Chapterinserts). . ...................... 3-51
* FOLDING PRINTED PAPER IN HALF

(Fold) ..o 3-52

CONVENIENT PRINTER FUNCTIONS ......... 3-53

* USING TWO MACHINES TO PRINT A

LARGE PRINT JOB (Tandem Print). .. ... ... 3-53
* SAVING AND USING PRINT FILES

(Retention/Document Filing). . . ............ 3-54

PRINTING WITHOUT THE PRINTER

DRIVER

DIRECTLY PRINTING FROM THE MACHINE. . .. 3-57
* DIRECTLY PRINTING A FILE ON AN FTP
SERVER. ... ... 3-58
* DIRECTLY PRINTING A FILE IN USB
MEMORY .. ... .. 3-59
* DIRECTLY PRINTING A FILE IN A
NETWORKFOLDER ..................... 3-61
DIRECTLY PRINTING FROM A COMPUTER. ... 3-64
*SUBMITPRINTJOB .................... 3-64
*FTPPRINT. ... 3-64
*E-MAILPRINT ......... ... ... ot 3-65

CHECKING THE PRINT STATUS
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* SPOOL SCREEN/JOB QUEUE
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* GIVING A PRINT JOB PRIORITY .......... 3-70
* CANCELLINGAPRINTJOB . ............. 3-71
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PRINTER FUNCTION OF THE MACHINE

To use the machine's print function, the expansion kit must be installed in the machine in accordance with your
environment. Printing will be possible from your computer after you have installed the printer driver.

See the table below to determine which printer driver to use in your environment.

Environment Printer driver type Remarks

PCL6, PCL5e*1
The machine supports the Hewlett-Packard PCL6 and PCL5e printer

. . The printer expansion kit*2
control languages. It is recommended that you use the PCL6 printer P P

. driver. If you have a problem printing from older software using the PCL6 's required.
Windows printer driver, use the PCL5e printer driver.
PS
This printer driver supports the PostScript 3 page description language The printer expansion kit*2
developed by Adobe Systems Incorporated, and enables the machine to and PS3 expansion kit are
be used as a PostScript 3 compatible printer. required.
Macintosh (A PPD file is available if it is desired to use the Windows standard PS

printer driver.)

*1 The PCL5e printer driver cannot be available in some countries.
*2 The printer expansion kit is the standard equipment for N models.

This manual assumes that the printer expansion kit has been installed. Print functions that require the PS3 expansion kit also
@ require installation of the printer expansion kit.

Installing the printer driver in a Windows environment

To install the printer driver and configure settings in a Windows environment, see "SETUP IN A WINDOWS
ENVIRONMENT" (page 1-81) in "1. BEFORE USING THE MACHINE".

The explanations in this manual of printing in a Windows environment generally use the screens of the PCL6 printer driver.
The printer driver screens may differ slightly depending on the printer driver that you are using.

Installing the printer driver in a Macintosh environment

In a Macintosh environment, the PS3 expansion kit must be installed to use the machine as a network printer.
To install the printer driver and configure settings in a Macintosh environment, see "SETUP IN A MACINTOSH
ENVIRONMENT" (page 1-109) in "1. BEFORE USING THE MACHINE".
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PRINTING FROM WINDOWS

BASIC PRINTING PROCEDURE

The following example explains how to print a document from "WordPad", which is a standard accessory program in
Windows.

5| Dacument - WaordPad

Edit View Inset Format Help

Select [Print] from the [File] menu of
WordPad.

New... Ctrl+N i) =
Open.. S - - msupEs: Tyouareusing Windows 7, click the button.
Save Ctrl+5

Save As... P [ 2E ' o e

Print... Ctrl+P

—
FIINT FTEVIEW...

Page Setup...
Recent File

Send...

Exit

The menu used to execute printing may vary depending on the software application.

2 Print d]  Open the printer driver properties
General WindOW.

Select Printer - . .
T ._ ._ : (1) Select the printer driver of the machine.
“~—.";'."’/r v—-.“";'.‘j"é = e If the printer drivers appear as icons, click the icon

Add Printer]  SHARP of the printer driver to be used.
Moo > « If the printer drivers appear as a list, select the

i P"’”‘mf"el fisieences I name of the printer driver to be used from the list.

Commert (P . (2) Click the [Preferences] button.

Pagzlﬂange _ If you are using Windows 2000, the [Preferences]

: I teamtrof copi=: button does not appear. Click a tab on the "Print"
Poges: 16553 S dialog box to adjust the settings on that tab.

Erter either a single pag | number or & single 1-2'3 II_-2' 3

page range. For exampll, 5-12

Print | Cancel |
(1) (2)

The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.
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) )] Select print settings.
& piong e S5 (1) Click the [Paper] tab.
Mainl Paper livancad |Specia| Modes | J It Handiing | Watermarks (2) Select the paper size.
User Settings:| Factory Defaults ~ Defaults
: _ To select settings on other tabs, click the desired tab
o Tm. fe e and then select the settings.
‘ Ad hd ‘ |Pu.rto Select - ‘ .
|T| Paper Type: (3) clle the [OK] button.
———————— |AL|'[D Select i ‘
Zoom Settings
©) Nomal ‘ Tray Status... |
Fit To Paper Size
Zoom Output
|CerrterTray "

Poster Prirting

l OK l Cancel | ‘ Help
' A —

@ * Make sure the paper size is the same as the paper size set in the software application.
* Up to eight custom paper sizes can be stored. Storing a custom paper size makes it easy to specify that size each

time you need to use it.
To store a paper size, select [Custom Paper] or one of [User1] to [User7] from the pull-down menu and click the

[Custom] button.

Number of copies: 1 |4 Click the [Print] button.
L Printing begins.
1-65535 Collate
_ _ 213/ 213
- @ single page number or a single 1} 1}
:. Forexample, 5-12
I Pririt l Cancel | | Apply |
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SELECTING THE PAPER

This section explains how to configure the "Paper Selection" setting on the [Paper] tab of Paper Selection

the printer driver properties window. Paper Source:
Before printing, check the paper sizes, paper types, and paper remaining in the machine's Buto Select =
trays. To view the most recent tray information, click the [Tray Status] button. Paper Type:
Auto Select -
Tray Status...

* When [Auto Select] is selected in "Paper Source"
The tray that has the size and type of paper selected in "Paper Size" and "Paper Type" on the [Paper] tab is
automatically selected.

* When other than [Auto Select] is selected in "Paper Source"
The specified tray is used for printing regardless of the "Paper Size" setting.
When [Bypass Tray] is selected
The "Paper Type" must also be selected. Check the bypass tray and make sure that the desired type of paper is
loaded, and then select the appropriate "Paper Type" setting.

* Special media can also be placed in the bypass tray. For the procedure for loading paper and other media in the bypass
@ tray, see "LOADING PAPER IN THE BYPASS TRAY" (page 1-42) in "1. BEFORE USING THE MACHINE".

e When "Enable Detected Paper Size in Bypass Tray" (disabled by factory default) or "Enable Selected Paper Type in
Bypass Tray" (enabled by factory default) is enabled in the system settings (administrator), printing will not take place if the
paper size or paper type specified in the printer driver is different from the paper size or paper type specified in the settings
of the bypass tray.

* When [Auto Select] is selected in "Paper Type"
A tray with plain paper or recycled paper of the size specified in "Paper Size" is automatically selected. (The factory
default setting is plain paper only.)

* When other than [Auto Select] is selected in "Paper Type"
A tray with the specified type of paper and the size specified in "Paper Size" is used for printing.

System Settings (Administrator): Exclude Bypass-Tray from Auto Paper Select

@ When [Auto Select] is selected in "Paper Selection", specify whether or not the paper in the bypass tray will be excluded from
the paper that can be selected. This setting is disabled by factory default, and thus paper in the bypass tray is included in the
paper that can be automatically selected. If special media are frequently loaded in the bypass tray, it is recommended that
this setting be enabled.
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PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED

When the user authentication function is enabled in the machine's system settings (administrator), your user information
(login name, password, etc.) must be entered in the printer driver properties window before you can print. The
information that must be entered varies depending on the authentication method being used, so check with the
administrator of the machine before printing.

& print —<J] Open the printer driver properties
Genera window from the print window of the
Seect Prrter software application.
= | = e (1) Select the printer driver of the machine.
S [viees I (2) Click the [Preferences] button.
Status: leady rint to ieI ErEnces I
Lzz:tatic-n: e et E —
Commert: | Find Fjter... |
Page Range
@ Al Number of copies: 1
Pages: 1-6553
Ertter either a single pag | number or a single 1-2'3 ||.-2'3
page range. For exampll, 5-12
Print |  Cancel |
1) (2

The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.
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M @ Enter your login name and password.
== Printing Preferences &] (1) CIiCK the [JOb Handling] tab.
Main | Paper | Advanced | Special Model Job Handling l temarks (2) Enter your user information.

User Setings| Factory Defouts = L_ et ) * When authentication is by login name/password
Retertion User Authertication Select the [Login Name] and [Password]

Retertion Settings | ;;:;Name checkboxes so that checkmarks || appear, and
S enter your login name and password. Enter 1 to 32

characters for the password.

* When authentication is by user number

— Click the [User Number] checkbox |+/| and enter a

T user number (5 to 8 digits).

User Name

Document Filing Settings

When [User Authentication] has been checked

@ on [Printing Policy] on the [Configuration] tab,
you cannot enter the user information here.
Enter the user information on the dialog box
whenever you print.

Job Name:

32 [7] Moty Job End

Auto Job Control Review

| OK_] Corncel e (3) Enter the user name and job name as
|} necessary.
4) (3) * User Name

Click the [User Name] checkbox |+'| and enter your
user name (maximum of 32 characters). Your
entered user name will appear at the top of the
operation panel. If you do not enter a user name,
your computer login name will appear.

* Job Name
Click the [Job Name] checkbox |+/| and enter a job
name (maximum of 30 characters). The entered job
name will appear at the top of the operation panel
as a file name. If you do not enter a job name, the
file name set in the software application will appear.

(4) Click the [OK] button.

@ To have a confirmation window appear before printing starts, select the [Auto Job Control Review] checkbox so that a
checkmark || appears.

Mumber of copies: 1 : Start printing-
1-65535
213 213
- a single page number or a single 1 1
.. For example, 5-12
I Pririt l Cancel | | Apply |

* Even when user authentication is enabled in the system settings (administrator), normally printing is possible without
@ entering user information. The number of pages printed is added to the "Other User" count. In this case, other print
functions may be restricted. For more information, ask your administrator.

* The machine's user authentication function cannot be used when the PPD file* is installed and the Windows standard PS
printer driver is used. For this reason, printing will not be possible if printing by invalid users is prohibited in the system
settings (administrator).

* The PPD file enables the machine to print using the standard PS printer driver of the operating system.
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System Settings (Administrator): Disabling of Printing by Invalid User
This is used to prohibit printing of print jobs by users whose user information is not stored in the machine. When this function
is enabled, printing is not allowed when user information is not entered or incorrect information is entered.
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VIEWING PRINTER DRIVER HELP

When selecting settings in the printer driver, you can display Help to view explanations of the settings.

& Print 5] Open the printer driver properties
Genero window from the print window of the
Select Prter software application.
| = ; (1) Select the printer driver of the machine.
paarmmel o I (2) Click the [Preferences] button.
fiact::cn Ready Printtc-fiIeI Earelil
Comment: | Find Fljter... |
Page Range
@ Al Number of copies: 1
Fages: 1-6553
Ertter either a single pag | number or a single 1} 23 1L 23
page range. For exampll, 5-12
Print |  Cancel |
1) (2

The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.

== Printing Preferences l"i"] Cllck the [Help] button-
Main | Paper | Advanced | Special Modes | Job Handing | Watemnarks The Help W|ndOW will Open to |et yOU V|eW eXp|anatI0nS Of
Lzar Seﬂings:\Fa:{ow Defaults '| | Diefauts | the SettingS on the tab
. . To view Help for settings in a dialog box, click the
opies: inishing . )
1 : Bincing Edge: underlined text at the top of the Help window.
e —
Document Style
©) 1-Sided
2-Sided{Book)
2-Sided(Tablet)
Pamphlet Style Mo Cffset
Margin Shift:
| None -
N-Up Printing -
[-Up v

Image Crientation
@) Portrait
Landscape

Fotate 180 degrees

QK | Cancel | Help |

Pop-up help

Help can be displayed for a setting by clicking the setting and pressing the [F1] key.

* To view Help for a setting in Windows 2000/XP/Server 2003, click the [£] button in the upper right-hand corner of the
printer driver properties window and then click the setting.
You can also view the same Help by right-clicking the setting and clicking the [Help] box that appears.

Information icon

Some restrictions exist on the combinations of settings that can be selected in the printer driver properties window.
When a restriction exists on a selected setting, an information icon (‘i) will appear next to the setting. Click the icon to
view an explanation of the restriction.
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SAVING FREQUENTLY USED PRINT
SETTINGS

Settings configured on each of the tabs at the time of printing can be saved as user settings. Saving frequently used
settings or complex settings under an assigned name makes it easy to select those settings the next time you need to
use them.

SAVING SETTINGS AT THE TIME OF PRINTING

Settings can be saved from any tab of the printer driver properties window. Settings configured on each tab are listed at
the time of saving, allowing you to check the settings as you save them.

& print ==J]  Open the printer driver properties
Genera window from the print window of the
Seect Prrter software application.
| = : (1) Select the printer driver of the machine.
S [viees I (2) Click the [Preferences] button.
Status: leady rint to ieI ErEnces I
Lzz:tatic-n: e et E —
Commert: | Find Fjter... |
Page Range
@ Al Number of copies: 1
Pages: 1-6553
Ertter either a single pag | number or a single 1-2'3 ||.-2'3
page range. For exampl], 5-12
Print |  Cancel |
1) (2

The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.

= Printing Preferences l"i"'J Save the print settings.
I Main | Paper | Advanced ‘ Special Modes | Job Handllngl Watermarks (1 ) Configure print settings on each tab.
User Setting || Untitled M Save... | Defauts |
o e (2) Click the [Save] button.
1 = Binding_Edge:
LE: Y
(1) ()
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) ) Check and save the settings.
User Settings (2 s (1) Check the displayed settings.
e e | (2) Enter a name for the settings (maximum
of 20 characters).
Current Settings:
1 ' (3) Click the [OK] button.
Documertt Style 1-Sided
N-Up Printing 1-Up
N-Up Border Cff B
MN-Up Crder MNone
Binding Edge Left
Staple None
Punch off
No Offset Cff
Margin Shift MNone
Image Crientation Portrait
Rotate 180 degrees Off
Paper
Paper Size Letter
Zoom Settings Normal
Poster Printing None
Dash Border off
COverap
Paper Source Auto Select -
l OK l—
i
)
S e e Click the [OK] button.
. ' Landscape
Fotate 180 degrees
o)) == [ |
Number of copies: 1 |5 Start printing.
1-65535
_ _ 23/ 423
- @ single page number or a single 1} 1}
+. For example, 5-12
I Print l Cancel | | Apply |

¢ Up to 30 sets of user settings can be saved.
@ * The following items cannot be saved in user settings.
- A watermark that you created
- Paper insertion settings
- Overlay file
- [Tab Paper Print] settings on the [Special Modes] tab (PCL6 only)
- The login name, password, user name, and job name entered in the [Job Handling] tab
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USING SAVED SETTINGS

& print &=J]  Open the printer driver properties
Genero window from the print window of the
Select Prter software application.
~ ‘%"’ £ (1) Select the printer driver of the machine.
APl o . (2) Click the [Preferences] button.
Status: ca rint to iel EIENCES I
Ltoac:tation: ey ot E
Commert: | Find FQter... |
Page Range
o Al Mumber of copies: 1
Pages: 1-6553 3 3
Enter either a single pag § number or a single 1-2' ||.-2'
page range. For exampll, 5-12
Print | Cancel |
(1) (2

@ The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.

Main | Paper | Advanced | Special Modes | Job Handling | Watermarks SeIeCt the pri nt setti ngs-
St [ *)J psee | odais (1) Select the user settings that you wish to
Copies: Finishing use.
1 = Einding Edge
— . (2) Click the [OK] button.
) 1-Sided
2-Sided(Book)
2-Sided(Tablet)
Pamphlet Style No Cffset
Margin Shift:
‘Nnne -
N-Up Printing —
[1-Up -
Image Criertation
@) Portrait
Landscape
Rotate 180 degrees
oK Cancel | ‘ Help
() R
1
1) ()
5 j - -
- a single page number or a single 1-2' ]_.2' Start prlntlng.
:. For example, 5-12
I Pririt l Cancel | | Apply |

Deleting saved settings

Select the user settings that you want to delete in (1) of step 2 above, and click the [Delete] button.
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CHANGING THE PRINTER DRIVER
DEFAULT SETTINGS

The default settings of the printer driver can be changed using the procedure below. The settings selected using this
procedure are saved and become the default settings when printing from a software application. (Settings selected in
the printer driver properties window when printing from an application remain in effect only while the application is in

use.)

Click the [Start] button (@) and select [Control Panel] and then [Printer].

¢ In Windows 7, click the [start] button and then click [Devices and Printers].
¢ In Windows XP/Server 2003, click the [start] button and then click [Printers and Faxes].
* In Windows 2000, click the [Start] button, point to [Settings], and then select [Printers].

In Windows XP, if [Printers and Faxes] does not appear in the [start] menu, select [Control Panel], select [Printers and
Other Hardware], and then select [Printers and Faxes].

) M Open the printer properties window.
Lﬂ!“ o (1) Click the icon of the printer driver of the

machine.

In Windows 7, right-click the icon of the printer driver
of the machine. Go to step (3).

Namsl Documents Status
—

(2) Click the [Organize] menu.

Undo
In Windows 2000/XP/Server 2003, click the [File]
Select Al menu.
O Layout » (3) Select [Properties].

Folder and Search Options

In Windows 7, click the [Printer properties] menu.
75 Delete

Rename
I Properties ]

Close |

3

Click the [Printing Preferences] button
on the [General] tab.

General | Sharing | Ports | Advanced | Color Management | Security | Corfiguration

- SHARP MXsao0c
In Windows 7, click the [Preferences] button on the
Location: [General] tab.
Comment
Model: SHARP MXacc0c

Features
Pzper available

Custom Paper

l Printing Preferences... l Print Test Page
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Main Paper Advanced Special Modes | Job Handing | Watemnarks Conflgure the settl ngs and c' ICk the
User Settings | Unttied ~[ save. Defauts [0 K] button.
[ gmm——  Copies Frishing For explanations of the settings, see printer driver Help.
1 2 Binding Edge:
| Left -
Document Style
o 1-Sided
2-Sided{Book)
2-Sided(Tablet)
Pamphlet Style No Offset
N_’a«gm Sh{h )
‘ None -
N-Up Printing ——
[1-le |

Image Orentation
0 Porirat
Landscape

|| Rotate 180 degrees
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PRINTING FROM A MACINTOSH

BASIC PRINTING PROCEDURE

The following example explains how to print a document from the standard accessory program "TextEdit" in Mac OS X
("SimpleText" in Mac OS 9).

To use the machine as a printer for the Macintosh, the PS3 expansion kit must be installed in the machine and the machine
must be connected to a network. To install the PPD file and configure printer driver settings, see "SETUP IN A
MACINTOSH ENVIRONMENT" (page 1-109) in "BEFORE USING THE MACHINE".

SELECTING PAPER SETTINGS

Select paper settings in the printer driver before selecting the print command.

[ Edit Format  Winde Select [Page Setup] from the [File]

New %N menu of TextEdit.
CHEE %0 In Mac OS 9, select [Page Setup] from the [File] menu of
AR - SimpleText.
Close HEW
Save 35
Save As... i 385
Save All
Show Properties "C3EP
Page Setup... 1+ 36P
FIire... -1
)] Select paper settings.
Seitig s fPage BT ) (1) Make sure that the correct printer is
— selected.
Format for[ SCXXUNHK o |I
SHAREING S B — (2) Select paper settings.
B j:gg ——— . The paper size, paper orientation, and enlarge/reduce
I m rl;: rl'; can be selected.
ol 0w (3) Click the [OK] button.
‘E _Cancel ) @
|
|
(2 3)

The machine name that appears in the "Format for" menu is normally [SCxxxxxx]. ("xxxxxx" is a sequence of
characters that varies depending on your machine model.)
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PRINTING

[0 Edit Format winde Select [Print] from the [File] menu of
New 3N TextEdit.
Open... %0 In Mac OS 9, select [Print] from the [File] menu of
Open Recent > SimpleText.
Close HEW
Save 5
Save As... i+ #E5
Save All

Show Properties 3P

Paae Setun i 3P
Print... #P

The menu used to execute printing may vary depending on the software application.

= =) Make sure that the correct printer is
Presets: | Standard H SElectEd.

Copies & Pages

Copies: 1 ’Eﬁ Collated

Pages: ) All
T From: 1 to: 1

-.\'.E‘,.- (_ PDFv ) ( Preview ) (_ Cancel ) f\ Print )

@ The machine name that appears in the "Printer" menu is normally [SCxxxxxx]. ("xxxxxx" is a sequence of characters
that varies depending on the machine model.)

o - Select print settings.

Presets: | Standard —¢} ¢ In Mac OS X, click :‘ next to [Copies & Pages] and
I:—| select the settings that you wish to configure from the
Layout E pull-down menu. The corresponding setting screen will
Coies 2:';2‘:'ﬂ:,:d|mg appear. If the settings do not appear in Mac OS X v10.5
Pages ]| ColorSync to 10.5.8 and 10.6 to 10.6.1, click "[*]" next to the printer
| v Haming name.
] e _ o * In Mac OS 9, click _#] next to [General] and select the
e Watermarks (Cancel ) D) settings that you wish to configure from the pull-down

menu. The corresponding setting screen will appear.

3-17
Contents



PRINTER

Click the [Print] button.

Printer; | SCXKXXXX H
Presets: | Standard # Printing begins.
Copies & Pages =]
Copies: 1 ¥ Collated
Pages: [® All
ZFrom: 1 to: 1
[\é‘) ( PDF¥ ) l Preview | l Cancel ( erint )
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SELECTING THE PAPER

This section explains the [Paper Feed] settings ("Paper Source" setting in [General] in Mac OS 9) in the print settings
window.

* When [Auto Select] is selected
A tray with plain paper or recycled paper (the factory default setting is plain paper only) of the size specified in "Paper
Size" in the page settings window is automatically selected.

* When a paper tray is selected
The specified tray is used for printing regardless of the "Paper Size" setting in the page settings window.
For the bypass tray, a paper type can also be specified. Make sure that the paper type setting for the bypass tray is
correct and that the set type of paper is actually loaded in the bypass tray, and then select the appropriate bypass tray
(paper type).

* Special media such as envelopes can also be placed in the bypass tray. For the procedure for loading paper and other
@ media in the bypass tray, see "LOADING PAPER IN THE BYPASS TRAY" (page 1-42) in "1. BEFORE USING THE
MACHINE".

e When "Enable Detected Paper Size in Bypass Tray" (disabled by factory default) or "Enable Selected Paper Type in
Bypass Tray" (enabled by factory default) is enabled in the system settings (administrator), printing will not take place if the
paper size or paper type specified in the printer driver is different from the paper size or paper type specified in the settings
of the bypass tray.

* When a paper type is selected
A tray with the specified type of paper and the size specified in "Paper Size" in the page settings window is used for
printing.

System Settings (Administrator): Exclude Bypass-Tray from Auto Paper Select

@ When [Auto Select] is used for printing, this setting determines whether or not the paper in the bypass tray will be excluded
from the paper that can be selected. This setting is disabled by factory default, and thus paper in the bypass tray is included
in the paper that can be automatically selected. If special media are frequently loaded in the bypass tray, it is recommended
that this setting be enabled.
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PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED

When the user authentication function is enabled in the machine's system settings (administrator), you must enter your
user information (login name, password, etc.) in order to print. The information that must be entered varies depending on
the authentication method being used, so check with the administrator of the machine before printing.

Edit Format Winde Select [Print] from the application's

New %N [File] menu.

Open... %0

Open Recent »

Close FEW

Save £

Save As... i3S

Save All

Show Properties 3P

PF!(_]P Sefin it 3P

@ The menu used to execute printing may vary depending on the software application.

(1) Display the job handling screen.
| — (1) Make sure that the machine's printer
== <) name is selected.
Presets: Standard +)
| ¢ Copies & Pages EI (2) Select [JOb Handling].
= === * In Mac OS X v10.5 to 10.5.8 and 10.6 to 10.6.1,
Pages E*’Ufsr’s'::gd””g select [Job Handling] and then click the
Cover Page [Authentication] tab in the screen that appears.
| crortiandiing L * In Mac OS 9, select [User Authentication].
S 4 Tanrlam Prir | = S
(2

@ The machine name that appears in the "Printer" menu is normally [SCxxxxxx]. ("xxxxxx" is a sequence of characters
that varies depending on the machine model.)
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Printer:  SCxxxxxx =] Start printing-

Presets: { Standard _ (1) Enter your user information.
Job Handling * When authentication is by login name/password
— Retention @ User Authentication Enter your login name in "Login Name" and your
.“:”;‘ :‘a:“' password in "Password" (1 to 32 characters).
e = » When authentication is by user number
Enter your user number (5 to 8 digits) in "User

Number".

(2) Enter the user name and job name as
necessary.
o * User Name
Job Name - Enter your user name (maximum of 32 characters).
Gl Your entered user name will appear at the top of the
operation panel. If you do not enter a user name,

&) (T (P e @ your computer login name will appear.
. o @ * Job Name

t Enter a job name (maximum of 30 characters). The
(1M () 3 entered job name will appear at the top of the
operation panel as a file name. If you do not enter a
job name, the file name set in the software
application will appear.

(3) Click the [Print] button.

Password:

") User Number

loh 1D

User Name

@ In Mac OS X, you can click the & (lock) button after entering your login name and password, or user number, to
simplify operation the next time you wish to print based on the same user authentication.

Even when user authentication is enabled in the system settings (administrator), normally printing is possible without
@ entering user information. The number of pages printed is added to the "Other User" count. In this case, other print functions
may be restricted. For more information, ask your administrator.

System Settings (Administrator): Disabling of Printing by Invalid User
This is used to prohibit printing of print jobs by users whose user information is not stored in the machine. When this function

is enabled, printing is not allowed when user information is not entered or incorrect information is entered.
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FREQUENTLY USED FUNCTIONS

This section explains frequently used functions.

« SELECTING A PRINT MODE SETTING « PRINTING MULTIPLE PAGES ON ONE PAGE (page

« TWO-SIDED PRINTING (page 3-24) 3-27)

« FITTING THE PRINT IMAGE TO THE PAPER (page « STAPLING OUTPUT/PUNCHING HOLES IN
3-26) OUTPUT (page 3-29)

The explanations assume that the paper size and other basic settings have already been selected. For the basic
procedure for printing and the steps for opening the printer driver properties window, see the following section:
=" Windows: BASIC PRINTING PROCEDURE (page 3-4)

=" Macintosh: BASIC PRINTING PROCEDURE (page 3-16)

@ In Windows, view printer driver Help for details on printer driver settings for each printing function.

SELECTING A PRINT MODE SETTING

This section explains the procedure for selecting a print mode setting. The "Print Mode Settings" consist of the following

two items:
Normal: This mode is suitable for printing data such as regular text or a table.
Fine: Select this when you want to print a photo with greater clarity or print graphics with gradations, etc.

(This function is not available when using the PCL5e printer driver.)

(1) Click the [Advanced] tab.

4] )
l (2) Select the "Print Mode".
Main | Pape | Advanced | Baecial Medes [ Job Handing | Watermarks
User Settings |Llrmt\ed '|| Save | ‘ Defaults |
Print Mode: Overays
| Momal = ‘ | Mo Overay - ‘
Graphics Mode ‘ Edi... |
| Vector - ‘ .
Bitmap Compression: ‘ Fort... |
|Very High Guality - ‘
— ‘ Image Adjustmert ... |
‘ Tab Paper Settings ... | -
_ Compatbity | Text To Black
Line Width Settings Vector To Black
|G - ‘ Toner Save
OK Cancel | ‘ Help
3-22
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(1) Select [Printer Features].
(2) Select [Advanced].
(3) Select the "Print Mode".

1) @ ®)

Printer:  SCxxxxxx |

Presets: = Standard

interreatures

Feature Sets:[ Advanced

__ Toner Save

—_ No Offset

Print Model Normal :],h
Document Control

3-23 r
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TWO-SIDED PRINTING

The machine can print on both sides of the paper. This function is useful for many purposes, and is particularly
convenient when you want to create a simple pamphlet. Two-sided printing also helps conserve paper.

Paper -
. ape. Print results
orientation
Windows Macintosh Windows Macintosh
o Long-edged binding o Short-edged binding
2-Sided(Book) (Flip on long edge) 2-Sided(Tablet) (Flip on short edge)
Vertical
Windows Macintosh Windows Macintosh
o Short-edged binding Qi Long-edged binding
2-Sided(Book) (Flip on short edge) 2-Sided(Tablet) (Flip on long edge)
Horizontal
The pages are printed so that they can be bound at The pages are printed so that they can be bound at
the side. the top.
) 2) (1) Configure the settings on the [Main] tab.

l

l Main laper Advanced | Special Modes | Job Handling Jj'Watemarks

User Settings:| Untitled M Save... il

Defaults |

1

Document Style

Copies: Finishing
Binding Edge:

| Left

1_Cided

@ 2-Sided(Book)

2-Sided(Tablet) &
- g No Offset
Margin Shift:

| None

3-24

(2) Select [2-Sided(Book)] or [2-Sided(Tablet)].
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(1) 2
|
| Printer: | SCXXXXXX =]
Presets:  Standard ! :]
[ ( Layout = ]}
Pages per Sheet :]

1 Border:  None B

Two-Sided}l ™) off
#) Long-edged binding
) Short-edged hinding

Layout Direction:

Pt

PRINTER

(1) Select [Layout].

(2) Select [Long-edged binding] or
[Short-edged binding].

¢ In Mac OS X v10.2.8, select the settings in
@ [Advanced].
¢ In Mac OS 9, select [Output/Document Style] and
then select [Flip on long edge] or [Flip on short
edge].
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FITTING THE PRINT IMAGE TO THE PAPER

This function is used to automatically enlarge or reduce the printed image to match the size of the paper loaded in the
machine.

This is convenient for such purposes as enlarging an A4 or letter document to A3 or ledger size to make it easier to view,
and to print when the same size of paper as the document image is not loaded in the machine.

= - -

||
A4 or letter A3 or ledger

1
[1]

The following example explains how to print an A4 size document on ledger size paper.

G @) @) (1) Click the [Paper] tab.
Ma\nl PalDEf ldvanc 1 | Special Modes | J | Handling | Watemm; § <s (2) SeIeCt the Size Of the print image (for
User Settii§1s:| Untitled V” Safs.. ‘ | Defaulis example: A4).
- Paper Seecien (3) Select [Fit To Paper Size].
Paper Sounce:
|:“1°3:'Ef-“_‘ 7 (4) Select the actual paper size to be used for
& printing (for example: A3).
Zoom Settings e
n!n.._-.\ : | Tray Status... |
g = ot
o |CErrterTm}' 'l
[43 2

(This function can only be used in Mac OS X v10.4.11 and v10.5 to 10.5.8 and 10.6 to 10.6.1.)

@) (1) Select [Paper Handling].

M
— (2) Check the size of the print image (for

Printer:  SCXXXXXX =)
Presets: Standard ) example: A4).

((Paper Handing !ul To change the print image size, use the "Paper Size"
menu that appears when [Page Setup] is selected.

Page Order: (=) Automatic Print: (=) All Pages . .
2 Normal Q0 rumbered pages (3) Select [Scale to fit paper size].
_ Reverse _ Even numbered pages
Dertma e Sz, (4) Select the actual paper size to be used for
" Use documents paper sizi A4 G—— printing (for example: A3)-
¥ Scale to fit paper size A3 % ‘]
_Scale clm.I| only
(3) 4
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PRINTING MULTIPLE PAGES ON ONE PAGE

This function can be used to reduce the print image and print multiple pages on a single sheet of paper.

This is convenient when you want to print multiple images such as photos on a single sheet of paper, and when you
want to conserve paper. This function can also be used in combination with two-sided printing for maximum
conservation of paper.

For example, when [2-Up] (2 pages per sheet) and [4-Up] (4 pages per sheet) are selected, the following print results will
be obtained, depending on the order selected.

Print results
N-Up
(Pages per Top To Bottom
sheet) Left To Right Right To Left (When the print orientation
is landscape)
1
2-U
(2 pageg per 1 3 4 2 1 4 3 3
sheet) T ] 2 4
N-Up
(Pages per Right, and Down Down, and Right Left, and Down Down, and Left
sheet)
4 p:;iz per 1 2 1 3 2 1 3 1
sheet) 3 4 2 4 4 3 4 2

* The page orders for 6-Up, 8-Up, 9-Up, and 16-Up are the same as for 4-Up.
@ * In a Windows environment, the page order can be viewed in the print image in the printer driver properties window.
In a Macintosh environment, the page orders are displayed as selections.
* In a Macintosh environment, the number of pages that can be printed on a single sheet is 2, 4, 6, 9, or 16.
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) (1) Configure the settings on the [Main] tab.
: Mgn ljaper Advanced | Special Modes | Job Handling | Watermarks (2) SEIeCt the number Of pages per Sheet'
User Settings:| Uintitled 'H Save... | | Defaults | (3) If yOU WiSh tO print borderlil‘les, C|iCk the
Copies: Frishing [Border] checkbox so that a checkmark |/
= Binding Edge:
! L R appears.
Decument Shie (4) Select the order of the pages.
e ::s:d:d:jeook}
2-Sided(Tablet)
Pamphlet Style Mo Cffset
Tiled Pamphilet Margin Shift:
‘None -
N-Up Prirting
o =
J .Burder Image Orientation
I| Left To Right h |l - :::::z:ape
Rotate 180 dearees
(2) (3) (4)
) @) (1) Select [Layout].
orintar: (SCoees - (2) Select the number of pages per sheet.
Presets: | Standard = (3) Select the order of the pages.
7' rLayuul ) l = - . =
4 4) If you wish to print borderlines, select the
Pages per Shee[|-2 _:]1 ( ) y p ’

desired type of borderline.

Layout Direction [%} ‘%‘ %‘ ‘%@‘
-l 2 Border:l Single Thin Line | :‘l

Two-Sided: @ off

 Long-ed Jad binding
() Shart-ecfed hinding

@ O
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STAPLING OUTPUT/PUNCHING HOLES IN
OUTPUT

Staple function

The staple function can be used to staple output.

This function saves considerable time when preparing handouts for a meeting or other stapled materials. The staple
function can also be used in combination with two-sided printing to create materials with a more sophisticated appearance.
Stapling positions and the number of staples can be selected to obtain the following stapling results.

Staples Left Right Top

B < =

1 Staple*

2 Staples

* The staple orientation ("==" or " | ") varies depending on the size and orientation of the paper.

Punch function

The punch function can be selected to punch holes in printed output. Punch hole positions can be set by selecting the
binding edge.

Left Right Top

* To use the staple function, a finisher or saddle stitch finisher is required.

@ * To use the punch function, a punch module must be installed on the finisher or saddle stitch finisher.
* The number of holes that can be punched and the spacing between the holes varies depending on the installed punch module.
» For the maximum number of sheets that can be stapled, see "PERIPHERAL DEVICES" in "1. BEFORE USING THE

MACHINE".
The maximum number of sheets that can be stapled at once includes any covers and/or inserts that are inserted.

* The staple function cannot be used in combination with the offset function, which offsets the position of each output job
from the previous job.

* When the finisher is disabled in the machine's system settings (administrator), the staple function and punch function
cannot be used.

* When the staple function or the punch function is disabled in the machine's system settings (administrator), stapling or
punching is not possible.

e For information on the saddle stitch function, see "CREATING A PAMPHLET (Pamphlet/Pamphlet Staple)" (page 3-31).
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) @ @ (1) Configure the settings on the [Main] tab.
i

n H H n
Main‘\lwper Advanced | Special Modes | . > Handling ] Watermarks (2) SEIeCt the Blndlng Edge "
User Setnge:Urited s [ o (3) Select the staple function or the punch
Copies: : @ — function-
1 : FLZ:W = - ¢ For the staple function, select the number of staples in
Documert Sy Spl: the "Staple" menu.
e (23aes g « For the punch function, click the [Punch] checkbox so
2k Tabiel) il that a checkmark |/| appears.
Pamphlet Style Mo Cffest
) @) @) (1) Select [Printer Features].
I np; : n
| i ter: (S v (2) Select the "Binding Edge".
Presets: [ Standard = (3) Select the staple function or the punch
Printer F.t-aatures ‘:]'_ fu nction .
Feature Sets:  Outpur = * For the staple function, select the number of staples in
Qutput: '-FmisherUpperTray _ﬂ the "Staple" menu.
sinding edaell ‘ ¢ For the punch function, click the [Punch] checkbox so
inding Edgel Left = m
P EY— o that a checkmark ¥ appears.
t Punch N e
Margin Shife._None N * In Mac OS X v10.2.8, select the settings in
pamphlet Style: | Off ) @ [Advanced]
¢ In Mac OS 9, select the settings in
[Output/Document Style].
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CONVENIENT PRI

NTING FUNCTIONS

This section explains convenient functions for specific printing objectives.

* CONVENIENT FUNCTIONS FOR CREATING
PAMPHLETS AND POSTERS

* FUNCTIONS TO ADJUST THE SIZE AND
ORIENTATION OF THE IMAGE (page 3-35)

* IMAGE ADJUSTMENT FUNCTION (page 3-39)

The explanations assume that the paper size and other
procedure for printing and the steps for opening the prin
=" Windows: BASIC PRINTING PROCEDURE (page 3

¢ FUNCTIONS THAT COMBINE TEXT AND IMAGES
(page 3-41)
* PRINT FUNCTIONS FOR SPECIAL PURPOSES
(page 3-44)
* CONVENIENT PRINTER FUNCTIONS (page 3-53)
basic settings have already been selected. For the basic
ter driver properties window, see the following section:
-4)

=" Macintosh: BASIC PRINTING PROCEDURE (page 3-16)

@ In Windows, view printer driver Help for details on printer driver settings for each printing function.

CONVENIENT FUNCTIONS FOR CREATING
PAMPHLETS AND POSTERS

CREATING A PAMPHLET (Pamphlet/Pamphlet Staple)

The pamphlet function prints on the front and back of
each sheet of paper so that the sheets can be folded and
bound to create a pamphlet. This is convenient when
you wish to compile printed output into a pamphlet.
When a saddle stitch finisher is installed and saddle
stitch printing and the staple function are selected, the
output is automatically folded and stapled at the centre.
This allows you to conveniently use the output as a
handout or pamphlet without the need for any further
work.

1M ©)

l Main laper Advanced | Special Modes

User Seﬂings" Untitled

(2

> Handiing | Watermarks

|

Save... Defaults

Copies:
1

iz Finishing
Binding Edge
[Let
Staple:

Documert Style
1-Sided
2-Sided(Book)
2-Sided(Tablet)

7@ Pamphiet Style

[ Tiled Pamphlet

‘ 2 Staples

3 ..;V 2

Vet VRN
" X
%Y Sy
" -

" "
-

4
o]

—

(1) Configure the settings on the [Main] tab.
(2) Select [Pamphlet Style]

The pamphlet printing method can be selected from the
pull-down menu.

(3) Select the "Binding Edge".
[2 Staples] can be selected for "Staple" when a saddle
stitch finisher is installed.
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) @) (1) Select [Printer Features].
! ieen (o 5 (2) Select the "Binding Edge".
Presets: | Standard 5 [2 Staples] can be selected in the "Staple" menu when a
= L D) E saddle stitch finisher is installed.
Feature Sets: { Output M (3) Select [Tiled Pamphlet] or [2-Up Pamphlet].
Output: _Saddle Stitch Tray |
sinding tdse] A * In Mac OS X v10.2.8, select from the "2-Side
Sf”"[ 2Suples -] @ Printing" and "Binding Edge" menus in [Advanced].
;P“,M:h,f - n * In Mac OS 9, select the settings in
argin ift: one L
’ ‘[ = 7 [Output/Document Style].
Pamphlet Style]l Tiled Pamphlet : l
1
|
3
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INCREASING THE MARGIN (Margin Shift)

This function is used to shift the print image to increase
the margin at the left, right, or top of the paper. This is
convenient when you wish to staple or punch the output
but the binding area overlaps the text. When a finisher or
saddle stitch finisher is installed, the staple function or
the punch function can be used with this function.

(1) ()
l Main lapar Advanced | Special Modes | Job Handling | Watermarks
User Settings:| Untitled '” Save.. | ‘ Defaults
Copies Firishinn
1 Binding Edge:
ae |Let m—
Document Style
9 1-Sided
2-Sided(Book)
2-Sided(Tablet)
Pamphlet Style Mo Cffset
P Margin Shift
[01) 10 mm. -
N-Up Printing —————————————
|1*UD _‘ ‘ SeﬂTgs. . |
©))
1M (2

Printer: | SCxxxxxx

Presets: Standard

I Printer Features 2 l

Feature Sets:  Qutput

Output: ' Finisher Upper Tray

Binding Edgel “Left

Staple: Off

" Punch

Margin Sh\f‘l 10 mm.

Pamphlet Style: Off

3)

==

(I

|

(1) Configure the settings on the [Main] tab.
(2) Select the "Binding Edge".

(3) Select the "Margin Shift".
Select from the "Margin Shift" menu. If you wish to
configure another numeric setting, select the setting from
the pull-down menu and click the [Settings] button. Click

the % button or directly enter the number.

(1) Select [Printer Features].
(2) Select the "Binding Edge".
(3) Select the "Margin Shift".

¢ In Mac OS X v10.2.8, select from the "Binding
Edge" and "Margin Shift" menus in [Advanced].
¢ In Mac OS 9, select [Advanced] and then select the
binding edge and margin shift from the margin shift
menu.
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CREATING A LARGE POSTER (Poster Printing)

(This function is only available in Windows.)

One page of print data can be enlarged and printed
using multiple sheets of paper (4 sheets (2 x 2), 9 sheets
(3 x 3) or 16 sheets (4 x 4)). The sheets can then be
attached together to create a large poster. To enable
precise alignment of the edges of the sheets during
attachment, borderlines can be printed and overlapping
edges can be created (overlap function).

A

(This function can be used when the PCL6 or PS printer driver is used.)

(1) Click the [Paper] tab.

—

PRINTER

L

(1)
MairFaDﬂivanced Special Modes | Job Handling | Watermarks (2) SeIeCt-the [POSter Prlntln.g] CheCkbox v
and click the [Poster Settings] button.
User Semngs:lUrmt\ed '|| Save | ‘ Defaults

Paper Size Paper Selection (3) select poster Settings.
210x 257 mm. aper Source:
(A -] mn ;ed = Select the number of sheets of paper to be used from the
\ Custom... | PaperType: pull-down menu. If you wish to print borderlines and/or
Zoom Sefings (AtoSeees ] use the overlap function, select the corresponding
@) Mormal ‘%l CheCkboXeS '-F .

Fit To Paper Size

Zoom Output

|CervterTray v|

| Poster Printing

Poster Settings..

Sheets Per Page

[2x2 -

(3)=—2 Dash Border

| Overap

3-34

Contents



PRINTER

FUNCTIONS TO ADJUST THE SIZE AND
ORIENTATION OF THE IMAGE

ROTATING THE PRINT IMAGE 180 DEGREES
(Rotate 180 degrees)

This feature rotates the image 180 degrees so that it can

be printed correctly on paper that can only be loaded in
one orientation (such as paper with punch holes). (In Goav »
Mac OS X, a portrait image cannot be rotated 180

degrees.)

ABCD

(1) Select the setting on the [Main] tab.

(1) )
E j (2) Select the [Rotate 180 degrees] checkbox
Main aper | Advanced | Special Modes | Job Handling | Vatermarks
User Settings:| Untitled = Save. . Defaults
Copies Finishing
1 = Binding Edge:
Left
Document Style
@ 1-Sided
2-Sided(Book)
2-Sided(Tablet)
Pamphlet Style Mo Offset
Margin Shit:
None
N-Up Prirting
1-Up
Image Orientation
Portrait
) 5 | =ndscape
Rotate 180 degrees

(1) Select [Page Setup] from the [File] menu

Settings:  Page Attributes H and click the '« button.
————— ™ In Mac OS 9, select [Page Setup] from the [File] menu
SHARP MX-3xxx PPD and select [PostScript Options]. Then select the [Flip
Paper Size: | A4 ™) Horizontal] and [Flip Vertical] checkbox E .
2093 cm x 2300 (2) Click the [OK] button.
Orientation: li li
Scale: 100 % !
[ ? ) Cancel l (DK '\.l
1
(1) (2
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ENLARGING/REDUCING THE PRINT IMAGE

(Zoom/XY-Zoom)

This function is used to enlarge or reduce the image to a
selected percentage. This allows you to enlarge a small
image or add margins to the paper by slightly reducing
an image.

When using the PS printer driver (Windows), you can set
the width and length percentages separately to change
the proportions of the image. (XY-Zoom)

™) (1)
Mair] | Paper |Qdvanced | Special Modes | Job Handing | Watermaris ( )
User Settings | Lintdled <)  save. |[ Defaus
Paper Size Paper Selection
210x 297 mm Paper Source
|A4 A | |.Au‘|u Select - |
‘ Custom... | Paper Type: (3)
|Mo Select - |
Zoom Settings
Mormal | Tray Status... |
Fit To Paper Size
@ Zoom Output:
|CentEr Tray - |
Print Ad on -
T
| Settings |
1 \ N
&)
Scaling:
W E % .4
—
(3) Reference Point
@ Upper Left
Center

Settings:  Page Attributes

(1M

Format for: | SCxxxxxx . ‘

SHARP MX-xxxx PPD

Paper Size: A4 = ‘ (2)
20.99 cm x 29.70 cm

— = =
Orientation: Ill li_ l_t |

Scale] 100 %
( ‘E‘ ) .___' Cancel '_ ok )
(1) (2
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Click the [Paper] tab.

Select [Zoom] and click the [Settings]
button.

The actual paper size to be used for printing can be
selected from the pull-down menu.

Select the zoom ratio.

Directly enter a number (%) or click the % button to
change the ratio in increments of 1%. You can also select
[Upper Left] or [Center] for the base point on the paper.

Select [Page Setup] from the [File] menu
and enter the ratio (%).

In Mac OS 9, select [Page Setup] from the [File] menu
and enter the ratio (%).

Click the [OK] button.
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ADJUSTING LINE WIDTHS WHEN PRINTING
(Line Width Settings)

(This function is only available in Windows.)

When lines in special applications such as CAD cannot
be printed correctly, this setting can be used to adjust

line widths, such as making overall line widths wider. \®
(This setting is only effective for vector data; raster data »
such as bitmap images cannot be adjusted.) When the

data includes lines of varying widths, you can also print z
all lines at the minimum width.

(This function can be used when the PCL6 printer driver is used.)

(1) Click the [Advanced] tab.

(1)
Main Papfl Advanced l)ecia\ Modes | Job Handling | Watemarks (2) AdIUSt the Ilne WIdth.
Select a number from the pull-down menu.
User Satt\ngs"l_lntltled 'H Save... | ‘ Defaults |
Print Mode: Ovedsays ||| = === === === @=@=®&&@e@eses=sseesessesss=s=s=s=s======-
[Momal -] Mo Overay -] ¢ The units of line-width adjustment can be set to
Graphics Mode: = . . . . T
|V:m7,‘ —_— @ "Fixed Width" or "Ratio". Click the [Compatibility]
Bitmap Compression: |T| button and Select the Units frOm the "Line W|dth
| Very High Guality - - Unit" menu.
-_ Image Adjustme
[ Tab Paper Setings.. | e * To print all lines in the data at the minimum line
[ comatin & TTEIk width, click the [Compatibility] button and select the
ext To Blacl
. [Minimum Line Width] checkbox (|+'|).
Line Width Settings Veector To Black
|\'] Toner Save

()

Line Width Unit
Fixed Width -

Minimum Line Width
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REVERSING THE IMAGE (Mirror Image)

The image can be reversed to create a mirror image.

This function can be used to conveniently print a design
for a woodblock print or other printing medium.

(This function can be used when the PS printer driver is used.)

(1) @) (1) Click the [Advanced] tab.
Main Papel Advanced l:ecial Modes | J) Handling | Watermarks (2) Se IeCt a mi rror ! mage settl n g '

If you wish to reverse the image horizontally, select
[Horizontal]. If you wish to reverse the image vertically,
select [Vertical].

User Seﬂmgs:l Unttitled - || Save | | Defautts |

Print Mode: Overays

| Homal v | | Mo Overday - |

|'\-'ert|cal - |

FOSICNPL UPLIONS | F— |
| PS Emor Information
J| PS Pass-Through |

Image Adjustment |

(This function can only be used in Mac OS 9.)

(1) @) (1) Select [Page Setup] from the [File] menu
| and select [PostScript Options].
i 8.7

ot (2) Select "Visual Effects".

_Postscript™ Options_ ¢
T To reverse the image horizontally, select [Flip Horizontal].
gz:s c:lr_'nz:a“ltﬂ' To reverse the image vertically, select [Flip Vertical].
——— (3) Click the [OK] button.
mage ext:

% A Sﬂhstitute Fonts

[ Smooth Text
[ Smooth Graphics
[ Precision Bitmap Alignment
[ Unlimited Downloadable Fonts

e (W)
!
3)
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IMAGE ADJUSTMENT FUNCTION

ADJUSTING THE BRIGHTNESS AND CONTRAST OF
THE IMAGE (Image Adjustment)

(This function is only available in Windows.)

The brightness and contrast can be adjusted in the print settings when printing a photo or other image. These settings
can be used for simple corrections when you do not have image editing software installed on your computer.

(This function is not available when using the PCL5e printer driver.)
) (1) Click the [Advanced] tab.

Clj i j
Main | Paper [| Advanced | Special Modes | Job Handling | Watermarks (2) chk the [Image Adlustment] button.
User Settings:| Factory Defaults - Defaults (3) Adj ust the image Setti ngS.

ot Mocke: Ovetys To adjust a setting, drag the slide bar or click the
Nommal - No Overtay > 4 | or| k| button.
Graphics Mode: Edi...
Vector
Bitmap Compression: Fort...
Very High Quality

Image Adjustment
Tab Paper Seftings... I

Image Adjustment
‘ Brightriess:

1] Contrast: 50
J ‘ b

(2)

[ ol (3)
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PRINTER .

PRINTING FAINT TEXT AND LINES IN BLACK
(Text To Black/Vector To Black)

(This function is only available in Windows.)

When printing a colour image, colour text and lines that
are faint can be printed in black. (Raster data such as
bitmap images cannot be adjusted.) This allows you to
bring out colour text and lines that are faint and difficult
to see.

* [Text To Black] can be selected to print all text other
than white text in black.

e [Vector To Black] can be selected to print all vector
graphics other than white lines and areas in black.

ABCD

—

) (1) Click the [Advanced] tab.

Main | Paper l Advanced ISpeciaI Modes | Job Handling | Watermarks

(2) Select the [Text To Black] checkbox |/

User Settings | Untitled

|

Save..

Defaults

Prirt Mode:
‘ Nomnal

Bitmap Compression:
‘ Very High Guality

Overays

- ‘ | Mo Oweray

Edit...

Fort...

Image Adjustment...

Tab Paper Settings...

Compatibility

Line Width Settings

| | Text To Black

| Vector To Black

o =

Toner Save

()
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and/or the [Vector To Black] checkbox |/ .
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PRINTER

FUNCTIONS THAT COMBINE TEXT AND
IMAGES

ADDING A WATERMARK TO PRINTED PAGES
(Watermark)

Faint shadow-like text can be added to the background
of the printed image as a watermark. The size, density, —_
and angle of the watermark text can be adjusted. The - I

text can be selected from a pre-stored list, or entered to
create an original watermark.

1) ) (1) Click the [Watermarks] tab.

Main | Paper | Advanced | Special Modes | Job Handhrl ",*.-'me#anks I (2) SeIeCt the watermark settings'
Select a stored water mark from the pull-down menu. You

User Settings:| Factory Defaults vl | Diefauts :l
— can click the [Edit] button to edit the font and select other
- (e -] detailed settings.
L e

If you wish to create a new watermark...
[ Ee. Enter the text of the watermark in the "Text" box and
click the [Add] button.

Image Stamp

‘ None -
< 3

Position: « O y. 0

() 1M

Printer:  SCxxxxxx

(1) Select [Watermarks].
— (2) Click the [Watermark] checkbox and

al
v

Presets. Fomndard = configure watermark settings.
l Watermarks —l Detailed watermark settings can be configured such as
[ ¥ v — selection of the text and editing of the font. Adjust the size
- and angle of the text by dragging the slide bar ..
Text:

TOP SECRET [ 1 Oy U
'TOP SECRET | @ In Mac OS 9, select [Watermark] and configure the
Size: 48  Angle: 45 settings.

N N
Font: Transparent Text
Helvetica =) Gon
D 25%

| Outline Text @ so%

| On First Page Only O 75%
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PRINTER

PRINTING AN IMAGE OVER THE PRINT DATA
(Image Stamp)

(This function is only available in Windows.)

A bitmap or JPEG image stored on your computer can
be printed over the print data. The size, position, and
angle of the image can be adjusted. This feature can be

used to "stamp" the print data with a frequently used _— »
image or an icon of your own creation. -

# MEMO

4

# MEMO

(This function can be used when the PCL6 or PS printer driver is used.)

) @ (1) Click the [Watermarks] tab.

l (2) Select the image stamp setting.
Main | Paper | Advanced | Special Modes | Job Handlirl Watermarks l A .
If an image stamp has already been stored, it can be
B selected from the pull-down menu.
Watermari If you have not stored an image stamp, click the [Image
i (pone d File], select the file you wish to use for the image stamp,
and click the [Add] button.

User Settings:| Factory Defaults v|

Texd:

[ Ed..

Image Stamp

| None -
< 3

Position: w 0 y. 0

Image File... |

Cn First Page Only
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CREATING OVERLAYS FOR PRINT DATA (Overlays)

(This function is only available in Windows.)

The print data can be printed in a previously created

. . . XXXX XXXX
overlay. By creating table rulings or a decorative frame — E

in an application different from that of the text file and XXX 1100 XXX 1100
. . . . . XXXX 10 150 XXXX 10 150
registering the data as an overlay file, an attractive print XXX 0 120 » XxXx__| 0120
. . . XXXX 10 250 XXXX 10 250

result can be easily obtained without the need for

complex manipulations.

@ caabbbece 123

4
]
]
]

— [

@  aaabbbeec 1-2-3

Overlay file

Create an overlay file.
(1) Click the [Advanced] tab.

1) (2)
Configure the printer driver settings from the software
Main Panel Agvanced lpecia' Medes | Job Handing | Watemarks application that you wish to use to create the overlay file.
User Seﬂmgs:l Factory Defaults 'l Defauks | (2) C|ick the [Ed it] button.
Print Mode: Oved =
e T R Y; = — (3) Create an overlay file.

Graphics Mode:

| Vector - |

Click the [Create Overlay] button and specify the name
and folder to be used for the overlay file that you wish to
create. The file will be created when the settings are
completed and printing is started.

Bitmap Compression:
|"v'ery High Quality

P [ Load Overiay |

s ) « When printing is started, a confirmation message
@ will appear. The overlay file will not be created until
the [Yes] button is clicked.

* To register a previously existing overlay file, click
the [Load Overlay] button.

Printing with an overlay file
(1) Click the [Advanced] tab.

M 2
$ Configure the printer driver settings from the application
Main | Papel]| Advanced |Mpecial Modes | Job Handling | Watemarks f . . . . .
D rom which you wish to print using the overlay file.
User SEﬂings'l Factary Defaults - | Defaults | .
- — (2) Select the overlay file.

Print Mode: Overays
N A previously created or stored overlay file can be selected
Graphies Mode: | — | from the pull-down menu.
|.'v'EClDf v | -
BEitmap Compression: |T|
|"v'ery High Quality - | -
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PRINT FUNCTIONS FOR SPECIAL
PURPOSES

PRINTING SPECIFIED PAGES ON DIFFERENT PAPER
(Different Paper)

* Using this function in a Windows environment
The front and back cover and specified pages of a
document can be printed on paper that is different

from the other pages. Use this function when you wish 2/ |:| /
to print the front and back cover on heavy paper, or — T e—= » L ?

insert coloured paper or a different paper type at |:| -
specified pages. You can also insert paper as an
insert without printing on it.

| Il
i

* Using this function in a Macintosh environment
The front cover and last page can be printed using
paper that is different from the other pages. This
function can be used, for example, when you want to
print only the front cover and last page on thick paper.

™) @ (1) Click the [Special Modes] tab.

— |1Md ‘ . (2) Select [Different Paper] and click the
et Bonsiladdzanca §| 2pecialModes | Rabiandio | ilatmenss| [Settin gs] button.

User Settings{| Untitied | Save. || Defauls
T B (3) Select paper insertion settings.
.; 'gﬁigz‘hi"iﬁ'éﬁé}’ il Select the insertion position, paper source, and printing
" Transparency Inseits method from the corresponding menus. Click the [Add]
(2 Carbon Coy . . .
> Tab Pape,pg,int button to show the selected settings in "Information".
L7 When you have completed the settings, click the [Save]
z m—rm— button in "User Settings" to save the settings.
LJIT‘ R \ _________________________________________

User Settings
No Diferert Paper -

* When [Bypass Tray] is selected in "Paper Source",
@ be sure to select the "Paper Type" and load that
type of paper in the bypass tray.

— (3) * About paper insertion settings
- - When [Other Page] is selected for "Insert Position",
= = i the insert position can be specified by directly
- bt ared | ger e Feer e entering a page number. However, inserts cannot

be successively inserted at the same page. When
"Printing Method" is set to [2-Sided], the specified
page and the next page after it will be printed on the
front and reverse side of the paper, and thus an
insert setting at a page printed on the reverse side
will not be effective.
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PRINTER

(This function can only be used in Mac OS 9, Mac OS X v10.4.11 and v10.5to 10.5.8 and 10.6 t0 10.6.1.)

) @ @3) (1) Select [Printer Features].
printer: | SCxouxmnx B (2) Select [Different Paper].
Presers: _anderd "]I (3) Select cover insertion settings.
@f“_‘“”“ Il ! Select the print setting, paper tray, and paper type for the
Feature Selsl Different Paper ¥ .TI cover page and last page.

Cover Page: 1-Sided

ar

ar

Paper Source: Bypass Tray

@ In Mac OS 9, select [Different Paper] and then select

Paper Type:  Heavy Paper the settings for the cover page and last page.

ar| [

Last Page: 1-Sided

ar

.

Paper Source: Bypass Tray

ar

Paper Type: Heavy Paper
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PRINTER

ADDING INSERTS WHEN PRINTING ON
TRANSPARENCY FILM (Transparency Inserts)

When printing on transparency film, this function helps
prevent the sheets of transparency film from sticking
together by inserting a sheet of paper between each
sheet of film. It is also possible to print the same content
on each inserted sheet of paper as is printed on the
corresponding sheet of transparency film.

1M
Ll:ia_in__PaEr i A_d_virzfll_SDECH h&?l’l,h Handling Watermarks‘
Lser Settings:[Untit\ed '“ Save J [ Defaults
Special Option 1o
) Mommal MNone
() Different Paper
L
o ") Tab Paper Print
Q > Chapter Inzerts
~i Page Interlzave
=l T -I
)
Printed
Paper Selection
— Paper Source:
(3) |r"\uto Select 'l
Paper Type:
|r"\uto Select - |
1M 2 @)
Printer: SO T_\
Presets: Standard =3

I Printer Features T‘

Feature Settl Transparency Inserts

Transparency Inserts: Off

Paper Source: Auto Select

Paper Type: Auto Select

(1)
(2)

3)

Click the [Special Modes] tab.

Select [Transparency Inserts] and click the
[Settings] button.

Select transparency insert settings.

To print the same content on the insert as is printed on
the sheet of transparency film, select the [Printed]
checkbox |+|. Select the paper source and type if
needed.

@

(1)
()
3)

Set [Transparency] for the "Paper Type" of the bypass
tray.

Select [Printer Features].
Select [Transparency Inserts].

Select transparency insert settings.

To print the same content on the insert as is printed on the
sheet of transparency film, select [Print] in "Transparency
Inserts". Select the paper source and type if needed.

@
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* Set [Transparency] for the "Paper Type" of the
bypass tray.

* In Mac OS X v10.2.8, select the [Transparency
Inserts] checkbox ¥ in [Advanced].

* In Mac OS 9, select [Transparency Inserts] and
select from the "Transparency Inserts" menu. Select
the paper source and type if needed.
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PRINTER

PRINTING A CARBON COPY (Carbon Copy)

(This function is only available in Windows.)

This function is used to print an additional copy of the
print image on paper that is the same size but from a
different paper tray.

For example, if carbon copy print is selected when
standard paper is loaded in tray 1 and coloured paper is
loaded in tray 2, a print result similar to a carbon copy
slip can be obtained with a single selection of the print
command. As another example, if standard paper is
loaded in tray 1 and recycled paper is loaded in tray 2,
Carbon Copy can simultaneously print one copy for
presentation and one copy as a duplicate.

(1

l —
bd&in I Paper IAdvancEIJI Special Modes ‘Iub Handling I \N"alelmarksl
S )

User Settings:[UnlitIed 'H Save.. ] ‘ Defaults

Special Option T, Fold

) Narmal None

() Different Paper

() Transparency Inzerts

@ [Carbon Copy

(&) Tab Paper Print
Chapter Inserts

) Page Interleave

|

(2) Top Copy
Paper Source:
| Bypass Tray - |
Paper Type
|f’-‘\|.rto Select = | -~ (3)
Carbon Copy
Tray 1
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—

¥ |
A

2

(1) Click the [Special Modes] tab.

(2) Select [Carbon Copy] and click the
[Settings] button.

(3) Select the carbon copy settings.

Select the tray for the "Top Copy" and then select the tray
for the carbon copy (or copies) in "Carbon Copy".

When the bypass tray is selected, be sure to select
the "Paper Type".

Contents



PRINTING TEXT ON TABS OF TAB PAPER

(Tab Paper Print/Tab Paper Settings)

(This function is only available in Windows.)

This function is used to print text on the tabs of tab paper.

Tab Paper Print (PCL6 only)

You can print on each sheet of tab paper that you insert
in the desired page position.

Text to be printed on tabs can be entered in [Tab Paper
Print] on the [Special Modes] tab of the printer driver
properties window, and detailed settings can be
configured such as the size of the tabs, the starting
position, the distance between tabs, and the page
numbers where tab sheets will be inserted.

Tab Paper Settings

Text to be printed on tab papers can be created in a
software application, and then [Tab Paper Settings] on
the [Advanced] tab of the printer driver properties
window can be used to specify how far the text needs to
be shifted for tab printing.
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Original image

PRINTER

oav

—

Printed on the tab paper
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PRINTER

Tab Paper Print (PCL6 only)

Open the data that you wish to print on the tab paper and then select the settings.

(1) Click the [Special Modes] tab.

(1 () . .
(2) Select [Tab Paper Print] and click the
Main | Paper Mvance@:b Handing | Watemarks [SettanS] bUtton-
e Steee (el Y e (3) Select the tab position settings.
Special Option

& . For commercially available tab paper, you can use the
existing settings in "User Settings" such as [A4-5tab-D].
For other types of tab paper, the position of the first tab,
the distance between tabs, and the horizontal and vertical

Mormal
Different Paper
Transparency Inserts
Carbon Copy

@) Tab Paper Prirt

Seftings. . dimensions of the tab can be directly entered or changed
using the "% button. In addition, the size of the tab paper
can be selected in "Paper Size".

User Settings [ Defaus |
‘l“”‘"‘E“ : S N (4) Select the page settings.
Load
Specify the pages where you wish to insert tab paper and
Postion o the Fist Tab Tab Widh enter the text that you wish to print on the tabs. You can
60 B mm. 0.0..254.0 13 B mm, 5 .. 20]
[ ] o also select the font and adjust the layout.
Ir:fwa‘ . mm. [0.0..254.0] TEEZE.GLeng‘; mm, [10.0..149.0) o (3) _________________________________________
o mimeies ¢ Set [Tab Paper] for the "Paper Type" of the bypass
@ "
Paper Size
(e -] * The tab paper settings can be stored and a stored
) 4) file opened in "User Settings".
i !
Use tab papers by sets
Text Seftings
Text Alignment
Center b Fort...
Page Text:
Rotate 180 degrees
Information
Page Tab Text Fort Style Size
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Tab Paper Settings

PRINTER

When you have finished preparing the data to be printed on the tabs in the software application, select the following

settings:
@
El-clj
Main | Paper JAdvanced |Nipecial Modes | Job Handling | Watermarks
User Settings: | Untitled v sawe. ][ Defauis
Print Mode: Overlays
|Nnrma\ vl |NoOvar|ay vl

Graphics Mode:

|'\r'ector - |

Bitmap Compression:

|'v'ary High Qualty - |

() by

| Edit

| Fort...

Image Adjustment..

Image Shift
Width:

[0.. 200

= mm
Q) millimeters

inches

(M
(2
3

O]

@
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Click the [Advanced] tab.
Click the [Tab Paper Settings] button.

Select the tab paper settings.

To shift the image, directly enter a number or click the
+ button.

Select the paper source and type.

Click the [Paper] tab, and select [Bypass Tray] for "Paper
Source" and [Tab Paper] for "Paper Type".

Set [Tab Paper] for the "Paper Type" of the bypass
tray.
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PRINTER

TWO-SIDED PRINTING WITH SPECIFIC PAGES PRINTED
ON THE FRONT SIDE (Chapter Inserts)

(This function is only available in Windows.)

You can have specific pages printed on the front side of

the paper.

Example:

When pages 4 and 8 are specified as page settings.

When a page (such as the first page of a chapter) is
specified as a front side page, the page will be printed on
the front side of the paper even if would normally be
printed on the reverse side (the reverse side will be left
blank and the page will be printed on the front side of the

next sheet of paper).

8

N

D

"
~y

=2
ol

(This function can be used when the PCL6 printer driver is used.)

(1)

(o | Pt | e Soe o] i wmai]

(1)
()

)

| User Settlngs:l Untitled

Save Defaults

J

il|# Special Option

) Normal

* Difterent Paper
Tranzparency Inssrts

3)

i
Mone

| Mo Chapter Inserts Page Settings:

)

Information
Chapter No.

Enter page numbers separated by commas.

Carbon Copy P (2)
! :
| B 3
” 5 Settings... (3)
\_:l—zll,L‘.! l
Usger Seftings

Page
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Back is blank

Click the [Special Modes] tab.

Select [Chapter Inserts] and click the
[Settings] button.

Select the chapter settings.

Enter the page numbers that are to begin chapters in
"Page Settings". Click the [Add] button and your settings
will appear in "Information”. When you have finished
selecting settings, click the [Save] button in "User
Settings" to save the settings.
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PRINTER

FOLDING PRINTED PAPER IN HALF (Fold)

When a saddle stitch finisher is installed, the fold
function can be used to fold printed output in half. You
can select whether the paper is folded with the printed
side on the inside or the outside.

When printing data that is in a pamphlet layout, the
"Mult-Sheet Fold - Staple" function can be used to
conveniently fold and staple the printed output to create
a pamphlet. The "Mult-Sheet Fold - Staple" function is
available in the PCL6 printer driver.

Half Fold - Inside Half Fold - Outside Mult-Sheet Fold - Staple
(PCLS6 only)

When two-sided printing is disabled in the machine's
system settings (administrator), the paper folding
function cannot be used.

) (1) Click the [Special Modes] tab.
] 2) Select "Fold".
Main IPapqﬂ/ﬂ iSPEC‘a‘MUdES | ab Handling Watermarksl ( ) ) )
Select the desired folding method from the pull-down
QSEISElhngs.[UntiUed 'H Save.. ] I Defaults

menu.

Special Option B RS

o ot & Here

_ ?:::L::r::;?:nsells l

() Carbon Co

, Tab Paparpslimt (2)

Chapter Inzerts
) Page Interleave
Settings...
3) ) @ (1) Select [Printer Features].

(2) Select [Paper Folding Settings].

Printer:  SCXXXXXX :!

Presets: | Standard =) (3) Select the paper folding settings.
l Printer Features 7:‘ I
Feature Se(sl Paper Folding Settings T‘ l -----------------------------------------

In Mac OS 9, select [Paper Folding Settings] and then

[Fora: “or B | select the settings.

3-52
Contents
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CONVENIENT PRINTER FUNCTIONS

USING TWO MACHINES TO PRINT A LARGE PRINT
JOB (Tandem Print)

Two machines are required to use this function.
Tandem Print allows you to divide a large print job
between two machines connected to your network.
The machines simultaneously print each half of the job,
making it possible to shorten the printing time when
printing a large number of sets.

Example: Printing 4 sets of copies

To use Tandem Print, the IP address of the slave
machine configured in "Tandem Connection Setting" in

the machine's system settings (administrator) must be % %

configured in the printer driver. In a Windows [ [

environment, this can be accomplished automatically by ;’ « B B » 5"

clicking the [Auto Configuration] button on the = = — = — =

[Configuration] tab of the printer driver. In a Macintosh 2 sets of = = 2 sets of
copies copies

environment, this can be accomplished automatically by
clicking the [Tandem Settings] button.

(1) Click the [Advanced] tab.

(1) (2)
Main Papel Advanced Ipacwa\ Modes | Job Handling | | Vatemarks (2) SeIeCt the [Tandem Prlnt] CheCKbox /.
User Settings: | Untitled S I T
Print Mode: _ Ouerlays Tandem Print function can only be used when the
Momat ] [leowy ] printer driver is installed using a "Standard
% -‘ [ e, ] installation”, or a "Custom installation" with "LPR
Bimap Compression: ' e Direct Print (Specify Address/Auto Search)" selected.

|'\-"eryI High Guality ‘

| Image Adjustment... |

‘ Tab Paper Settings... | P
_‘Jyﬂ_J 5 @ (/] Tandem Prirt
1

[ Compatibility |

(This function can only be used in Mac OS X.)
2) 1) (1) Select [Tandem Print].

Printer: | SCx00XX =) (2) Select the [Tandem Print] checkbox # .

Presets: Standard

lext |0 biack

I Tandem Print 7:'

4 @ To use the tandem print function, the protocol to be

used must be selected in accordance with the
message that appears in the left screen when adding
the printer driver with the "Printer Setup Utility" ("Print
Centre" in Mac OS X v10.2.8).

This feature is available when LPD/LPR or Socket/HP Jet Direct is used.

l 'Z‘Tandem Print l [ Tandem Settings... |
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SAVING AND USING PRINT FILES
(Retention/Document Filing)

This function is used to store a print job as a file on the

machine's hard drive, allowing the job to be printed from %
the operation panel when needed. The location for |

storing a file can be selected to prevent the file from | HDD

being mixed together with files of other users.

When printing from a computer, a password (5 to 8
digits) can be set to maintain the secrecy of information
in a stored file.

When a password is set, the password must be entered
to print a stored file from the machine.

:_;‘
:I
=

— —

s

Hold Only
This setting is used to hold a print job on the machine's hard drive without printing it.

Hold After Print
This setting is used to hold a print job on the machine's hard drive after it is printed.

Sample Print

When a print job is sent to the machine, only the first set of copies is printed. After checking the contents of the first set
of copies, you can print the remaining sets from the operation panel of the machine. This prevents the occurrence of
excessive misprints.

To print files stored on the machine's hard drive, see "PRINTING A STORED FILE" (page 6-31) in "6. DOCUMENT
FILING".
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a @ (1) Click the [Job Handling] tab.

Main | Paper | Advanced | Special I'v'ludel Jdob Hlandhng lu' smarks (2) SEIECt the retention setting-

Click the [Retention] checkbox |+/|. Select the retention
oo Athartioston method in "Retention Settings". To enter a password (5 to
Login Name 8 digit number), click the [Password] checkbox |+ .

User Settings:| Untitled '” Save ‘ | Defaults

| Retention

Retention Settings
@ Hold Only
Hold After Print
Sample Print

(3) Select document filing settings.

Select the folder for storing the file in "Document Filing
Settings". If you selected [Custom Folder], click the
[Stored to] button to select the folder.

| Password

e User Number

Documert Filing Settings
Quick File

@ Main Folder Defaul Jeb D
Customn Folder | | I I
o @ * When [Quick File] is selected, "Retention Settings"
= Gruen = will be set to [Hold After Print] only.
Auto Job (| rirol Review * When [Quick File] is selected, the password entered

in "Retention Settings" is cleared and cannot be used.

* To store a file in a custom folder, the custom folder
must first be created using "Document Filing Control"
in the system settings (administrator). If a password
has been established for a custom folder, enter the
"Folder Password" in the folder selection screen.

* When [Retention] has been checked on [Printing
Policy] on the [Configuration] tab, the [Retention]
checkbox is always checked and you cannot change
the checkbox.

* In an IPV6 environment, files can only be stored in
the main folder.

©)
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(1) Select [Job Handling].

(2 (1)
Printer: | SCxxono B (2) Select the retention setting.
ens: Rk B Click the [Retention] checkbox ¥ . Select the retention
Job Handling 5] method in "Retention Settings". To simplify operation the
(D Retention ] User Authentication next time the same password is set, click the | (lock)
Recention Settings Login Name: button after entering the password (5 to 8 digit number).
Groron— _ = (3) Select document filing settings.
) Sample Print ' b Select the folder for storing the file in "Document Filing
Password: ) User Number Settings". If you selected [Custom Folder], click the
feeees | &) [Stored to] button to select the folder.
Document Filing Settings Jab ID
S:i;szi":er i - * When [Quick File] is selected, "Retention Settings"
X CistoraEolies b Name: — @ will be set to [Hold After Print] only.
& * When [Quick File] is selected, the password entered
= in "Retention Settings" is cleared and cannot be
| used.
©) ¢ To store a file in a custom folder, the custom folder

must first be created using "Document Filing
Control" in the system settings (administrator). If a
password has been established for a custom folder,
enter the "Folder Password" in the folder selection
screen.

¢ In Mac OS X v10.5to 10.5.8 and 10.6 to 10.6.1, if
you wish to store document filing settings in a
custom folder, click the [Custom Folder] tab.

* In Mac OS 9, select [Job Handling] and then select
the retention setting. (The document filing function
cannot be used.)

Automatically print all stored data

When user authentication is enabled in the system settings (administrator), all retained (stored) print jobs of a user who
logs in can be printed automatically after log in.
After all jobs are printed, the files are deleted.

To use the print all function, the following steps are necessary:
* "Automatically print stored jobs after login" must be enabled in the system settings (administrator) of the machine.
* At the time of retention print, in addition to user authentication information, the user name stored in the machine
must be entered in "User Name" of the job ID in the printer driver.
=" Windows: PRINTING WHEN THE USER AUTHENTICATION FUNCTION IS ENABLED (page 3-7)
=" Macintosh: PRINTING WHEN THE USER AUTHENTICATION FUNCTION IS ENABLED (page 3-20)

(1) Log into the machine.
Enter your user number or login name and password in the user authentication screen of the machine.

(2) Perform print all.
A confirmation prompt will appear. Touch the [OK] key. The print files stored in the quick file folder, main folder, and custom
folder will be printed automatically and then deleted.

Files with a password and files that are protected by the document filing function of the machine will not be printed. Files in a
folder (excluding My Folder) that has a password will also not be printed.

If you do not wish to "print all"...
Touch the [Cancel] key in step (2).
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PRINTING WITHOUT THE PRINTER

DRIVER

When you do not have the printer driver installed on your computer, or when the software application used to open a file
that you wish to print is not available, you can print directly to the machine without using the printer driver.
The file types (and corresponding extensions) that can be printed directly are shown below.

PDF/
File Type TIFF JPEG PCL Encrypted PS XPS
PDF
. e ipeg, ipg,
Extension tiff, tif ive. iff pcl pdf ps Xps

@ * To print PDF and PS files, the PS3 expansion kit must be installed.
¢ To print XPS files, the XPS expansion kit must be installed.

* Depending on the file type, it may not be possible to print some files in the above table.

DIRECTLY PRINTING FROM THE MACHINE

A file on an FTP server, in a network folder or in a USB memory device connected to the machine can be selected and
printed from the operation panel of the machine without using the printer driver.

uuuuuuu

I
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DIRECTLY PRINTING A FILE ON AN FTP SERVER

When an FTP server is configured in the machine's Web pages, you can specify and print a file on the FTP server from
the operation panel of the machine. This saves you the trouble of downloading the file and printing it from a computer.
For the procedure for accessing the Web pages, see the Start Guide.

To configure FTP server settings, click [Application Settings] and then [Setting for Print from the MFP(FTP)] in the Web page
menu. (Administrator rights are required.) Up to 20 FTP servers can be configured.

1 2 (3) Access the FTP server.

F@my anca sam | & UM |\ ‘q (1) Touch the [DOCUMENT FILING] key.

(2) Touch the [Ex Data Access] tab.
Flle Retrieve Scan to HDD HDD Status Ex Data Access

External Data Access (3) TOUCh the [FTP] key'

The [FTP] key cannot be touched when any FTP server
has not been configured.

{ USB Memory

S
|
|

{ Network Folder

[ File Retrieve [ Scan to DD [ HDD Status [Ex Data ACCESS] TOUCh the key Of the FTP server that you

[ere « == J|  wish to access.
(e = ]
W) ) N
[ Server 3 ] 3
% Server 4 }
O )
( ]

Server 7

D | File-0a.tiff

To_uch the key of the file that you wish to
[Fite or Folder vame | print.

[0 [ Fite-orsits N J * The [5) icon appears to the left of keys of files that can be

(o[ roldernn c‘:") J : printed.

[0 [ Fite-oz.tits J * The [ icon is displayed to the left of keys of folders on the

([0 [mite-os.ciee J FTP server. To display the files and folders in a folder, touch

% 0 | Foldern2 } the key of the folder.

[ )

@ | File-0s.tift

@ * A total of 100 keys of files and folders can be displayed.
e Touch the key to move up one folder level.

* When you move down a folder level by touching a folder key, the key appears in the top right corner of the
screen. Touch this key to return to the file or folder name selection screen.

* Touch the [File or Folder Name] key to change the order of the files and folders displayed on the screen. The order
switches between ascending order and descending order each time you touch the key.
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] Print the selected file.
e (1) Select print conditions.
paper Select If you selected a file (PCL, PS, or XPS) in step 3 that
N“"“ifmnts includes print settings, the settings will be applied.
1 (1~999)

2) Touch the [Print] key.

B Fit To Page ( ) . . ) [ ] y )

Printing begins. When the message appears in the touch

l[ it l panel, touch the [OK] key.

(1 (2

When you select a PDF file that has a password, you must enter the password in the job status screen to begin printing.
I=" PRINTING AN ENCRYPTED PDF FILE (page 3-69)

DIRECTLY PRINTING A FILE IN USB MEMORY

A file in a USB memory device connected to the machine can be printed from the operation panel of the machine without
using the printer driver. When the printer driver of the machine is not installed on your computer, you can copy a file into
a commercially available USB memory device and connect the device to the machine to print the file directly.

Connect the USB memory device to the
machine.

@ Use a FAT32 USB memory with a capacity of no more than 32 GB.
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1 @ ®3) Access the USB memory device.
(1) Touch the [DOCUMENT FILING] key.

(2) Touch the [Ex Data Access] tab.
ﬁﬁ—ﬁ

File Retrieve Scan to HDD HDD Status Ex Data Access
| (8) Touch the [USB Memory] key.
External Data Access
{ FTP ]
1
{ USB Memory O——
J
{ Network Folder ]

System Settings(Administrator) : Disabling of USB Memory Direct Print
This setting is used to disable printing of files in a USB memory.
When this setting is enabled, [USB Memory] key cannot be touched.

o Touch the key of the file that you wish to
[Fne or Folder Name A] pl‘lnt.

(o | rite-or.ciee N J * The [3) icon appears to the left of keys of files that can be

[ (3 | Foldero1 é‘::} ] % printed.

(D [rueozcier ) * The [ icon is displayed to the left of keys of folders in the
(D [mite-os.cise J @ USB memory. To display the files and folders in a folder,

{ O | Fotdern2 } touch the key of the folder.

B | File-04.ciff
[ D | File-0s.ciff ]

@ ¢ A total of 100 keys of files and folders can be displayed.
e Touch the key to move up one folder level.

* When you move down a folder level by touching a folder key, the key appears in the top right corner of the
screen. Touch this key to return to the file or folder name selection screen.

* Touch the [File or Folder Name] key to change the order of the files and folders displayed on the screen. The order
switches between ascending order and descending order each time you touch the key.

e Print the selected file.
e (1) Select print conditions.
Paper Select If you selected a file (PCL, PS, or XPS) in step 3 that
”it includes print settings, the settings will be applied.
= ~ | (2) Touch the [Print] key.
Printing begins after the selected file is transferred. When
l[ orint l the message appears in the touch panel, touch the [OK]
' 'g key.
(1) ()

To cancel printing...

To cancel printing while the file is being transferred, touch the [Cancel] key in the message screen that appears in the
touch panel.
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Remove the USB memory device from
the machine.

When you select a PDF file that has a password, you must enter the password in the job status screen to begin printing.
I PRINTING AN ENCRYPTED PDF FILE (page 3-69)

DIRECTLY PRINTING A FILE IN A NETWORK FOLDER

You can use the machine's operation panel to select and print a file on a server or in a shared folder of an individual's
computer on the same network as the machine.

Mn @ 3 Access the network.
) uaGE EWD ggggggm ‘q (1) Touch the [DOCUMENT FILING] key.
- (2) Touch the [Ex Data Access] tab.
e i | con o || f [ v (3) Touch the [Network Folder] key.

| External Data Access

{ FTP

{ USB Memory

)|
{ Network Folder G —
J

System Settings(Administrator) : Disabling of Network Folder Direct Print
This setting is used to disable printing of files in a network folder.
When this setting is enabled, [Network Folder] key cannot be touched.
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I: Access the network folder.

Workgroup (1) Touch the key of the workgroup that you
wish to access.
[Workgroup Name A]
E%Mork 1 N ]
& |Work 2 e r“) ]
E% |Work 3 — ]
&|Work 4 ] -
E% |Work 5 ]
& |Work 6 ]

(2) Touch the key of the server or computer
that you wish to access.

Server
e s | If a screen appears prompting you to enter a user name
and password, check with your server administrator and
[server vaee = enter the appropriate user name and password.
= |Server 1 o) —
= |Server 2 d‘ IL-“) v

|Server 5

J
( J
( J
[ | server 3 ]
{ 5 |server 4 ]
( J
( )

(3) Touch the key of the network folder.

Network Folder
\\Server 1

[Necwork Folder Name A]
{ (3 |User 1 A ]
[ 3 |ser 2 e n'\) ] v
{ (3 |ser 3 — ]
[ 3 |user 4 ] -
{ (3 |ser 5 ]
[ 0 |user 6 ]

@ * You can touch the [Search] key and enter a keyword to search for a workgroup, server, or network folder. For the
procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".

* Up to 100 workgroups, 100 servers, and 100 network folders can be displayed.
e Touch the key to move up one folder level.
* To return to the workgroup selection screen, touch the key.

* To change the sorting order of the displayed keys, touch the key that shows ! or i in each screen. The order
switches between ascending order and descending order each time you touch the key.

¢ To go to a particular page, touch the key that shows the current page number and enter the desired page
number.
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[eerver 2v0sr 1 Tquch the key of the file that you wish to
[File or Folder Name A] prlnt-
(o[ rue-onciee N J * The [3) icon appears to the left of keys of files that can be
[ (3 | Foldero1 cl‘;'“) ] 1—15 printed.
(0 [rite-0z.cise ) * The [ icon is displayed to the left of keys of folders in the
(D Fute-os.cis J network folder. To display the files and folders in a folder,
{ L | Foldero: } touch the key of the folder.
D | File-0s.tiff
[ D | File-05.tiff ]

@ * A total of 100 keys of files and folders can be displayed.
e Touch the key to move up one folder level.
* To return to the network folder selection screen, touch the key.

* Touch the [File or Folder Name] key to change the order of the files and folders displayed on the screen. The order
switches between ascending order and descending order each time you touch the key.

o ] Print the selected file.
i (1) Select print conditions.
paper Select If you selected a file (PCL, PS, or XPS) in step 3 that
N“““im““ includes print settings, the settings will be applied.
1 g2
2) Touch the [Print] key.

@ Fit To Page ( ) . . . [ ] y . .

Printing begins after the selected file is transferred. When

l[ it l the message appears in the touch panel, touch the [OK]

Ig key.
(1) (2

When you select a PDF file that has a password, you must enter the password in the job status screen to begin printing.
@ I PRINTING AN ENCRYPTED PDF FILE (page 3-69)
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DIRECTLY PRINTING FROM A COMPUTER

Settings can be configured in the Web pages of the machine to enable direct printing from a computer without using the
printer driver. For the procedure for accessing the Web pages, see the Start Guide.

SUBMIT PRINT JOB

You can specify a file to be printed directly without using the printer driver.
In addition to a file on your computer, this procedure can be used to print any file that can be accessed from your

computer, such as a file on another computer connected to the same network.
To directly print a file on a computer, click [Document Operations] and then [Submit Print Job] in the Web page menu.

FTP PRINT

You can print a file from your computer by simply dragging and dropping the file onto the FTP server of the machine.

* Configuring settings
To enable FTP Print, click [Application Settings] and then [Setting for Print from the PC] in the Web page menu, and

configure the port number. (Administrator rights are required.)

* Performing FTP Print
Type "ftp://" and then the IP address of the machine in the address bar of your computer's Web browser as shown

below.
(Example)
ftp://192.168.1.28

Drag and drop the file that you wish to print onto the "Ip" folder that appears in your Web browser. The file will
automatically begin printing.

@ * If you printed a file (PCL, PS, or XPS) that includes print settings, the settings will be applied.
* When user authentication is enabled in the system settings (administrator) of the machine, the print function may be
restricted. For more information, ask your administrator.
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E-MAIL PRINT

An e-mail account can be configured in the machine to have the machine periodically check your mail server and
automatically print received e-mail attachments without using the printer driver.

* Configuring settings
To use E-mail Print, you must first configure an e-mail account in the machine. To configure an account, click
[Application Settings] and then [E-mail Print Settings] in the Web page menu. (Administrator rights are required.) For
the procedure for accessing the Web pages, see the Start Guide.

* Using E-mail Print
To print a file using E-mail Print, use your e-mail program on your computer to send the file as an attachment to the

machine's e-mail address.

Control commands can be entered in the message of the e-mail to specify the number of copies and print format.

Commands are entered in the format "command name = value".
As an example, the control commands include the following:

*1 Only effective when a finisher or saddle stitch finisher is installed.

*2 Only effective when a punch module is installed on a finisher or saddle stitch finisher.

*3 Can be omitted except when authentication is by user number.

Function Command name Values Example

Copies COPIES 1-999
COPIES=2

Staples*T STAPLEOPTION NONE, ONE, TWO, SADDLE DUPLEX=LEFT
ACCOUNTNUMBER=11111

Punch*2 PUNCH OFF, ON PAPER=A4

Output COLLATE OFF, ON

2-sided print DUPLEX OFF, TOP, LEFT, RIGHT

Account ACCOUNTNUMBER Number (5 to 8 digits)

number*3

File type LANGUAGE PCL, PCLXL, POSTSCRIPT, PDF, TIFF,

JPG, XPS
Paper PAPER Name of available paper (A4, LETTER, etc.)
Document Filing FILE OFF, ON
FOLDERNAME Maximum of 28 characters

Quick File QUICKFILE OFF, ON

Output tray OUTTRAY CENTER, FINISHER

Fit to page FITIMAGETOPAGE OFF, ON

@ * Enter the commands in Plain Text format. If entered in Rich Text format (HTML), the commands will have no effect.

* To receive a list of the control commands, enter the command "Config" in the e-mail message.

* If nothing is entered in the body text (message) of the e-mail, printing will take place according to the "Printer Default
Settings" in the system settings. If you printed a file (PCL, PS, or XPS) that includes print settings, the settings will be

applied.

* Only enter a "File type" when you are specifying a page-description language. Normally there is no need to enter a file

type.
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CHECKING THE PRINT STATUS

JOB STATUS SCREEN

The job status screen is displayed when the [JOB STATUS] key on the operation panel is pressed. The job status
screen shows the status of jobs by mode. When the [JOB STATUS] key is pressed, the job status screen of the mode
that was being used before the key was pressed appears.

B Print Job r@ Scan to IQ.G Fax Job I@Internet Fax]
Job Queue Sets / Progress Status Spool
1 Computer01 2/ Printing m
hd
JOB STATUS {2 ) Copy 002 / 000 Waiting ] 1 Complete
. 1
# {3 ) copy 020 / 000 Waiting ]
{4 Ry 0312345678 001 / 000 Waiting ]
0

stop/Deletel

@ The job status display (A) is in the lower left corner of the touch panel. The job status display can be touched to display the
job status screen. You can check the first four print jobs in the print queue (the job in progress and reserved jobs) in the job

status display (B).
i
MFP Status
B o02/001
[ -
i 2-Sided Copy Printing
—— Plain
N L
A Waiting
[
Ll GURD |
Waiting
Copy Ratio Original Paper Select
1 O O % 001/000
Preview Waiting l
LA l

3-66

Contents



PRINTER

SPOOL SCREEN/JOB QUEUE SCREEN/COMPLETED
JOB SCREEN

The job status screen consists of the job queue screen that shows copy and print jobs waiting to be printed and the job
currently in progress, the completed job screen that shows jobs that have been completed, and the spool screen that
shows print jobs that have been spooled and encrypted PDF jobs that are waiting for a password to be entered.

Q)

()

@)

(4)

®)

(1) —ig Print Job I@ Scan to Igﬂ Fax Job [@Internet Faxll

1 Computer01

Rendering

=

Job Queue

2 @) computer02 020 / --- Spooling 1 Compvlete O (2)
3 Q Computer03 Spooling *

(3) 4_@ Computer04 Spooling B
5 Q Computer05 002 / --- Encrypt PDF

J'g Print Job ]’9'—' Scan to ]’t‘ﬂ Fax Job ]’@Internet Fax]

Spool
L4
v

002 / 000 Complete

2 () copy

Waiting 1
1

[3 ) Ccopy 020 / 000

4 Ry 0312345678

Waiting

001 / 000

Waiting

Mode select tabs

Use these tabs to select the mode that is shown in the
job status screen.

The status of print jobs can be checked by touching the
[Print Job] tab.

Job status screen selector key

Touch this key to switch through the job queue screen,
the completed jobs screen, and the spool screen.

Job list (spool screen)

Spooled print jobs and encrypted PDF print jobs that
require a password to be entered are displayed.

Job list (job queue screen)

Jobs waiting to be printed appear in the job queue as
keys. The jobs are printed in order from the top of the
queue. Each job key shows information on the job and
the current status of the job.

[Detail] key (job queue screen)
Touch this key to display detailed information on a job.

Detail T (5)
Priority @mem (6)
stop/Delete.l— (7)

R

J’é Print Job ]’@ Scan to ]’(.ﬂ Fax Job ]’@Internet Fax]
YF_LK — — ’“_»'—- —— "hA;A SpOOl
1 B computero2 11:00 04/01 001/001 OK Job Zueue
2 @) computero3 10:33 04/01 010/010 OK 1
3 W) computer0s 10:31 04/01 013/013 OK ? (8)
» [4 ) file-01 10:30 04/01 010/010 OK +
[5 B copy 10:13 04/01 001/001 OK
6 B copy 10:03 04/01 001/001 OK @:.- (C))
7 Q Computer05 10:01 04/01 003/003 OK
8 I copy 10:00 04/01 010/010 OK Call ."-(1 0)
(6) [Priority] key
Touch this key to give priority to a selected job.
(7) [Stop/Delete] key
Touch this key to stop or delete a selected job.
(8) Job list (completed jobs screen)
This shows up to 99 completed jobs. The result (status)
of each completed job is shown.
(9) [Detail] key (completed jobs screen)
When a job is shown as a key in the job list, the [Detail]
key can be touched to show detailed information on the
job.
(10) [Call] key
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the document filing function.
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Job key display

Each job key shows the position of the job in the job queue and the current status of the job.

1

()

)

(4)

®)

PRINTER

2 | |computero1 002,|ooo Waiting
M @ (3) @ ) (6)

Indicates the number (position) of the job in the job (6) Status
queue. Shows the job status.
When the job currently being printed is finished, the job
moves up one position in the job queue. Message Status
This number does not appear in keys in the completed "Printing" Printing is in progress.
jobs screen.

. "Waiting" The job is waiting to be executed.
Mode icon
The B icon appears when the job is a print job. “Toner The toner cartridge is out of toner.

Empty" Replace the toner cartridge with a
User name new cartridge.
The computer login name of the user will appear in the -
print job. "Paper The paper used for the job has run
A "User Name" can be entered in the printer driver to Empty” out. Add paper or change to a
display the name of the user who executed the job. different paper tray.
Number of sets entered “Limit" The printing page limit has been
This shows the number of sets specified. excgeqed. Check with thg
administrator of the machine.
Number of completed sets “Error” A dwhile the Tob
This shows the number of sets completed. "000" appears fror n. error occurred while the Job was
. o e . being executed. Clear the error
while the job is waiting in the job queue. -
condition.

"Rendering" Analyzing print data.

"Spooling" Print data is being received or a job is
waiting for analysis after being
spooled.

"Encrypt Upon analysis, if a spooled job is

PDF" found to be an encrypted PDF, it
changes to the password entry wait
state.
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PRINTING AN ENCRYPTED PDF FILE

Encrypted PDF is used to protect a PDF file by requiring the entry of a password to print or edit the file. To directly print
an encrypted PDF file on an FTP server or in a USB memory device, etc. connected to the machine, follow the steps
below to enter the password and begin printing.

@ The PS3 expansion kit is required to use this function.

JOB STATUS

L]

Press the [JOB STATUS] key.

0]

3

()

=% print Job I@ Scan to Igﬂ Fax Job I@Ints

net Fax

Job Queue Sets / Progress Status

1 Computer0l
2 Q Computer02

Rendering

Spooling

Spoo
Job Qusue

Complete

3 ) computero3 cos ] oo

Spooling

Spooling

4 BJ) computeros e ] ==

5 Q Computer05

J

Encrypt PDF ]

Select the encrypted PDF print job.

(1) Touch the [Print Job] tab.

(2) Change the print job status mode to
[Spool].

Touch this key to change modes. The selected mode will
be highlighted.

(3) Touch the print job key of the PDF file that
has the password.

Enter the password?

Yes

Touch the [Yes] key.

A text entry screen appears. Enter the password (32 characters
or less) and touch the [OK] key. The print job is released and
moved to the [Job Queue].

When both a master password and a user password (which is used to open the file) have been set, enter the master

password.

e To print an encrypted PDF file using the printer driver, enter the password when opening the file on your computer.

* Printing is not possible if you do not know the password for an encrypted PDF file. To delete a spooled print job, touch the
[No] key in the screen of step 3 and touch the [Stop/Delete] key.

* Encrypted PDF versions that can be directly printed are 1.6 (Adobe® Acrobat® 7.0) and earlier.
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GIVING A PRINT JOB
PRIORITY/CANCELLING A PRINT JOB

GIVING A PRINT JOB PRIORITY

When the machine is busy copying or printing a received fax or other job, you can give priority to a print job that is
waiting to be printed and print it ahead of the other jobs.

JOB STATUS Press the [JOB STATUS] key.

(1) ) Give the desired job priority.
& eeint dob |8 [@ o | | (1) Touch the [Print Job] tab.
(2) Change the print job status mode to [Job
Queue].
] Touch this key to change modes. The selected mode will
E g S T } be highlighted.
(6D om a0 s | %) (3) Touch the key of the print job to which you
r B 02/ 000 teiing } : want to give priority.
8 ) copy 002 / 000 Waiting Stop/pelete]
| (4) Touch the [Priority] key.
@) 4 The job being printed stops and the job selected in (3) is
printed.

@ To check print information on the selected job, touch the [Detail] key.
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CANCELLING A PRINT JOB

A job being printed, a job waiting to be printed, or a spooled job can be cancelled.

JOB STATUS Press the [JOB STATUS] key.

()

(1) ) Cancel the job.

l
=% Print dob I@ Scan to I“ﬂ Fax Job I@Intemet Faxl (1) Touch the [Print Job] tab_
T e T (2) Change the print job status mode to [Spool]
: 20 / 00 paiti 1 |_complete or [Job Queue].

L 1
’ fj e LT o J Touch this key to change modes. The selected mode will
E Eg Copy 002 / 000 Waiting } be hlghllghted
Copy 002 / 000 Waiting
FO o s e | (%) (3) Touch the key of the print job that you wish
[T B copy 002 / 000 Waiting ] to cancel.
[8 B copy 002 / 000 Waiting ] StOP/'DEPﬁJ
| (4) Touch the [Stop/Delete] key.
(3) (4)

(5) A message appears to confirm the
cancellation. Touch the [Yes] key.

& Delete the job?

B computero2

No Yes

The selected job key is deleted and printing is cancelled.

@ It is also possible to cancel printing with the [STOP] key () on the operation panel. When the [STOP] key () is
pressed, a message will appear asking you if you want to cancel the job.

@ If you do not want to cancel the selected print job...
Touch the [No] key in step (5).
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CHANGING TO ANOTHER PAPER SIZE AND
PRINTING WHEN PAPER RUNS OUT

If printing stops because the machine ran out of paper, or if the size of paper specified in the printer driver is not loaded
in the machine, a message will appear in the touch panel. Printing will begin automatically when the [OK] key is touched
and paper is loaded in the machine. If you wish to print on paper in another tray because the desired size of paper is not
immediately available, follow the steps below.

JOB STATUS Press the [JOB STATUS] key.

L]

& Print Job I@ Scan to It.ﬂ Fax Job I@Intemet Faxl Display details on the print iob for which
Job Queue Sets / Progress  Status Spool H
there is no paper.
- == (1) Touch the key of the job for which "Paper
Empty" appeared.
2) Touch the [Detail] k
e ) (2) Touch the [Detail] key.
1
M )
. J| Touch the [Paper Select] key.
Qcomp\;terol 020 / 001 Paper Empty
- Colour / B/W : B/W .2:;‘1’2?“ 2(;asoloie)d

wpaper : Paper Select = Output : E%;Ea
Plain
h . Special @'
Modes :

Touch the key of the tray that has the
Ecomputerol 020 / 001 Paper Empty paper you Wish to use.
Paper Select l OK .. .
Printing begins.
Paper Tray Bypass Tray
1. M . 2.A o AL
Plain Plain Plain
3.BL =) Plain

@ If you changed to a different paper size, printing may not take place correctly; for example part of the text or image may run
off the paper.
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APPENDIX

PRINTER DRIVER SPECIFICATION LIST

Available functions and output results may vary depending on the type of printer driver being used.

: Windows Macintosh
Function PCL6 PCL5e PS PPD1 PPD
Frequently used | Copies 1-999 1-999 1-999 1-999 1-999
functions Orientation Yes Yes Yes Yes Yes
N-Up [ Numberof |, ) 68016 | 2468916 | 2468916 2,4,6,9,16 2,4,6,9,16
pages
Order Selectable Selectable Selectable Selectable Selectable
Border On/Off On/Off On/Off Yes Selectable
2-Sided Print Yes Yes Yes Yes Yes
Fit To Page Yes Yes Yes No Yes*2
Binding Edge Selectable Selectable Selectable No Yes
Staple*3 Yes Yes Yes Yes Yes
Punch*3 Yes Yes Yes Yes Yes
Paper Paper Size Yes Yes Yes Yes Yes
Custom Paper 8 size 8 size 8 size Yes Yes
Paper Selection Yes Yes Yes Yes Yes
Output tray Yes Yes Yes Yes Yes
p?rci)r:l\;??ijennctti ons g;n[;r::ft/Pamphlet Yes Yes Yes Yes Yes
Margin Shift 0 inch to 0 inch to 0inch to Yes Yes
1.2iinch 1.2iinch 1.2iinch
Poster Printing Yes No Yes No No
Rotate 180 degrees Yes Yes Yes Yes Yes
Zoom/XY-Zoom Yes*s Yes*S Yes Yes*5 Yes*s
Line Width Settings Yes No No No No
Mirror Image No No Yes Yes Yes*6
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: Windows Macintosh
Function PCL6 PCL5e PS PPD™ PPD
Special Different Paper Yes Yes Yes No Yes'7: 8
functions Transparency Inserts Yes Yes Yes No Yes
Carbon Copy Yes Yes Yes No No
Tab Printing Yes Yes Yes*9 No No
Chapter Inserts Yes No No No No
Page Interleave Yes No No No No
Fold Mu::-szgtldliol 4| Half Fold Half Fold Half Fold Half Fold
Tandem Print Yes Yes Yes No Yes 10
Retention Yes Yes Yes No Yes
Document Filing Yes Yes Yes No Yes™10
Image adjusting | Image Adjustment Yes No Yes No No
funetion ci)c(;ttJrOTEl;T:::k Yes Yes Yes No No
Functions to Watermark Yes Yes Yes Yes Yes
compine text Image Stamp Yes No Yes No No
and images
Overlay Yes Yes Yes No No
Image Quality Print Mode Normal/Fine No Normal/Fine Normal/Fine Normal/Fine
S;?;Q:gz Mode Yes Yes No No No
Toner Save*11 Yes No Yes Yes Yes
Font Resident font 80 fonts 80 fonts 136 fonts 136 fonts 35 fonts
Selectable download bitmap, bitmap, bitmap, bitmap,
font TrueType, TrueType, TrueType, TrueType, No*12
Graphics Graphics Typet Typet
Other functions | Auto Configuration Yes Yes Yes No Yes*13
User Authentication Yes Yes Yes No Yes

*1 The specifications of each function in Windows PPD and Macintosh PPD vary depending on the operating system
version and the software application.

*2 Only Mac OS X v10.4.11 and v10.5 to 10.5.8 and 10.6 to 10.6.1 can be used.

*3 Can be used when a finisher or saddle stitch finisher is installed. (To use the punch function, a punch module must
be also installed.)

*4 Can be used when a saddle stitch finisher is installed.

*5 The horizontal and vertical proportion cannot be set separately.

*6 Only Mac OS 9.0 to 9.2.2 can be used.

*7 Only covers can be inserted.

*8 Cannot be used in Mac OS X v10.2.8 or v10.3.9.

*9 Only the amount of the shift of the text string data created in the software application can be set.

*10 Cannot be used in Mac OS 9.0 to0 9.2.2.

*11 This setting may not operate in some software applications and operating systems.

*12 True Type and Type1 can be selected in some versions of LaserWriter.

*13 Cannot be used in Mac OS X v10.2.8.
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PRINTER SPECIFICATIONS

Type

Built-in

Continuous printing speed

MX-M623U/MX-M623N: 62 pages/min, MX-M753U/MX-M753N: 75 pages/min (When printing
same document continuously on A4 (8-1/2"x11") plain paper in non-offset mode, excluding
processing time.)

Printing resolution

600x600 dpi / 1200x1200 dpi

Printer driver type

PCL5e, PCL6, PostScript 3 compatible*1, XPS*3

Supported protocols

TCP/IP, IPX/SPX, NetBEUI, EtherTalk*1

Supported client PC
operating systems

See "VERIFYING SYSTEM REQUIREMENTS" in the Start Guide.

Fonts

PCL5e, PCL6 80 European fonts, 28 barcode fonts*2, 1 bitmap font

PostScript 3 compatible*? 136 European fonts

Interface port

LAN connectivity: 10Base-T / 100Base-TX / 1000Base-T
USB connectivity: Supports USB 2.0 (Hi speed)

Memory

Standard system memory: 1GB
Expansion memory: 1GB*4

Print area

Entire page excluding margin of 4.2mm (11/64") at each edge. The actual print area may vary
depending on the printer driver and the software application.

*1  When the PS3 expansion kit is installed and the machine is used as a PostScript printer.

*2 Barcode font kit is required.

*3 When the XPS expansion kit is installed.

*4 Required when there is insufficient memory to handle certain print data. Must be used when the XPS expansion kit

is installed.
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CHAPTER 4

FACSIMILE

This chapter provides detailed explanations of the procedures for using the fax function.
To use the fax function, the fax function must be available.

BEFORE USING THE MACHINE AS A FAX

PREPARATIONS FORFAX. . ... oueeenennn.. 4-4
« CONNECTION TO THE TELEPHONE
LINE o oo e e 4-4
« SETTING THE TELEPHONE LINE TYPE . . . .. 4-5
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IS IN THE "ON" POSITION . ............... 4-5
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OCCURS ... ... 4-31
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BEFORE USING THE MACHINE AS A

FAX

This section provides information that you should know before using the machine as a fax machine.

PREPARATIONS FOR FAX

To use the machine as a fax, the telephone line must be connected and the type of line set.

CONNECTION TO THE TELEPHONE LINE

Be sure to use the provided telephone line cord to connect the machine to the wall telephone socket. Connect the end of
the line cord that has the core to the "LINE" socket on the machine. Insert the other end (the end without the core) into a
telephone line socket.

"LINE" socket

r

TEL

Click!  ung @

N

{

Core

Insert the end of the cord with the
core into the "LINE" socket.

In some countries, an adapter is required to . Wall socket
: For United
connect the telephone line cable to the wall Kingdom /
telephone socket, as shown in the illustration. Malaysia >|T Adapter
2

=
ﬁi@
For Australia 2
For New Zealand ’ \
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SETTING THE TELEPHONE LINE TYPE

The machine's dial mode setting must be set to the type of telephone line you are using.

If the setting is not correct, dialling will not be possible.
Touch the [Auto Select] key in "Dial Mode Setting" in the system settings (administrator). The machine will automatically

set the dial mode to the type of line you are using.

You can also set the "Dial Mode Setting" manually.

@ * This Setting can only be activated in Canada.
* After setting the dial mode, do not change the setting unless you have a specific reason for changing it.

MAKE SURE THE MAIN POWER SWITCH IS IN THE
"ON" POSITION

When the main power indicator on the operation panel is lit, the main power is on.
If the main power indicator light is not lit, the main power is "off". Switch the main power switch to the "on" position and

press the [POWER] key ((©) on the operation panel.
If the fax function will be used, and in particular if reception or timer transmission will take place at night, always keep the

main power switch in the "on" position.

When the [POWER SAVE] key (@) indicator light is blinking, the machine is in auto power shut-off mode. If the [POWER
@ SAVE] key (@) is pressed when the indicator is blinking, the indicator will turn off and the machine will return to the ready

state after a brief interval.

Main power indicator

©
®

SO0
©
©
©)

®
-

[POWER SAVE] key/indicator
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CHECKING THE DATE AND TIME

Verify that the correct date and time are set in the machine.

The date and time are set in the system settings of the machine. When the [SYSTEM SETTINGS] key is pressed, the
system settings menu screen appears on the touch panel. Select [Default Settings], [Clock], and [Clock Adjust], and set
the year, month, day, hour, and minute.

@ If "Disabling of Clock Adjustment" has been enabled in the system settings (administrator), the date and time cannot be set.

STORING THE SENDER FAX NUMBER

Store the user name and fax number in "Sender Data Registration".
Be sure to configure this information, as it is required for communication.

System Settings (Administrator): Sender Data Registration
Use this setting to program the sender name and sender fax number.
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BASE SCREEN OF FAX MODE

To use the fax function, select settings and operations in the base screen of fax mode. To display the base screen of fax
mode, touch the [IMAGE SEND] key and then touch the [Fax] tab.

&) copy l (] IMAGE SEND l @E?E%gm

@, Ready to send.

Scan | Internet Fax Fax USB Mem. Scan | PC Scan |
[ Paddress Eook] original I Scan: Send:

pirece x| | [_mwpomue ) RN This screen only appears
Standard when the fax function and
[aacens sevied Internet fax function have

been installed.

The contents of the screen
Quick File

——— . will vary depending on the
S = Auto Reception . .
° Fax Menory:100% devices that are installed.

Each of the other modes that can be displayed by touching the [IMAGE SEND] key (scan, Internet fax, USB memory,
PC scan and data entry modes) also have base screens.

Transmission destinations can be stored in one-touch keys in the address book and retrieved from the address book
screen when you need to use them. The address book is shared by fax mode, scan mode, Internet fax mode and data
entry mode.

To display the address book screen, touch the [Address Book] key in the base screen. To display the base screen, touch
the [Condition Settings] key in the address book screen. This chapter refers to the base screen of fax mode as the "base
screen".

Base screen of fax mode Address book screen
[ Scan [ Internet Fax r Fax I USB Mem. Scan I BC Scan ] [ 5k b5 ] [El To ] [S” ]

» Condition
pitings

o ]

Address Entry

paddress Book Scan: Send:

(s 2an i) [pon o2 W
Sub Address Standard = o &) (fer v %
(Sub addzess | | [t 1t &) [ o O

Quick File Sort Address I Freq. J ABCD |[ EFGH J[ IJKLJ mior || orstu || vixvz J|etc.
Preview @'Auto Reception @y Ruto Reception
Fax Memory:100% Fax Memory:100%

@ The procedures in this chapter begin from the base screen of fax mode.

System Settings (Administrator): Default Display Settings
One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.

» Base screen of each mode (scan, Internet fax, fax, or data entry mode)
¢ Address book screen

4-7
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BASE SCREEN OF FAX MODE

This screen is used to select settings and operations in fax mode.

Q)

()

@)

(4)

®)

(6)

FACSIMILE

(1) ,_| . ) COPY I [

IMAGE SEND I

DOCUMENT

—

(9)

(2) =& | e Resend o—(10)
(4) @) sciecs oo | [ original | cean. oo Y ’I
) e | () - | o—(11)
(6) = @52 naaiess | | (Tresoiiion ) standars

Address Reviewl ((special Modes | @: (12)
(7)—- L (13)

—

(8) —@  Preview

(14) (15)

Mode select keys

Use these keys to switch between copy, image send, and
document filing modes.
To switch to fax mode, touch the [IMAGE SEND] key.

This shows various messages and the destinations
that have been entered.

The icon on the left indicates fax mode.

Send mode tabs

Use these keys to change the mode of the image send
function.
Tabs of modes that cannot be used because the
appropriate options are not installed do not appear.

If the [Fax] tab does not appear, touch the I]
tab to move the screen.

I" BASE SCREEN OF FAX MODE (page 4-7)

[Address Book] key

Touch this key to dial using a one-touch key or group

key. When the key is touched, the address book screen

appears.

I" RETRIEVING A FAX NUMBER FROM THE
ADDRESS BOOK (page 4-18)

[Direct TX] key
Touch this key to send a fax by direct transmission.
When the [Direct TX] key is not highlighted, normal
transmission (memory TX mode) is selected.
I=" To fax a large number of sheet originals, use the
automatic document feeder. (page 4-26)
I |f you wish to send a fax ahead of other previously
reserved fax transmissions, use direct transmission
mode. (page 4-28)

[Sub Address] key

Touch this key to enter a sub-address and passcode for
F-code transmission.
IS" F-CODE DIALLING (page 4-110)

= al | @YAuto Reception
@ @ Fax Memorv:100%
1 1 1

(16)

4-8
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(10

(11)

(12)

(13)

(14)

Customized keys

The keys that appear here can be changed to show
settings or functions that you prefer.

I Customizing displayed keys (page 4-9)

[Preview] key

Touch to check the image that will be sent in the touch

panel before transmission.

5" CHECKING THE IMAGE TO BE TRANSMITTED
(Preview) (page 4-58)

[Speaker] key / [Pause] key / [Space] key

Touch this key to dial using the speaker.

When entering a fax number to be dialled, the key
changes to the [Pause] key. When entering a
sub-address, the key changes to the [Space] key.

5" TRANSMISSION USING THE SPEAKER (page 4-40)

[Resend] key / [Next Address] key

Touch this key to redial a fax number. When entering a fax
number to be dialled, this key changes to the [Next Address]
key.

I=" USING THE RESEND FUNCTION (page 4-24)

Image settings
Image settings (original size, exposure, resolution) can

be selected.
I IMAGE SETTINGS (page 4-47)

key

This key appears when a special mode or 2-sided scanning is
selected. Touch the key to display the selected special modes.
" Checking what special modes are selected (page 4-9)

[Special Modes] key

Touch this key to use a special mode.
I SPECIAL MODES (page 4-71)

key

Touch this key to dial a fax destination using a search

number.

=" USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 4-21)
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(15) / / key (16) This shows the currently selected fax reception
When "Hold Setting for Received Data Print" or mode and the amount of free memory remaining.
"Received Data Image Check Setting" is enabled in the I RECEIVING FAXES (page 4-60)

system settings (administrator), this will appear when a

fax is received.

: Only "Hold Setting for Received Data Print" is enabled

: Only "Received Data Image Check Setting" is enabled

: Both settings are enabled

I=" PRINTING A PASSWORD-PROTECTED FAX (Hold
Setting For Received Data Print) (page 4-63)

I5" CHECKING THE IMAGE BEFORE PRINTING (page
4-64)

Customizing displayed keys

Special mode keys and other keys can be displayed in the base screen. You can assign frequently used functions to these
keys to access the functions with a single touch. To change the function that is assigned to a key, use "Customize Key
Setting" in the Web pages. The following keys appear by factory default:

* [Address Review] key

Touch this to view a list of the destinations that have been selected in the address book and the numbers that have been

directly entered with the numeric keys. This is the same key as the [Address Review] key in the address book screen.
* [File] key, [Quick File] key
Touch either key to use Quick File or File in document filing mode.

Example: When "Dual Page Scan", "Job Build", and "Mixed Size Original" are assigned to the customized keys.

Scan I Internet Fax l Fax [ USB Mem. Scan [ PC Scan I
Original I Scan: Send:

pirect o) | (_mwonre ) |0
Sob hdrees Standard

These 3 keys can be changed S

as desired. — Job Build

Mixed Size
Original

PAddress Book|

A

Preview

S

©'Auto Reception
Fax Memory:100%

Displaying a program key in the base screen will enable you to call up the program by simply touching the key.
I=" STORING FAX OPERATIONS (Program) (page 4-73)

System Settings (Administrator): Customize Key Setting
Registration is performed in [System Settings] - [Operation Settings] - "Customize Key Setting" in the Web page menu.

Checking what special modes are selected

The key appears in the base screen when a special mode or 2-sided scanning is selected.
The key can be touched to display the selected special modes. To close the screen, touch the [OK] key.

[ Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan I
Add: Book
[ paaszess BooK) [ o] sean: sends

pivect ™ | [ mewosure |
. Day of the Week:Monday

Timer R
Time: 21:30
Sub Address Resolutlon Standard

Mixed Size : on
Address Revlewl Special Modes % Original

Function Review [ OK ]‘

. Edge:10mm
Centre:10mn

Erase

“
Quick File

[ Preview % Auto Reception
Fax Memory:100%

1
1

The special mode settings cannot be changed from the function review screen. To change a setting, touch the [OK] key to
@ close the function review screen and then touch the [Special Modes] key and select the setting that you wish to change.
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[R] key

When the machine is connected to a PBX, the "PBX Setting" can be enabled to automatically connect to the outside line
each time you dial normally. When the PBX setting is enabled, the [R] key appears in the base screen. To dial a number
inside your PBX, touch the [R] key before dialling to temporarily cancel the "PBX Setting".

[ Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan I
[ prasress sook| | [ origimar ] sean: send:
(oimsee ) | (_owosure )

Standard
Address Review
wicr rite | [ x|

m R'Auto Reception
Fax Memory:100%

@ * This Setting can only be activated in Germany.
* The [R] key can be included in a fax number stored in an one-touch key.
* When the [Speaker] key is touched, the "PBX Setting" is temporarily cancelled and the [R] key does not appear.

* When the [R] key is touched before dialling, an F-code (sub-address and passcode) cannot be used. Likewise, an
one-touch key in which an F-code (sub-address and passcode) is stored cannot be used.

System Settings (Administrator): PBX Setting
This is used to enable PBX Setting.
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ADDRESS BOOK SCREEN

This screen is used to select a destination from the list of stored destinations.

(1)
)

(©)

4)

®)

(6)

@

(10)

(11)

FACSIMILE

| —

(1 ) — .
(2)—-‘ 5>>15] =To | & cc J

' Condition
(3) O sevings || (o 5] (5em w22 BT (12)
@ P Er—
(5) ?Address E“tryl (EEE EEE g] [FFF FFF ¢
(6) ?Addrgigbgiarchl (GGG geg ‘] [HHH HHE t
(7) =@ Sub Address | [HI 111 !,' [JJJ 333 LA
(8) e l Freg. I ABCD ; EFGH ; 1JKL ! MNOP ! QRSTU! VWXYZ !@i— (13)
@— e J[B] S |

1

(14)

This shows the destination that has been selected.

Number of displayed items selector key

Touch to change the number of destinations (one-touch
keys) displayed in the address book screen. Select 5, 10,
or 15 destinations.

[Condition Settings] key

Touch this key to select transmission settings and
operations. When the key is touched, the base screen
appears.

I BASE SCREEN OF FAX MODE (page 4-8)

[Address Review] key
Touch this key to view a list of the selected destinations.
The selected destinations can be changed.
I5" CHECKING AND DELETING ENTERED
DESTINATIONS (page 4-20)

[Address Entry] key
Not used in fax mode.

[Global Address Search] key

When the use of an LDAP server has been enabled in

the machine's Web page, a fax number can be obtained

from a global address book.

I=" RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK (page 4-22)

[Sub Address] key

Touch this key to enter a sub-address and passcode for
F-code transmission.
I=" F-CODE DIALLING (page 4-110)

®

©)

(10)

(11)

(12)

(13)

(14)
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[Sort Address] key

Touch this key to change the index tabs to custom

indexes or to display one-touch keys by send mode.

5" CHANGING THE DISPLAY OF ONE-TOUCH KEYS
IN THE ADDRESS BOOK SCREEN (page 4-12)

[Preview] key

Touch to check the image that will be sent in the touch

panel before transmission.

I CHECKING THE IMAGE TO BE TRANSMITTED
(Preview) (page 4-58)

[To] key

Touch this key to enter a selected destination (one-touch

key).

I" RETRIEVING A STORED DESTINATION (page
4-19)

[Cc] key
Not used in fax mode.

One-touch key display

This shows the one-touch keys of the destinations that

have been stored in the address book. This chapter

refers to keys in which single destinations and groups are

stored as one touch keys. Keys that have fax numbers

stored are indicated by &

I RETRIEVING A STORED DESTINATION (page
4-19)

Index tabs

Touch this to change indexes.

I" RETRIEVING A STORED DESTINATION (page
4-19)

key

Touch this key to retrieve a destination using a search

number.

=" USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 4-21)
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When using the network scanner function or the Internet fax function, a different icon will appear in the one-touch key display
@ if a non-fax destination (address) is stored.
IS" RETRIEVING A FAX NUMBER FROM THE ADDRESS BOOK (page 4-18)

» System Settings: Address Book (page 7-17)
This is used to store fax numbers in one-touch keys.

» System Settings (Administrator): The Number of Direct Address Keys Displayed Setting
This is used to change the default setting for the number of one-touch keys displayed in the address book screen.

» System Settings (Administrator): Default Display Settings
One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.

- Base screen of each mode (scan, Internet fax, fax, or data entry mode)
- Address book screen

» System Settings (Administrator): Address Book Default Selection
The following settings are available for the method of sorting the addresses that appear in the address book.

- Index type (alphabetical, custom)
- Address type (all, group, E-mail, FTP/Desktop, Network Folder, Internet fax, fax)

CHANGING THE DISPLAY OF ONE-TOUCH KEYS IN
THE ADDRESS BOOK SCREEN

You can show only destinations of a specific transmission mode in the address book screen, or change the displayed
index tabs from the alphabetical tabs to the custom tabs. The procedure for selecting destinations does not change.

o & B Touch the [Sort Address] key.
» csoentilit;;sn I [AAA I m] {BEB BBB m] 1
M [ccc cee Q.] {DDD D "] ‘
[EEE EEE ‘.] {FFF FFF "] @
m [occ cec &) [ s O]
Y

[HI III t.] {JJJ 333

—

Address Entry

[ Freq. I ABCD EFGH IJKL MNOP QRSTU || VWXYZ |letc.
R¥Auto Reception
Fax Memory:100%

&

(1 Change the display mode.

—_—
o8

] (1) Touch the key of the mode or tab that you
wish to display.
Tab Switch Address Type * To show only the one-touch keys of a particular send

mode, touch the desired mode key under "Address

Type".
* To change the index tabs to the custom indexes, touch
{ MR FaX] { Fax ] the [User] key under "Tab Switch".

(2) Touch the [OK] key.

Sort Address {

[ User ] [ E-mail ] [ FTP/Desktop] [Network Folder]

4-12
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Index display

Indexes make it easy to search for a destination (one-touch key). The destinations are displayed separately using
alphabetical search characters and index numbers. To display a stored destination, touch the appropriate index tab. It is
convenient to store frequently used destinations in the [Freq.] index. Specify that a destination be displayed in the [Freq.]
index when you store the destination.

[ 5}}15] [Ech ] [@ni‘f J
» Condi.tion
Settings (e 228 FIEES W -
— —
{Address Entry] {EEE EEE (‘.] [FFF FFF ‘A] @
Addrzigbglarch [GGG GeG ‘] [HHH S ‘0]
[HI 111 ‘.] [JJJ 333 “]

Sort Address Freq. ABCD | EFGH | IJKLJ MNOP | QRSTUI VWKYZ Ietc.l
Preview @3)‘ l &' Auto Receltion

Fax Memory:1(jj%

i

1
Index tabs

The destinations can be displayed in alphabetical order by their initials.

Each time the displayed index tab is touched, the display order changes in the following order: search numbers (page
4-21), ascending names, descending names, search numbers... When the display order is changed, the display order of
the other index tabs also changes.

Ordered by search number (default) Ascending names Descending names

’-.‘ —— T ——
Freq. I ABCD |L » Frea. Al aBcD |L » Fred. ¥ i ancp |L

Index names can be changed using "Custom Index" in the system settings, allowing you to create groups of one-touch
keys that can be easily recognized.

System Settings: Custom Index (page 7-21)
This is used to store custom index names. The custom index where a one-touch key appears is specified when the
transmission destination is stored in the key.

Narrowing the search letter range
An alphabet tab on an index tab can be touched to display keys to further narrow the search range. For example, when
the [ABCD] tab is touched, keys from "A" to "D" appear. If the [B] key is touched, only destinations starting with the letter
"B" will appear. To cancel, touch the key again. Note that the search letter range cannot be narrowed on the [Freq.] tab,
the [etc.] tab, or on a user index tab.

[(srWris ] [mmo ] B )

» Condivtion
Settings I (5o5 2ea %) [eee 32 W -

Address Review

[BBB ccc g] [BBB DDD

Y
[BBB EEE g] [BBB FFF &]
ritrens sharct) | (B &) [pee ¢
0

[BBB III g] [BEB 333

—

Address Entry

Sort Address I Freq.JL asco [ Eren ||| ke ||| vwor orstU || vixyz Jete.
I
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FAX TRANSMISSION SEQUENCE

This section explains the basic procedure for sending a fax.

Place the original.

Place the original in the document feeder tray of the automatic
%77_ document feeder, or on the document glass.

¥

Enter the destination fax number

¢ [Address Book] key: Select a destination that is stored in
() -

the address book or look up a

Scan Internet Fax Fax USB Mem. Scan I PC Scan I

destination in a global address book.

b Address Bookl Scan: CM Send: I RETRIEVING A FAX NUMBER
o) | (o] FROM THE ADDRESS BOOK
Standard (page 4-1 8)

) . key: Use a search number to specify a destination

- stored in the address book.
-F11e

=" USING A SEARCH NUMBER TO RETRIEVE

‘ A DESTINATION (page 4-21)
o reception * [Resend] key: Select a fax number from the last eight
B destinations used for transmission.
15" USING THE RESEND FUNCTION (page
4-24)
* Numeric keys: Enter a fax number.
I" ENTERING A FAX NUMBER WITH THE
NUMERIC KEYS (page 4-17)

»O®®
COO® q
®EEe®

¥
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Select image settings.

File

Quick File

Preview

MG

Scan I Internet Fax T Fax TUSB Mem. Scan T PC Scan
{ paddress Book] [ original ] scan: E{x Send:
[ Direct TX ] [ Exposure ]
Sub Address Standard
_
Address Review| Special Modesl

@YAuto Reception
Fax Memory:100%

FACSIMILE

Select settings for the original to be faxed.
¢ [Original] key:

Use this key to select the original size, the
original send size, and 2-sided original
scanning.

I SPECIFYING THE SCAN SIZE AND
SEND SIZE (Enlarge/Reduce) (page
4-49), AUTOMATICALLY SCANNING
BOTH SIDES OF AN ORIGINAL
(2-Sided Original) (page 4-48)

* [Exposure] key: Use this key to adjust the exposure of the

image.
I=" CHANGING THE EXPOSURE (page
4-56)

* [Resolution] key: Use this key to adjust the resolution of the

¥

Special mode settings

Scan

Internet Fax I Fax

PAddress Book|

AR S

Original I Scan:

I USB Mem. Scan I PC Scan ]
me

Direct TX

—

[ Exposure ]

Sub Address

Address Review

=

Special Modes I B ]

File
Quick File

Preview

[l

§)'Auto Reception
Fax Memory:100%

4-15

image.
I CHANGING THE RESOLUTION
(page 4-57)

Touch the [Special Modes] key to select special modes such
as timer transmission and the erase function.
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Begin transmission

Scan the original and send the fax.

If the original is placed on the document glass, follow these steps to start scanning and transmission:
When sending a fax normally (memory transmission)

(1) Press the [START] key.

(2) When scanning is finished, replace the original with the next original.

(3) Press the [START] key.

(4) Repeat steps (2) and (3) until all originals have been scanned.

(5) Touch the [Read-End] key.

When sending a fax in direct transmission mode

Multiple originals cannot be scanned in direct transmission mode.

Press the [START] key to start transmission.

When transmission ends, image settings and convenient special mode settings are cleared.

To cancel scanning...
Press the [STOP] key ((®).

System Settings (Administrator): Default Display Settings

The settings can be kept in effect a fixed period of time after scanning is completed.
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ENTERING DESTINATIONS

This section explains how to enter destination fax numbers.
Destination fax numbers can be entered using the numeric keys, or by retrieving a previously stored fax number using
the address book or a search number.

ENTERING A FAX NUMBER WITH THE
NUMERIC KEYS

Enter the destination fax number with
the numeric keys.

®OO®G
@eO®
®Ee®

@ Take care to enter the correct number.

If an incorrect number is entered...
@ Press the [CLEAR] key (@) to clear the number and then enter the correct number.

Entering a pause between digits of the number

Enter a pause after the number used to dial out from a PBX (for example, after "0"), or after the country code when
dialling an international number.

Touch the [Pause] key.
scan Internet Fax ) EC Scan A hyphen "-" is entered when the [Pause] key is touched once.
{ paddress Book] [ original | scan: E};—' Send:
[(oirect ||| mpomre |
izess Revier]

IIIIIHHIHIIIII

Quick File

Fax Memory:100%

System Settings (Administrator): Pause Time Setting
This is used to set the length of pauses. The default setting is 2 seconds.
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RETRIEVING A FAX NUMBER FROM THE

ADDRESS BOOK

The address book screen shows stored destinations as one-touch keys.
A destination fax number is retrieved by simply touching the one-touch key of that destination. This is called "one-touch
dialling". It is also possible to store multiple fax numbers in a one-touch key, allowing you to retrieve all the numbers by
simply touching the key. This is called "group dialling". This dialling method is convenient when you wish to send a fax to

(or poll) multiple fax destinations.

[(srmpis | [En«; ] [B G ]
» Condition
seccings )| fan an i) [ee 532 & .
=1}
[Address Entry] (ees =am EES N @

Global
Address Searchj

Sort Address

Preview

[

[GGG felele] Q.] [HHH HHH C.]
4

[III III Q.] [JJJ 333

Freq. IABCD EFGH || IJKL | MNOP | QRSTU | VWXVZ |letc.
fAuto Reception
Fax Memory:100%

When destinations of other scan modes are stored in addition to fax destinations, an icon indicating the mode appears
together with the name of the destination in each one-touch key.

Icon Mode
t‘ Fax

| Scan to E-mail

@ Internet fax (Direct SMTP)

4 Scan to FTP

g Scan to Network Folder

EH| Scan to Desktop

ﬁ Group key with multiple destinations

System Settings: Address Book (page 7-17)
This is used to store destinations (names and fax numbers) in the address book.
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RETRIEVING A STORED DESTINATION

A destination fax number is retrieved by simply touching the one-touch key of that destination.

[ som [ omemetrar || fex | OB tem somm] rcsom | Touch the [Address Book] key.
PAddress Book Scan: GA Send:
=
Standard
Address Reviewl
Quick File
e | (7] S

Select the destination.

(1) Touch the index tab where the destination

[(srmris | | (Gio ] [B cc ] is stored.

» Coendiitnicsn L] )
> it ) = [ oo o B [oss oo W (2) Touch the one-touch key of the desired
e cee [eN 2 destination

Address Entryl & X " ) ) ) ]
[—]Global - J ] If you select an incorrect destination, touch the key again
Badree denre | [ oo ) ot S to cancel the selection.

Sub Address | III III Q.l 343 333 !‘I
Sort Address I Freq. I aBcp || EFeH EJKL wwop || orsTU |vuxyz etc.I
R 2 I g Auto Rece-ion
Fax Memory:1Cj%

[l

@ ¢ Frequently used destinations can be displayed in the [Freq.] index. Specify that a destination be displayed in the
[Freq.] index when you store the destination.
¢ To continue specifying other destinations...
Touch the [Next Address] key and repeat (1) and (2) of this step.

» System Settings (Administrator): Must Input Next Address Key at Broadcast Setting
This setting determines whether or not the [Next Address] key can be omitted before specifying the next destination.
Factory default setting: The [Next Address] key can be omitted.
» System Settings (Administrator): Disable Switching of Display Order
This is used to disable switching of the order of display of the one-touch keys in the address book screen. The currently
selected display order will be the order that is used after this setting is enabled.

4-19
Contents



FACSIMILE

CHECKING AND DELETING ENTERED DESTINATIONS

When multiple destinations have been entered, you can display and check the destinations. You can also delete a
destination (cancel selection of the destination).

(rmrs ) @e ] B ] Touch the [Address Review] key.

» Condition
Settings AAA AAA m] {BBE EEE m] L

Address Review|

Globa
Address Search

[cc:; cee t.] {DDD DDD

Y
(EzE EBE %) [FeF Frr ]
[GGG el t.] {HHH HHH t.] @
Y

[ sub adaress | | 11z 1o %) (533 333

freq. || asep || mren || 1ok || wvop || orstu || vinyz Jlece.
e e
Fax Memory:100%

[raaeess sevien — ~ )| Check the destinations and then touch
the [OK] key.

001 [cee cee ) o002 [k kex [X

003 [LLL 111 &) o0os (e o &

o0s [y oy & o0s (000 o0 g

007[pPR_PPP €] 00200 00 ]

oog[RRR RRR Q.] om{sss 588 Q.]
011[TTT T Q.] 012 fUUU Uy Q.]

W = To l = I

To delete a destination...
Touch the one-touch key of the destination that you wish to delete. A message will appear to confirm the deletion.
Touch the [Yes] key. Touch the [Detail] key to check the specified destination type and name.

& Deselect the address?

%, B8B BBB

[ Detail ] [ No ] Yes
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USING A SEARCH NUMBER TO RETRIEVE
A DESTINATION

A destination stored in the address book can be retrieved using the key. This can be done in the base screen of any
of the modes or in the address book screen.

—— o] = == =] Touch the key.
[ Paddress BOOk] Original I Scan: G‘l Send:

Direct TX ] { Exposure ]
standara

Address Review|
[ Preview @ §'Auto Reception
Fax Memory:100%
o

Q@06 Enter the 4-digit search number of the
@G® address with the numeric keys.
@O

When the 4-digit search number is entered, the stored address
@ @ is retrieved and specified as a destination.

@ * The search number is programmed when the destination is stored in the address book.

* If you do not know the search number, print the one-touch address list using "Sending Address List" in the system
settings.

* When entering search numbers such as "0001" and "0011", "0" can be omitted. For example, to enter "0001", enter
"1" and touch the key or the [Next Address] key.

If an incorrect search number is entered...
Press the [CLEAR] key (@) to clear the number and enter the correct number.

4-21
Contents



FACSIMILE

RETRIEVING A DESTINATION FROM A
GLOBAL ADDRESS BOOK

If an LDAP server is stored in the Web pages, you can look up a destination fax number in a global address book.

)
[(srmrss | = B )
» Condition

Settings [AAA AR m] [BBB BBB m] 1
(coe cee ¢ (oo oo 4 ’
[Address Entry] [EEE BEE Q‘] [FFF FFF "]
Addrizb:iarchj [GGG GGG ‘0] [HHH R "]

[HI 111 ‘.] [JJJ J9J "]

Preview

§y'Auto Reception
Fax Memory:100%

Sort Address I Freq. J ABCD I{ EFGH J{ IJKL J{ MNOPJ QRSTUI VWXYZ I&J

Open the global address search screen.

(1) Touch the [Address Book] key in the base
screen.

(2) Touch the [Global Address Search] key.

Server Change

)

Search for the destination.

If only one LDAP server has been stored, (1) and (2) are not
necessary. Go directly to (3). If an authentication screen for the
LDAP server appears, enter your user name and password.

(1) Touch the key of the LDAP server that you
wish to use.

If an authentication screen for the LDAP server appears,
enter your user name and password.

(2) Touch the [OK] key.

(3) Search for the destination in the search
screen.

Enter search characters for the destination and touch the
[Search] key. The search results will appear after a brief
interval.

For the procedure for entering text, see "ENTERING
TEXT" (page 1-77) in "1. BEFORE USING THE
MACHINE".

@ How to search
Enter a maximum of 64 characters for the search characters. The system will look for names starting with the entered

letters.

An asterisk X can be used as follows:
XXX % : Names beginning with "XXX".

* XXX: Names that end with "XXX".
X XXX%: Names that include "XXX".

AAXXX: Names that start with "AA" and end with "XX".
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) (1) Select the destination.
l . —
Be ) B ) (1) Touch the key of the desired destination.
b Sectings | ) If no names are found that match the search letters, a
Address Review| (o — | message will appear. Touch the [OK] key to close the
[ onrch ot ] . message and touch the [Search Again] key to search
earch Again Foe o
_ ] 2 again.
XXX CCC ‘0612345678
— = T ] (2) Touch the [To] key.
(e ee 0616543210 ] This enters the selected destination.
[iocx ser Oz ] If you wish to select another destination, repeat steps (1)
and (2) above.

« If 30 or more matches are found, a message will appear in the screen. Touch the [OK] key to close the message. A
@ maximum of 300 search results are displayed. If the desired destination was not found, touch the [Search Again]

key to add more search letters.

¢ To check the information stored in a destination...
Touch the key of the destination and then touch the [Detail] key. The information stored for the selected destination
will appear. Check the information and then touch the [OK] key to return to the search results screen.

* If a screen for selecting the item to be used appears...
If the selected destination includes an E-mail address or other address in addition to the fax number or telephone
number, you will need to select which item you wish to use. Touch the [Fax] key to retrieve the fax number.

Storing a destination from a global address book in the machine's
address book

A destination from a global address book can be stored in the machine's address book as a one-touch key.

Touch the [Detail] key in the search results screen of the global address book (the screen of step 3 above) to display
information on the selected destination. Touch the [Register] key in the detailed information screen and then touch the
item to be used (the [Fax] key in this case). The following screen will appear.

Direct Address / Individual [ Exit ]|

Name IAAA AAR
0123456789
oo

Mode I 33.6 kbps/None

The information stored in the global address book is automatically entered. (The settings can be changed if needed. For
detailed information on each item, see "Address Control" (page 7-17) in "7. SYSTEM SETTINGS".) However, configure
the items below manually. To complete the storing procedure, touch the [Exit] key.

e [Initial] key: Touch this key to enter the initials that determine where the destination will appear in the alphabetical
index and the order of one-touch key display. Enter up to 10 characters for the initials.

¢ [Index] key: Touch this key to select the custom index in which the address will appear. You can also select whether
or not the destination will be included on the [Freq.] tab of the address book.

* [Mode] key: Touch this key to configure the "Transmission Speed" and "International Correspondence Mode"
settings. These settings have already been configured, however, if the destination is an international
destination, or if you find that communication errors frequently occur when communicating with that
destination, you can try changing the settings.
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USING THE RESEND FUNCTION

The destinations of the most recent 8 transmissions by fax, Scan to E-mail, and/or Internet fax are stored. One of these
can be selected to resend to that destination.

Touch the [Resend] key.

USB Mem. Scan

[ Scan I Internet Fax I Fax

[}Address Book] m&an: @11 Send: ﬁ
[ Direct TX ] [ Exposure ]
Standard
e sevie]
Quick File
e ) () B

T Touch the key of the fax destination that
you wish to redial.
The last 8 transmission destinations appear.

[NoA01 . ARA ARA [No,oz %, BBB BBB

)
[No,o3 faccc cce A ] [No.m % 0DD DDD

No.05 & EEE EEé ) ] [vo.06 & FeF FEr

—
[Nvo7 R.GGG GGG ] [No,oa & HEH HHH

(SUR W R S S

* If numeric keys were pressed during the previous transmission, the [Resend] key may not dial the correct number.
@ » The fax addresses below are not stored as addresses for which resend is possible.

- A one-touch key in which multiple destinations are stored (group key).

- Broadcast destinations

- Destinations transmitted to using a program

System Settings (Administrator): Disable [Resend] on Fax/Image Send Mode
This prohibits use of the resend function. When this setting is enabled, the [Resend] key cannot be used in the base screen
of image send mode.
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CHAIN DIALLING

Number sequences entered with the numeric keys and/or one-touch keys can be linked together with pauses and dialled

as a single number.
Use chain dialling to dial a long number (such as an international number) when the country code and/or area code are

stored separately in one-touch keys.

Example: Using chain dialling to dial an international number

Number to access
international telephone 010 Country Area code|  |Number of other
service code party
Number to be dialled XXX | 010 00 XX XX XX
Using the Using a one-touch
numeric keys key

Entry XXX e J

System Settings (Administrator): Pause Time Setting
This is used to set the length of pauses. The default setting is 2 seconds.
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BASIC TRANSMISSION METHODS

This section explains the basic procedures for sending a fax.

TRANSMISSION METHODS

The methods that can be used to send a fax from the machine are explained below. Select the method that best suits
your needs.

When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be
@ changed, the destination cannot be changed, and destinations cannot be added. If you wish to change the mode or
destination, touch the [Cancel] key in the touch panel and then follow the procedure below.
When "Default Address Setting" is set to "Apply E-mail address of the user for login.", pressing the [Add Address] key on the
touch panel switches modes and adds addresses.

To fax a large number of sheet originals, use the automatic document feeder.

The originals will be scanned into memory and then transmitted (memory transmission).

When memory transmission is selected and multiple originals are placed in the automatic document feeder (and the line
is free), transmission will begin as soon as the first page is scanned and will take place while the remaining pages are
being scanned (Quick Online transmission).

If transmission cannot begin immediately because the line is in use, all pages will be scanned into memory and the
transmission will be reserved.

=" USING THE AUTOMATIC DOCUMENT FEEDER FOR TRANSMISSION (page 4-33)

When a fax transmission or reception is already in progress, the following procedure can be performed to reserve a
transmission job. To check reserved transmission jobs, display the job status screen.

I CHECKING THE STATUS OF FAX JOBS (page 4-127)

Transmission
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* If memory becomes full while the first original page is being scanned, transmission will stop.
@ * In the following situations, the transmission will be automatically reserved (memory transmission)
- When the line is busy or a communication error occurs and automatic resending is enabled.
1" WHEN THE LINE IS BUSY (page 4-31), WHEN A COMMUNICATION ERROR OCCURS (page 4-31)
- The machine is already using the line to send or receive a fax.
- Another fax transmission was reserved ahead of your fax.
- One of the following functions is being used for transmission.
Broadcast transmission, F-code transmission, timer transmission, Dual Page Scan, 2in1, Card Shot, Job Build, Original
Count
- The document glass is being used (except when the speaker is being used to dial).
* Up to 94 transmission jobs can be reserved.

* When the transmission is finished, the scanned original pages are cleared from memory. However, when the document
filing function is used, the transmitted fax is stored.

System Settings (Administrator): Quick On Line Sending
This is used to disable Quick Online transmission. In this case, fax transmissions will be sent by memory transmission
(reserved and then transmitted).
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To fax thick originals or pages of a book, use the document glass.
=" USING THE DOCUMENT GLASS FOR TRANSMISSION (page 4-36)

=
S

I

Transmission

@ When the document glass is being used for a transmission, Quick Online transmission will not operate.

If you wish to send a fax ahead of other previously reserved fax
transmissions, use direct transmission mode.

The original is transmitted directly to the receiving fax machine without being scanned into memory.

When direct transmission mode is used, transmission will begin as soon as the transmission in progress is completed
(ahead of any previously reserved transmissions).

To send a fax by direct transmission, touch the [Direct TX] key in the base screen.

=" USING THE AUTOMATIC DOCUMENT FEEDER TO SEND A FAX IN DIRECT TRANSMISSION MODE (page 4-34)
=" USING THE DOCUMENT GLASS TO SEND A FAX IN DIRECT TRANSMISSION MODE (page 4-38)

p2ddress Book

Transmission

liii=

EN =
by

@ * When transmission in direct transmission mode ends, the mode automatically changes back to memory transmission
mode.
* When the document glass is used, multiple original pages cannot be scanned.
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PLACEMENT ORIENTATION OF THE ORIGINAL

When an 8-1/2" x 11" (A4) original is placed in vertical orientation (), the image is automatically rotated 90 degrees
and transmitted in horizontal orientation ([iil] ) (Rotation Sending). If the original is placed in horizontal orientation (), it
is transmitted in that orientation ([l ) without being rotated.

P

8-1/2" x 11"(A4)

Transmission

>

G-

8-1/2" x 11"R (A4R)
image is transmitted.

—

Rotated to 8-1/2" x 11"R
(A4R) orientation

8-1/2" x 11"R and 5-1/2" x 8-1/2" (A4R, B5 and A5) size originals are not rotated for transmission.

System Settings (Administrator): Rotation Sending Setting
The factory default setting is rotate before transmission. If this setting is disabled, the original will be transmitted in the
orientation in which it is placed.

@

AUTOMATIC REDUCTION OF THE TRANSMITTED
IMAGE

If the width of the transmitted image is larger than the width of the paper in the receiving machine, the image will be
automatically reduced to fit the receiving machine's paper width.

Example: Reduced sizes and reduction ratios

Transn:\i’::;: image Rece;‘;:; Tv?c::t:ine's Reduced size Ratio
A3 B4 B4 1:0.84

11" x 17" (A3) 8-1/2" x 14", 8-1/2" x 11" (A4) 8-1/2" x 14", 8-1/2" x 11"R (A4R) 1:0.71

B4 A4 A4R 1:0.84

of the image may be cut off.

System Settings (Administrator): Auto Reduction Sending Setting
The factory default setting is automatic reduction enabled. If this setting is disabled, the image will be sent at full size and part
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TRANSMITTABLE ORIGINAL SIZES

The following original sizes can be transmitted.

Minimum original size Maximum original size
Using the automatic document 5-1/8" (height) x 5-1/2" (width) 11-5/8" (height) x 39-3/8"* (width)
feeder (131 mm (height) x 140 mm (width)) (297 mm (height) x 1000 mm* (width))
Using the document glass _ 11-5/8" (height) x 17" (width)
(297 mm (height) x 432 mm (width))

*A long original can be transmitted.

THE SIZE OF THE PLACED ORIGINAL

When a standard size original is placed, the original size is automatically detected and displayed in "Scan" in the base
screen.

When the automatic original detection function is operating and the original is a non-standard size, the closest standard
size may be displayed or the original size may not appear. In this event, manually set the correct original size.

I Specifying the original scan size (Specify using a standard size.) (page 4-50)

I Specifying the original scan size (by numerical values) (page 4-52)

STANDARD SIZES

Standard sizes are sizes that the machine can automatically detect. The standard sizes are set in "Original Size
Detector Setting" in the system settings (administrator). The factory default setting is "Inch-1".

List of original size detector settings

Standard sizes (detected original sizes)

Selections e Document feeder tray
9 (automatic document feeder)

Inch-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
5-1/2" x 8-1/2" 5-1/2" x 8-1/2", A4, A3
Inch-2 11" x 17", 8-1/2" x 13" (216 mm x 330 mm), 11" x 17", 8-1/2" x 13" (216 mm x 330 mm),
8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2", A4, A3
Inch-3 11" x 17", 8-1/2" x 13-2/5" (216 mm x 340 mm), 11" x 17", 8-1/2" x 13-2/5" (216 mm x 340 mm),
8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2", A4, A3
AB-1 A3, A4, A4R, A5, B4, B5, B5R A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
8-1/2" x 14", 11" x 17"
AB-2 A3, A4, A4R, A5, B5, B5R, 216 mm x 330 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13" 11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-3 A4, A4R, A5, B4, 8K, 16K, 16KR A3, A4, A4R, A5, B4, 8K, 16K, 16KR, 8-1/2" x 11",
11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-4 A3, A4, A4R, A5, B5, B5R, 216 mm x 340 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13-2/5") 11" x 17", 216 mm x 340 mm (8-1/2" x 13-2/5")
AB-5 A3, A4, A4R, A5, B5, B5R, 216 mm x 343 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13-1/2") 11" x 17", 216 mm x 343 mm (8-1/2" x 13-1/2")
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WHEN THE LINE IS BUSY

If the line is busy when you send a fax, transmission will be re-attempted automatically after a preset interval. This
function only operates in memory transmission mode. In direct transmission mode or manual transmission mode, the
transmission will be cancelled. Wait briefly and then try sending the fax again.

To cancel transmission...
Cancel the transmission from the job status screen.
I=" CANCELLING A FAX IN PROGRESS OR A RESERVED FAX (page 4-134)

System Settings (Administrator): Recall in Case of Line Busy
This is used to set the number of recall attempts and the interval between attempts when the connection cannot be
established because the line is busy. The factory default setting is 2 attempts at an interval of 3 minutes.

WHEN A COMMUNICATION ERROR OCCURS

If a communication error occurs or the other fax machine does not answer the call within a preset period of time,
transmission will be re-attempted automatically after a preset interval. This function only operates in memory
transmission mode.

To cancel transmission...
Cancel the transmission from the job status screen.
I CANCELLING A FAX IN PROGRESS OR A RESERVED FAX (page 4-134)

System Settings (Administrator): Recall in Case of Communication Error
This is used to set the number of recall attempts and the interval between attempts when a transmission fails due to an error.

The factory default setting is attempt at an interval of 3 minutes.
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FAX DESTINATION CONFIRMATION MODE

The fax destination confirmation mode displays a destination confirmation message when a fax transmission is
performed to prevent accidental transmission to the wrong destination. This function is enabled in the system settings
(administrator). When the function is enabled, a message will appear to confirm the destination when the [START] key is
pressed to begin fax transmission.

The message that appears will vary depending on the method used to specify the destination.

Destination specified by one-touch key/search Destination specified by the numeric keys, [Resend]
number key, or [Global Address Search] key
& Number Confirmation & E::z EE: rsl:r:}xrk:g?in and
‘BBE BBB
(e )= )
Make sure that the destination indicated in the message Touch the [OK] key, re-enter the destination with the
is correct and touch the [OK] key. Scanning will begin. numeric keys, and press the [START] key.
If the destination is not correct, touch the [Cancel] key If the re-entered destination is correct, scanning will
and select the destination again. begin.

If the re-entered destination is not correct, a message
will appear. Touch the [OK] key and re-enter the
destination. If an incorrect number is entered for
confirmation 3 times in a row, the screen will revert to the
base screen.

e If the [Sub Address] key was used to enter a sub-address and passcode, the fax number must be re-entered during
@ confirmation. After re-entering the fax number, touch the [Sub Address] key and enter the sub-address and passcode.

e If chain dialling was used, touch the [Pause] key to enter "-" during confirmation.

Functions that cannot be used

When the fax destination confirmation function is enabled, only one destination is allowed, and thus the following
functions cannot be used.
* Broadcast transmission to multiple destinations including fax destinations
Group keys and program keys that contain multiple fax destinations cannot be used. After one destination is specified,
keys such as another one-touch key, the [Next Address] key, the [Address Entry] key, and the [Global Address
Search] key cannot be touched.
* Transmission using the speaker key
A destination cannot be specified after the [Speaker] key is pressed.

System Settings (Administrator): Fax Dest. Confirmation Mode
This setting is used to have a destination confirmation message appear when a fax is sent.
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USING THE AUTOMATIC DOCUMENT
FEEDER FOR TRANSMISSION

This section explains how to use the automatic document feeder to send a fax.

Place the originals face up in the
document feeder tray with the edges
aligned evenly.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line
on the tray.

Indicator
line

@ When sending a multi-page fax, the automatic document feeder and the document glass cannot both be used to scan
the original pages.

2 Enter the destination fax number.
[o®rs] (o ] B ] (1) Touch the [Address Book] key in the base
Condition I‘

P seccings [AAA ARR ﬁ] [BBE BBEB ﬁ] 1 screen.
[cccce Q) ’ (2) Touch the one-touch key of the desired
e | &) (e e 9 (] destination.

Addrzi:b;archl (ces aoe &) [ <) @
([ sub address | |z 1 ¢ (597 535 <)

Sort Address l Freq. | ABCD | EFGH || IJKL | MNOP || QRSTU | VWXYZ &/
S e

In addition to specification by one-touch key, a destination can also be specified using a search number. You can also
directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).

Press the [START] key.

Scanning begins.
When scanning is completed, the machine sounds a beep.

When scanning is completed, "Job stored." will be displayed together with a job control number. This number can be
used to locate the job in the Transaction Report or in the Image Sending Activity Report.

* |f a fax is being received when the transmission operation is performed, the transmission will be reserved and transmitted
@ after fax reception is completed.
* |If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop. If Quick
Online transmission is taking place, the originals that were scanned will be transmitted. If Quick Online is not enabled, the
transmission will be cancelled.

System Settings (Administrator): Scan Complete Sound Setting
The scan complete sound can be selected.

@ To cancel scanning...
Press the [STOP] key () to cancel the operation.
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USING THE AUTOMATIC DOCUMENT FEEDER TO
SEND A FAX IN DIRECT TRANSMISSION MODE

= Place the originals face up in the
Indicator ——1 document feeder tray with the edges
aligned evenly.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line
on the tray.

line

[ sub adaress | J(rzz 1 %) (533 533

[ Sort Address ] t Freq. J ABCD |[ EFGH J[ TJKL J[ MNOP J orsTU || vixyz J|ete.
§Y'Auto Reception
Fax Memory:100%

@ * Only one destination can be entered. A one-touch key in which multiple destinations are stored (group key) cannot
be used.

* In addition to specification by one-touch key, a destination can also be specified using a search number. You can
also directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).

[ o Jmew ] = |mmew] === ]| Touch the [Direct TX] key.
[}Address Book] [ original | scan: @11 Send:
Direct TX Exposure I

—
Address Review| Special Modes

Quick File

Fax Memory:100%

Press the [START] key.

Transmission begins.

To cancel transmission...
While "Dialling. Press [§)] to cancel.” appears or while the fax is being transmitted, press the [STOP] key ((@)).

3) (2 Enter the destination fax number.
mrs )| G ] @ ] (1) Touch the [Address Book] key in the base
» Csoentdtlitnl;sn (n22 22n #%i) [eea Bee %) 1 screen.
e : (2) Touch the one-touch key of the desired
Sl (X &) [per rer Y destination.
S| — :; (3) Touch the [Condition Settings] key.
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¢ The following functions cannot be used with direct transmission:
@ Program, Timer Transmission, 2in1, Card Shot, Job Build, Original Count, File, Quick File, Memory Box, 2-Sided Original

Scanning, Global Address Search (When the [Direct TX] key is highlighted)

* Resending will not take place when a direct transmission is not successful due to a communication error or other reason.

* |f a fax transmission is already in progress when the direct transmission operation is performed, the direct transmission will
wait until the previous transmission is finished. When the previous transmission is completed, the direct transmission will
begin. While the direct transmission is waiting, the [JOB STATUS] key can be pressed to display the job status screen. No
other operations are possible.
I"CHECKING THE STATUS OF FAX JOBS (page 4-127)
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USING THE DOCUMENT GLASS FOR
TRANSMISSION

To fax a thick original or other original that cannot be fed through the automatic document feeder, open the automatic
document feeder and place the original on the document glass.

/7” Open the automatic document feeder,

‘ Original size P

4" detector place the original face down on the
77, document glass, and then gently close
e the automatic document feeder.

Document glass scale Document glass scale
||—‘ mark ||—‘ mark
5-1/2" x 8-1/2"
(A5) B5R
8-1/2" x 11°R (A4R)
B5 8-1/2" x 14" (B4)
8-1/2" x 11" (A4) 11" x 17" (A3)

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

* Place the original in the appropriate position for its size as
shown above.

@ Do not place any objects under the original size detector. Closing the automatic document feeder with an object
underneath may damage the original size detector plate and prevent correct detection of the document size.

@ * When faxing a multi-page original, scan each page in order starting from the first page.
* When sending a multi-page fax, the automatic document feeder and the document glass cannot both be used to
scan the original pages.

(2) Enter the destination fax number.
[(mrs] @o ] B ] (1) Touch the [Address Book] key in the base
Condition I‘
» Settings [AAA aan m [BBE = iﬁ] N screen.
e — 2 (2) Touch the one-touch key of the desired
hadress Emy] EEEREES &) (e e 4 @ destination.

(
Addrgézbgéarchl {GGG GGG ‘] [HHH HHH ‘4] @
( 3

Sub Address | [[111 111 ¢ (097 535

Preview @YAuto Reception
Fax Memory:100%

i

In addition to specification by one-touch key, a destination can also be specified using a search number. You can also
directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).
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Press the [START] key.

Scanning begins.

If you have another page to scan, change pages and then press the [START] key.

Repeat until all originals have been scanned.

@ If no action is taken for one minute, scanning automatically ends and the transmission is reserved.

Touch the [Read-End] key.
oo o e A beep sounds.
hen Finished, press [Read-fnd] Open the automatic document feeder and remove the original.

Configure Read-End

* When scanning is completed, "Job stored." will be displayed together with a job control number.
@ This number can be used to locate the job in the Transaction Report or in the Image Sending Activity Report.
* If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "2in1" or "Card Shot" is selected in the special modes, only the exposure can be
changed, and this can only be done when scanning each even page number of the original pages.

@ To cancel transmission...
Press the [STOP] key () before the [Read-End] key is touched.

* |f a fax is being received when the transmission operation is performed, the transmission will be reserved and transmission
@ will take place after fax reception is completed.
* If the memory becomes full while the originals are being scanned, a message will appear and transmission will be
cancelled.
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USING THE DOCUMENT GLASS TO SEND A FAXIN
DIRECT TRANSMISSION MODE

When sending a fax from the document glass in direct transmission mode, only one page can be transmitted.

/,” Open the automatic document feeder,
Original size P

" detector place the original face down on the
=7/ document glass, and then gently close
J e .

the automatic document feeder.

Document glass scale Document glass scale
4 mark 4 mark
[ [
5-1/2" x 8-1/2"
(A5) B5R
8-1/2" x 11°R (A4R)
B5 8-1/2" x 14" (B4)

8-1/2" x 11" (A4) 11" x 17" (A3)

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

* Place the original in the appropriate position for its size as
shown above.

@ Do not place any objects under the original size detector. Closing the automatic document feeder with an object
underneath may damage the original size detector plate and prevent correct detection of the document size.

(3) (2 Enter the destination fax number.

|
o mrs )| G ] B ] (1) Touch the [Address Book] key in the base
» el o T "3 screen.
== & ’ (2) Touch the one-touch key of the desired
Sl (X &) [per rer 9t destination.
{“bddh]] E: ?: :: {m m :; (3) Touch the [Condition Settings] key.

[ Sort Address ] t Freq. J agcp | mror | 1ok | wor | orstu || vz | ecc.
§'Auto Reception
Fax Memory:100%

@ * Only one destination can be entered. A one-touch key in which multiple destinations are stored (group key) cannot
be used.

* In addition to specification by one-touch key, a destination can also be specified using a search number. You can
also directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).
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[ Scan I Internet Fax I Fax IUSB Mem. ScanI PC Scan I Touch the [Direct TX] key.
[ PAddress Book] [m Scan: @11 Send:

Direct TX Exposure l
¢ j Standard
Quick File
= Sl

Press the [START] key.
Transmission begins.

To cancel transmission...
While "Dialling. Press [() ] to cancel" appears in the display, press the [STOP] key ().

* The following functions cannot be used with direct transmission:
@ Program, Timer Transmission, 2in1, Card Shot, Job Build, Polling Memory, Original Count, File, Quick File, Memory Box,
2-Sided Original Scanning, Global Address Search
* Resending will not take place when a direct transmission is not successful due to a communication error or other reason.
* |f a fax transmission is already in progress when the direct transmission operation is performed, the direct transmission will
wait until the previous transmission is finished. When the previous transmission is completed, the direct transmission will

begin. While the direct transmission is waiting, the [JOB STATUS] key can be pressed to display the job status screen. No
other operations are possible.

15" CHECKING THE STATUS OF FAX JOBS (page 4-127)
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TRANSMISSION USING THE SPEAKER

When the speaker is used to dial, the fax is sent after the number is dialled and the connection is established. If a person
answers, you will be able to hear his or her voice, but you will not be able to speak.

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

When the document glass is used, only one page can be
transmitted.

(1) Enter the destination fax number.
| sPem (1) Touch the [Speaker] key.
[(srmris ) [Eo 1 B ) You will hear the dial tone through the machine's speaker.
el | W) s e i (2) Touch the [Address Book] key in the base
[wj [cee cec %) [ooo oop (3] ? screen.
[EEE EEE Q.] {FFF FFF (‘.] @ -
(8) Touch the one-touch key of the desired
[GGG e Q.] {HHH HHH (‘.] @ . .
e o = destination.
A group key cannot be used.
Sort Addfessl Freq. aBcD | EFcm 13kL | mnop || orsTu || vwxyz &
Fax Memory:100%

@ * In addition to specification by one-touch key, a destination can also be specified using a search number. You can
also directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).

» After touching the [Speaker] key, you can touch the [Speaker Volume] key to adjust the volume of the speaker. The
speaker volume changes each time the [Speaker Volume] key is touched. Adjust the volume to the desired level.

Wait until the connection is made and then press the [START] key.
Transmission begins.

To cancel transmission...
Touch the [Speaker] key before the [START] key is pressed. The line will be disconnected and transmission will stop.

@ * When the speaker is used, transmission takes place without scanning the original into memory.
* A destination that includes an F-code (sub-address and passcode) cannot be used.
* A one-touch key that has multiple destinations or has a non-fax destination cannot be used.

System Settings (Administrator): Speaker Settings
The default volume level of the speaker can be changed in the "Speaker Settings".
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SENDING THE SAME FAX TO MULTIPLE
DESTINATIONS (Broadcast Transmission)

This function is convenient when you need to send the same fax to multiple destinations, such as sending a report to
branch offices in different regions. You can transmit to as many as 500 destinations in one broadcast operation.
(Combined maximum of 200 file server, desktop, and shared folder destinations.)

Transmission —

oo

:IDDD

o
=
Q
5
L
»

It is convenient to store destinations to which you frequently send faxes by broadcast transmission in group keys. Group
dialling allows you to retrieve multiple fax numbers stored in a one-touch key by simply pressing the one-touch key. To
store group keys, see "Address Control" (page 7-17) in "7. SYSTEM SETTINGS".

When a group key is used to dial, the number of fax numbers that are dialled is the number of destinations that are
stored in the group key. When a group key that has 10 destinations is used, 10 fax numbers are dialled.

Place the original.

Place the original face up in the document feeder tray, or face

down on the document glass.
A

’/,

NS
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Enter the destination fax number.

(1) Touch the [Address Book] key in the base

[ sk Pis ] [E’To ] [B cc J screen.
Condition | | .

> setvings ) i i) [eee eee ¥ . (2) Touch the one-touch key of the desired
EE— 2 destination.

Address Entry g‘ % ? - - -
i) ez — ] (3) Repeat step (2) until all destinations are
Address Search [GGG GGG ‘o] [HHH HHH %] Selected
[ sub address | [HI 111 t.] [JJJ 333 !.] -

Sort Address ] L Freq. J ABCD ﬂ EFGH J{ IOKL J{ MNOPJ orsTU || vikvz Jlete.
£Auto Reception
Fax Memory:100%

¢ In addition to specification by one-touch key, a destination can also be specified using a search number. You can

@ also directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).
* It is convenient to use a group key to enter the destinations.

» After entering a destination with the numeric keys, if you wish to enter another destination with the numeric keys,
touch the [Next Address] key before entering the next destination. The [Next Address] key can be omitted before or
after a destination entered using a one-touch key. However, if "Must Input Next Address Key at Broadcast Setting"
is enabled in the system settings (administrator), the [Next Address] key must be touched before entering the next

destination.
Fax number entered [Next Address] Fax number [Next Address] Destination entered with
with the numeric keys | | key entered with the key a one-touch key
numeric keys

? ?

Cannot be omitted Can be omitted*
* Cannot be omitted if "Must Input Next
Address Key at Broadcast Setting" is enabled
in the system settings (administrator).

System Settings (Administrator): Must Input Next Address Key at Broadcast Setting
This setting is used to prohibit omission of the [Next Address] key when entering destinations for broadcast
transmissions.

[P Mrs ) [@n ] B« ] Touch the [Address Review] key.

» Condi.tion
Settings l (o 2n ) [pee 32 &

[c':: cee ‘.] [oop_pop ) o
e Ty | g (e g+
Addriarch e &) [fmt s ] @
[ swb adaress | | 11z 1m %) (533 333 (]

_ren. Jnmco Jeron ] xow ) e Jransro JL e Jece
A
Fax Memory:100%
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[atmers nevies — . )| Checkthe destinations and then touch
4;7 the [OK] key.
om[ccc cce Q.] 002 (KKK KKK &]
003 [LLL 11L AT Y
oos[mm NNN Q.] 006 {ooo 000 Q,] 2

Q00 000 4]
555 5SS & —

UUU UUU t.]

007 |peP PPP Q.] 008

009

[
(
011 ['m‘ TTT Q.] 012

-L = To l B cc I

RRR RRR Q.] 010

To cancel a specified destination...
Touch the key of the destination that you wish to cancel. A message will appear to confirm the deletion. Touch the
[Yes] key.

I CHECKING AND DELETING ENTERED DESTINATIONS (page 4-20)

Press the [START] key.

Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ To cancel scanning...
Press the [STOP] key ((®).

@ * A broadcast transmission takes place by memory transmission only.
* A broadcast transmission can be used in combination with the timer transmission function to transmit at night or any other
desired time. A broadcast transmission can also be used in combination with other convenient functions.

* The broadcast transmission can include Scan to E-mail and Internet fax destinations. In this case, the image sent to the
Scan to E-mail and Internet fax destinations will be black and white.
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Resending to unsuccessful broadcast transmission destinations

The results of a completed broadcast transmission can be checked in the job status screen. If transmission to any of the
destinations failed, resend the fax to those destinations.

JOB STATUS Press the [JOB STATUS] key.

L]

[Q Print Job [@ Scan to [@ Fax Job [@Internet Faxl Touch the [complete] key-
— eyl If the job status screen of fax mode does not appear, touch the
Broadcast0001 100 04/01 020/003 C ing / PP ’
= [Fax Job] tab.
2 %" 0123456789 10:05 04/01 000/004 Waiting Complete
[3 LA V.55 1.1 10:22 04/01 000/004 Waiting
{4 €' BBB BBB 10:30 04/01 000/010 Waiting
[5 & sroadcast 10:33 04/01 000/010 Waiting

@ If the broadcast transmission included destinations of different modes, the same broadcast transmission key will
appear in each of those modes.

(M 2 Display details on the broadcast
[é Print Job & Scan to l(.ﬂ Fax Job I@Internet Fax transmiSSion.

Address" Start Time Pages Status

(1) Touch the key of the completed broadcast
transmission.

cast0 100 04/ /003 0 )0
A} Broadcastooo2 10:05 04/01 001/001 Send OK | 1

& Y cee cee 10:22 04/01 004/004 Send OK ! .
& 1 0123456789 10:30 04/01 010/010 Send OK E (2) TOUCh the [Detall] key'
E. petail |
call

@ "Broadcastxxxx" will appear as the destination of the broadcast job key. The job control number that appeared in the
touch panel when scanning ended appears in "xxxx".
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= Resend to unsuccessful destinations.
A Broadcastoo01 .
Address Start Time Status =0, HEESY ] (1) TOUCh the [Falled] tab.
(2) Touch the [Retry] key.

002 %" DDD DDD 10:01 04/01  NG0000O

010 t." EEE EEE 10:10 04/01 NG00000

© -

File l Failfd I All Destinations I
1M @

* The procedure after the [Retry] key is touched varies depending on whether or not the document filing function was
@ used.
Not using document filing
You will return to the base screen with the unsuccessful destinations entered. Place the original and perform the
broadcast transmission operation.
Using document filing
The document filing operation selection screen will appear with the unsuccessful destinations entered. Perform the
document filing resend procedure. (There is no need to rescan the original.)
If the job was stored in a confidential folder or was stored as confidential file, a password entry screen will appear
after you touch the [Retry] key. Enter the password.
¢ |f the [All Destinations] key is touched in (1), all destinations will be displayed. The [Retry] key that appears in the
screen can be touched to resend to all destinations.
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SENDING A FAX DIRECTLY FROM A
COMPUTER (PC-Fax)

A document in a computer can be transmitted via the machine as a fax. Faxes are sent using the PC-Fax function in the
same way as documents are printed. Select the PC-Fax driver as the printer driver on your computer and then select the
Print command in the software application. Image data for transmission will be created and sent as a fax.

Fax transmission

|

For more information on using PC-Fax, see the Help file for the PC-Fax driver.

@ * To use the PC-Fax function, the PC-Fax driver must be installed. For more information, see the Software Setup Guide.
* This function can only be used on a Windows® computer.
* This function can only be used for transmission. Faxes cannot be received to your computer.

4-46
Contents



FACSIMILE

IMAGE SETTINGS

Settings for scanning the original are selected in the base screen of each mode. The current state of each setting
appears to the right of the key used to select the setting.

[ Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan I
[ pAddress Book] Original | Scan: Send: (1)
[ Direct TX ] [ Exposure ] (2)
Sub Address ] Resolution I Standard (3)
Address Review| Special Modesl

File

Quick File

Preview @y'Auto Reception
Fax Memory:100%

[l

(1) [Original] key

Touch this key to set the scan size, send size, and

orientation of the original, and select 2-sided scanning

settings.

" AUTOMATICALLY SCANNING BOTH SIDES OF
AN ORIGINAL (2-Sided Original) (page 4-48),
SPECIFYING THE SCAN SIZE AND SEND SIZE
(Enlarge/Reduce) (page 4-49)

(2) [Exposure] key
Touch this key to select the exposure for scanning.
I" CHANGING THE EXPOSURE (page 4-56)

(3) [Resolution] key

Touch this key to select the scanning resolution.
I CHANGING THE RESOLUTION (page 4-57)
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AUTOMATICALLY SCANNING BOTH SIDES OF AN
ORIGINAL (2-Sided Original)

The automatic document feeder will automatically scan both sides of the document.

Transmission

VL e

2-sided original Front and back are
sent as two pages

||||||||||||||H

Touch the [Original] key.
I IMAGE SETTINGS (page 4-47)

— Specify the binding style of the 2-sided
| , original (book or tablet) and the
Coes i) - [ mes ] orientation in which the original is placed.
(1) Touch the [2-Sided Booklet] key or the
Tnage orientation [2-Sided Tablet] key.
= e A book and a tablet are bound as shown below.

Booklet Tablet

1) (2 (3)

AlJ A B

E F
CGL KL

(2) Touch the appropriate [Image Orientation] key.

If the wrong orientation is selected here, the image may
not be sent properly.

(3) Touch the [OK] key.

@ To cancel 2-sided scanning, touch the highlighted key so that it is no longer highlighted.

@ * 2-sided scanning automatically turns off after the transmission operation is completed.
* 2-sided scanning is not possible when direct transmission or speaker transmission is performed.
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SPECIFYING THE SCAN SIZE AND SEND SIZE
(Enlarge/Reduce)

When the original is placed, its size is automatically detected and displayed in the base screen.
The size of the placed original is indicated as the scan size, and the size to be transmitted is indicated as the send size.

Scan Internet Fax [ Fax [ USB Mem. Scan r PC Scan _l
[ppaess soor| | Tomigimar_) scor: [P e |
[ Direct TX ] [ Exposure ]

Standard
Address Reviewl

File

Quick File

Preview @4'Auto Reception
Fax Memory:100%

In the above screen, the scan size (the placed original) is A4 (8-1/2" x 11") and the send size is auto. If, for example, the
scan size were A4 (8-1/2" x 11") and the send size were B5 (5-1/2" x 8-1/2"), the image would be reduced before
transmission.

I

"Scan Size"
_ |:| Transmission — D
———— | "SendSize"issetto 7> —
B5 (5-1/2" x 8-1/2") —
A4 (8-1/2" x 11") The image is reduced

to B5 (5-1/2" x 8-1/2")
before transmission

* Only standard original sizes can be automatically detected.
@ I=" STANDARD SIZES (page 4-30)
¢ When the original size is a non-standard size, or if the size is not detected correctly, manually specify the original scan
size.
IS Specifying the original scan size (Specify using a standard size.) (page 4-50)
I Specifying the original scan size (by numerical values) (page 4-52)
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Specifying the original scan size (Specify using a standard size.)

If the original is a non-standard size or you wish to change the scan size, touch the [Original] key to specify the original
size manually. Place the original in the document feeder tray or on the document glass and follow the steps below.

Touch the [Original] key.

The automatically detected original size appears to the right of the [Original] key.
I IMAGE SETTINGS (page 4-47)

= Touch the [Scan Size] key.

Fax/Original

Scan Size 100% Send Size

Auto A4 I hd Ruto I

) —

Image Orientation

(e | Bae )

(1 ) Specify the scan size.
1
o C_ oﬁﬁ (1) Touch the appropriate original size key.
(2) Touch the [OK] key.
Manual rrM_|a_nual

A5 { BSR

)

= ] [I

{ A4 Inch

(
(

ASR

BS A4R

E

)
)
)
)

216x340 ] 216x343

|| size Input |

* If you are sending a long original, touch the [Long Size] key. Use the automatic document feeder to scan a long
@ original. The maximum length that can be scanned is 1000 mm (39-3/8") (the maximum height is 297 mm
(11-5/8")).
I TRANSMITTABLE ORIGINAL SIZES (page 4-30)
« To specify an inch size for the scan size, touch the [AB @ Inch] key to highlight the [Inch] side and then specify the
scan size.
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Fax/Original oK ]| TOUCh the [OK] key.

Scan Size 100% Send Size

s )+ (e )

Image Orientation

EEERREEN

@ When [Long Size] is selected, the 2-sided scanning setting and send size cannot be changed.
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Specifying the original scan size (by numerical values)

When scanning a non-standard size original such as a postcard or card, follow these steps to specify the original size.
The width can be from 25 mm to 432 mm (1" to 17"), and the height can be from 25 mm to 297 mm (1" to 11-5/8").

Touch the [Original] key.

The automatically detected original size appears to the right of the [Original] key.
I IMAGE SETTINGS (page 4-47)

Touch the [Scan Size] key.

Fax/Original [ OK ]‘

Scan Size 100% Send Size

Auto A4 I hd Ruto I

) —

Image Orientation

TR

e = Touch the [Size Input] key.
Auto E4
= e J[ = ) [l
[ == T = ) = ) e
[ B5 ( B4R ] [ Long Size ]
[ 2163340 [ 216013 |

U NNE N S

M, @ ®3) Enter the scan size.
syl =] (1) Touch the X (width) numeric value display

Size Input

cancel J[___ox | key and enter the width.

(2) Touch the Y (height) numeric value display
key and enter the height.

i
420

|2
[ 297 B (3) Touch the [OK] key.

@ @ To complete the setting and return to the screen of step 3,
touch the [OK] key next to the [Cancel] key.

@ You can also touch the ¥ a keys to change the number.
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Fax/Original oK ]‘ TOUCh the [OK] key.

The specified size appears in the [Scan Size] key.

Scan Size Send Size

[ xa20 v207 ] [ Auto ]

Image Orientation

RS fi |

@

* When the scan size is specified by numerical values, the send size cannot be specified.

¢ When the automatic document feeder is used, an original longer that 432 mm (17") can be scanned (maximum width
1000 mm (39-3/8")). In this case, touch the [Long Size] key in the screen of step 3.
I" Specifying the original scan size (Specify using a standard size.) (page 4-50)
I5" TRANSMITTABLE ORIGINAL SIZES (page 4-30)
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Specifying the send size of the original

Specify the send size as a paper size. If a send size bigger than the scan size is selected, the image will be enlarged. If
a send size smaller than the scan size is selected, the image will be reduced.

The send size cannot be specified when [Long Size] is selected for the scan size, or when the scan size is specified by
@ numerical values.

Touch the [Original] key.
I=" IMAGE SETTINGS (page 4-47)

Touch the [Send Size] key.

Fax/Original [ OK

Scan Size 100% Send Size

Auto A4 l hd Auto l

Image Orientation

(s | B

I

) ) Specify the send size.
1
Fax/Original C ] (1) Touch the desired send size key.

(2) Touch the [OK] key.

A5

S
‘%
]

B5R

B4

A4

E

A3 Inch

( ) | )
( SR N ]
{ B5 ] [ ]
[ 2w6x3a0 | | ]

216x343

@ * Depending on the "Scan Size" setting, it may not be possible to select some sizes for the "Send Size". Size keys
that cannot be specified for the "Send Size" are greyed out to prevent selection.

* To specify an inch size for the send size, touch the [AB# Inch] key to highlight the [Inch] side and then specify the
send size.
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) Specify the orientation in which the

1 .. .
— ] original is placed.
o o o (1) Touch the appropriate [Image Orientation]
[ auo 22 ] =~ | a3 | key.
If the wrong orientation is selected here, the image may

not be sent properly when using enlargement/reduction.

Image Orientation

[ 2-sidsd ] [ 2-Sided ] (2) Touch the [OK] key.

@ The ratio used for reduction or enlargement of the original will appear between the "Scan Size" and the "Send Size".
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CHANGING THE EXPOSURE

The exposure can be changed to match the darkness of the original.
Refer the following tables to select appropriate settings.

Exposure settings

Exposure When to select
Auto This setting automatically adjusts the exposure for light and dark parts of the original.
1-2 Select this setting when the original consists of dark text.
Manual 3 Select this setting for a normal original (neither dark nor light).
4-5 Select this setting when the original consists of faint text.

Touch the [Exposure] key.

The current exposure setting appears to the right of the [Exposure] key.
I IMAGE SETTINGS (page 4-47)

(1) (2 (3) Select the exposure.

Fax/Exposure

=] (1) Touch the [Manual] key.

(2) Adjust the exposure with the _d ][ » ] keys.

When the exposure is set to [Auto], the @ @ keys
) Vowal | cannot be used.

The exposure darkens when the E] key is touched,
and lightens when the [_Q_] key is touched.

To return to auto exposure adjustment, touch the [Auto]
key.

(3) Touch the [OK] key.

When using the document glass to scan multiple original pages, the exposure setting can be changed each time you change
pages. When using the automatic document feeder, the exposure setting cannot be changed once scanning has begun.
(However, when "Job Build" in the special modes is used, the exposure can be changed each time a new set of originals is
inserted.)

System Settings (Administrator): Default Exposure Settings
This is used to change the default exposure setting.
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CHANGING THE RESOLUTION

The resolution can be selected to match the characteristics of the original, such as text or photo, the size of the text, and
the darkness of the image.
Refer the following tables to select appropriate settings.

Resolution settings

Resolution When to select
Standard Select this setting when your original consists of normal-sized text (like the text in this manual).
Fine Select this setting when your original has small text or diagrams with fine lines.

The original will be scanned at twice the resolution of the [Standard] setting.

Super Fine Select this setting when your original has intricate pictures or diagrams.
A higher-quality image will be produced than with the [Fine] setting.

Ultra Fine Select this setting when your original has intricate pictures or diagrams.
This setting gives the best image quality. However, transmission will take longer than with the
other settings.

Half Tone Select this setting when your original is a photograph or has gradations of colour (such as a
colour original).

This setting will produce a clearer image than [Fine], [Super Fine], or [Ultra Fine] used alone.
Halftone cannot be selected when [Standard] is used.

Touch the [Resolution] key.

The current resolution setting appears to the right of the [Resolution] key.
I IMAGE SETTINGS (page 4-47)

(1) ) Select the resolution.

e— o (1) Touch the key of the desired resolution.
(2) Touch the [OK] key.

Standard

Fine

i

Super Fine

—

r [ Half Tone ]

Ultra Fine

@ When [Fine], [Super Fine], or [Ultra Fine] is selected, the [Half Tone] key can be touched to select halftone.

» When using the document glass to scan multiple original pages, the resolution setting can be changed each time you change pages.
When using the automatic document feeder, the resolution setting cannot be changed once scanning has begun. (However, when
"Job Build" in the special modes is used, the resolution can be changed each time a new set of originals is inserted.)

* When a fax is sent at [Ultra Fine], [Super Fine], or [Fine] resolution, a lower resolution will be used if the receiving machine
does not have that resolution.

System Settings (Administrator): Initial Resolution Setting
This is used to change the default resolution setting.
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CHECKING THE IMAGE TO BE
TRANSMITTED (Preview)

If you touch the [Preview] key before scanning the original, you can check the scanned image in the touch panel before
sending the image.

* The factory default setting is disabled.

Depending on the size of the transmission data, part of the preview image may not appear in the preview screen in the touch
panel.

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Scan

—

Internet Fax [ Fax [USB Mem. Scan[ PC Scan I Touch the [Preview] key to highlight it-
PAddress Book fm Scan: sz Send:

Direct TX

|

—

[ Exposure

EiilE

-

Quick File

. o ®y'Auto Reception
Fax Memory:100%

&

Select transmission settings and press the [START] key.

"Originals are being read" appears while the originals are being scanned, and when scanning is finished, the preview screen
appears on the touch panel. Transmission will not take place until you touch the [Start Sending] key in the preview screen.

Check the preview image and then touch

2 =) the [Start Sending] key.

Transmission begins.

—a—+—1 For information on the preview screen, see "PREVIEW CHECK
SCREEN" (page 4-59).

Display Rot:

0 [ G o0 D) 0D

System settings (administrator): Default Preview

You can specify whether or not the [Preview] key function will be enabled in the base screens of the image send modes and
in the address book.
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PREVIEW CHECK SCREEN

This section explains the preview check screen.

M

)

FACSIMILE

nder Info .—(3)

(:-!— @)
I

Display Rotation

Y| E2) Ex) &= (6)

)

Start
Sending @ (7)

()

Preview image

A preview of the scanned original appears.

If the image is cut off, use the scroll bars at the right and
bottom of the screen to scroll the image. Touch a bar and slide
it to scroll. (You can also touch the ¥ 4 keys to scroll.)

Change page keys

When there are multiple pages, use these keys to

change pages.

« [M] (M) keys: Go to the first or the last page.

o (4] [»] keys: Go to the previous page or the next
page.

* Page number display:
This shows the total number of pages
and the current page number. You can
touch the current page number key and
enter a number with the numeric keys
to go to that page number.

10 (4 ol o ) D)
|

@)

(4)

®)

(6)

@

[Sender Info] key

Touch to display the sender information for fax own
number.

This key can only be touched when the entire preview
image is displayed in the preview screen.

[Function Rev.] key

Touch to check special mode settings or scan settings for
two-sided originals.

Display zoom key

Use this to set the zoom ratio of the displayed image.
Changes from the left in the order "Full Page", "Twice",
"4 Times", "8 Times". The setting applies to all pages in
the file, not just the displayed page.

"Display Rotation" key

This rotates the image right or left by 90 degrees. The
rotation applies to all pages in the file, not just the
displayed page.

[Start Sending] key

Touch to begin transmission.

@

* A preview image is an image for display on the touch panel. It will differ from the actual send result.
» The preview image reflects certain scanning and special mode settings.

Settings reflected in the preview image are as follows:

Scanning settings: Original

Special modes: Erase, Dual Page Scan, Card Shot, 2in1
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FAX RECEPTION

This section explains the basic procedures for receiving faxes.

RECEIVING FAXES

When the reception mode is set to "Auto Reception”, the machine will receive and print faxes automatically. The fax
reception mode is displayed in the base screen.

[ Scan l Internet Fax [ Fax [USE Mem. Scan [ PC Scan I
[ Paddress Book] fm Scan: Send:
[ Direct TX ] { Exposure ]
Address Review
-

This shows the current fax

reception mode and the amount

e e of free memory remaining,

* When fax reception is in progress, it is possible to reserve a transmission by performing the transmission in memory
transmission mode.

IS TRANSMISSION METHODS (page 4-26)

¢ To print received faxes, make sure that the required paper is loaded in the machine's paper trays. It is not necessary to

load A4 (8-1/2" x 11") paper and B5 (5-1/2" x 8-1/2") paper in both the vertical (@) and horizontal ({l1) orientations.
Differences in orientation are automatically adjusted when faxes are received.

When a fax smaller than A4 (8-1/2" x 11") size is received, the size of the paper used for printing will vary depending on the
orientation (vertical or horizontal) in which the sender placed the original.

* System Settings: Receive Setting (page 7-107)
This is used to change the fax reception mode. "Auto Reception" should normally be used.
Select "Manual Reception" when an extension phone is connected to the machine.
» System Settings (Administrator): Allow/Reject Number Setting
You can store numbers and specify whether or not reception is allowed from those numbers.
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RECEIVING A FAX

When a fax is transmitted to the machine, the machine automatically receives and prints the fax.

The machine rings and fax reception

{ ) 2‘ Beep begins automatically.
[T —] =
| )

A beep sounds when reception ends.

* System Settings (Administrator): Speaker Settings
This is used to change the volume and tone of the reception beep.

e System Settings (Administrator): Number of Calls in Auto Reception
This is used to change the number of rings on which fax reception begins automatically. To receive faxes without
the machine ringing, select "0" rings.

@ The fax is automatically printed.

* If a password entry screen appears...
@ A password must be entered to print the received fax. When the correct password is entered, the received fax is
printed.
IZ"PRINTING A PASSWORD-PROTECTED FAX (Hold Setting For Received Data Print) (page 4-63)
* The output tray and stapling (when a finisher is installed) can be selected.
The number of copies of received faxes that are printed and the output tray can be selected. When a finisher is
installed, the number of copies printed, the output tray, and stapling can be selected.

* |f printing of a copy job or print job is in progress when a fax is received, the fax will not be printed until the previously
@ reserved job is completed.

* Received faxes will not be printed when the machine cannot print due to an error condition such as out of paper, out of
toner, or a paper misfeed. The faxes will be printed automatically when the error condition is cleared. (If the machine ran
out of paper, touch the [OK] key in the touch panel after loading paper.

* When received faxes cannot be printed, the faxes can be forwarded to another fax machine.

I FORWARDING RECEIVED FAXES (Fax Data Forward) (page 4-66)

» System Settings (Administrator): Duplex Reception Setting
This is used to have received faxes printed on both sides of the paper.
» System Settings (Administrator): Receiving Date & Time Print
Use this to select whether or not the date and time of reception is added when a received image is printed.
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RECEIVING A FAX MANUALLY

A fax can be received manually using the touch panel. While the machine rings, touch the [Speaker] key in the base
screen and then touch the [Fax Manual Reception] key that appears.

elepho ode . Resend
Scan Internet Fax Fax I USB Mem. Scan I PC Scan I

[ paaaress soo] [ omigimat_ seen: sena
[Speaker Volume] { Exposure ]

ceandara
Address Reviewl

Fax Memory:100% Reception

FACSIMILE

@ * When a call is answered by touching the [Speaker] key, you will be able to hear the other party, however, you will not be

able to speak.

e Even when you use an extension phone to answer a call, you can touch the [Fax Manual Reception] key in the touch panel
to begin fax reception. You can also use the extension phone to begin fax reception.
I"RECEIVING A FAX AFTER ANSWERING A CALL ON THE EXTENSION PHONE (Remote Reception) (page 4-126)
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PRINTING A PASSWORD-PROTECTED FAX
(Hold Setting For Received Data Print)

"Hold Setting for Received Data Print" can be enabled in the system settings (administrator) to have faxes received to
memory without being printed. To print the faxes, a password must be entered. When this function is used, a password
entry screen appears in the touch panel when a fax is received.

Received data is stored.
Enter password via the 10-key.

When the previously programmed 4-digit password is entered with the numeric keys, printing begins.

The [Cancel] key can be touched to close the password entry screen. If this is done, the data in memory key ([Z]) will
blink in the touch panel. The password entry screen will reappear when you touch the blinking key ([&]) or change
modes.

When "Received Data Image Check Setting" is enabled in the system settings (administrator), a password can be
entered to display the received data list screen. If you wish to check an image before printing it, continue from step 1 on
the next page.

* The received faxes will be retained in memory regardless of whether they were received automatically or manually.
@ * If "Fax Data Receive/Forward" is executed in the system settings to forward received faxes to another machine, faxes
retained in memory will also be forwarded. At that time, the same password entry screen as for printing will appear.
Forwarding will not take place unless the password is entered.

System Settings (Administrator): Hold Setting for Received Data Print
Enable this setting to have received faxes retained in memory until a password is entered. This setting is also used to
program the password.
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CHECKING THE IMAGE BEFORE PRINTING

When "Received Data Image Check Setting" is enabled” in the system settings (administrator), you can check a received
image in the touch panel before printing it out. When this function is enabled, follow the steps below to print a received image.

* The factory default setting is disabled.

@ Depending on the size of the received data, part of the image in the image check screen on the touch panel may not appear.

The memory has received data.

Check the data?
No ij

When an image is received, a confirmation
prompt will appear. Touch the [Yes] key.

If this message appears while you are configuring settings of
any type and you touch the [Yes] key, the settings that you are
configuring will be cancelled. If this message appears in
another mode, you will return to the base screen of image send
mode after checking the image.

“‘ Back ]|

[ setect a1

Select the received image

(1) Touch the key of the received image that
you want to check.
Multiple received images can be checked.

(2) Touch the [Image Check] key.

* To show thumbnails of the received images, touch the
[Thumbnail] key.

* To delete an image that has been selected, touch the
[Delete] key. To print an image that has been selected,
touch the [Print] key.

KIEVERD)
-~

@, 0123456789 04/04/2010 10:28

0 [ ) e () )

Check the received image and then
touch the [Print] key.

Printing begins.

For information on the image check screen, see "IMAGE
CHECK SCREEN" (page 4-65).

If the screen of step 1 appears when you are configuring settings in the setting screens of any of the modes, the configured
settings will be cancelled if you view the image. After viewing the image, you will return to the base screen of image send

mode, regardless of which mode you were in previously.

(1)
Received Data List
»
‘ [ Thumbnail ] ® |
@.) 0123456789 04/04/2010 10:28 |Not checked
[@|BBB BBB ‘04/04/2010 ‘ 10:14 ‘ Checked ]
[% |9876543210 ‘ 04/04/2010 ‘ 10:12 ‘Not checked] 5
[% |0612345678 ‘ 04/04/2010 ‘ 10:08 ‘ Checked ] @
[Qa |0123456789 ‘ 04/04/2010 ‘ 10:00 ‘Not checked]
[@|CCC cee ‘ 04/04/2010 ‘ 10:00 ‘ Checked ]
[ Image Check ]I [ Delete ][ Print ]
(2
When the [Select All] key is touched, it will change into the [Cancel All] key. When all received data has been selected
using the [Select All] key, the selection can be cancelled by touching the [Cancel All] key.

System Settings (Administrator): Received Data Image Check Setting
Use this to specify whether or not a received fax can be viewed before it is printed.
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IMAGE CHECK SCREEN

This section explains the image check screen.

(1)

)

@)

FACSIMILE

pr—g . 0123456789 04/04/2010 10:28
.‘.;"l N Display Rotation
" v
4 4
@O~ o) e ]
T 1
(1M () 3) @ ) ® (@)

Information display
This shows information on the displayed image.

Preview image

An image of the selected received image appears.

If the image is cut off, use the scroll bars at the right and
bottom of the screen to scroll the image. Touch a bar and
slide it to scroll. (You can also touch the ¥ a keys to

scroll.)

Change page keys
When there are multiple pages, use these keys to
change pages.

* [M] [M] keys: Go to the first or the last page.

* (4] [»] keys: Go to the previous page or the next

page.

* Page number display: This shows the total number of
pages and the current page
number. You can touch the
current page number key and
enter a number with the
numeric keys to go to that page
number.

@

®)

(6)

@

"Display Rotation" key

This rotates the image right or left by 90 degrees. The
rotation applies to all pages in the file, not just the
displayed page.

[Print] key

Touch to start printing.

Display zoom key

Use this to set the zoom ratio of the displayed image.
Changes from the left in the order "Full Page", "Twice",
"4 Times", "8 Times". The setting applies to all pages in
the file, not just the displayed page.

Image select key

When multiple images are selected for preview display,
use this to change the displayed images.

@ A preview image is an image for display on the touch panel. It will differ from the actual print result.
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FORWARDING RECEIVED FAXES
(Fax Data Forward)

When the machine cannot print because it is out of paper or out of toner, received faxes can be forwarded to another
previously programmed fax machine.

This function is convenient in an office or work area that has two or more telephone lines and another fax machine is
connected to a different line than the machine.

The machine The machine cannot print

——
— =
e |
I ——
)

Forwarding
S destination

Forwarding

Received fax

Forwarding of received faxes is executed in the system settings of the machine. Press the [SYSTEM SETTINGS] key on
the operation panel to display the system setting menu screen in the touch panel. Select [Fax Data Receive/Forward] -
[Fax Settings], and then touch the key that executes received fax forwarding.

* If some pages of a fax that is being forwarded were successfully printed, only those pages that were not printed will be
@ forwarded.
* A forwarded fax becomes a fax transmission job. If transmission does not take place because the transmission was
cancelled or an error occurred, the fax will be held in memory until it can be printed.
* All faxes received are forwarded. Note, however, that faxes received to an F-code confidential memory box cannot be
forwarded.
* If a password entry screen appears after touching the [OK] key, "Hold Setting for Received Data Print" has been enabled.
Enter the password with the numeric keys to begin forwarding.
I="PRINTING A PASSWORD-PROTECTED FAX (Hold Setting For Received Data Print) (page 4-63)

» System Settings: Fax Data Receive/Forward (page 7-23)
Use this to forward received faxes when the machine is unable to print.

» System Settings (Administrator): Set the Telephone Number for Data Forwarding
This is used to store the forwarding fax number.
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FORWARDING RECEIVED FAXES TO A
NETWORK ADDRESS
(Inbound Routing Settings)

You can have received faxes automatically forwarded to an e-mail address, file server address, desktop address, or
network folder address. This function can be used to forward received faxes to a specified address without printing them.

The machine

= a2

Forwarding

Received fax

* This function cannot be used for faxes received by confidential reception.
@ * When faxes forwarded using this function are printed at the forwarding destination, the date and time of reception cannot
be printed on the faxes. ("Receiving Date & Time Print" is disabled.)

CONFIGURING INBOUND ROUTING SETTINGS

All inbound routing settings are configured in the Web pages. For the procedure for accessing the Web pages, see the
Start Guide.

The following explanation assumes that the Web pages have been accessed with administrator rights.

To configure inbound routing settings, follow the steps below.
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[ Help()

Administration Settings
i)

|Inbound Routing Settings

Inbound Routing: Disable v
[CIDisable Registration of Forward Table
[IDisable Change/Delete of Forward Table
[IDisable Change of Forward Approval
Print Style Setting: Aways Print
Print at Error
Not Print and Forward to the Following E-mail Address at Error
£ mal Direct Entry:
fAddrass: (Up to 64 characters)

Global Address Search(C)

Notice:Address configured as forward address cannot be deleted from the address book.

Enabling the inbound routing function.

(1) In the Web page menu, click [Application
Settings], [Inbound Routing Settings], and
then [Administration Settings].

(2) Select [Enable] in "Inbound Routing" and
click the [Submit] button.

Users without administrator rights can be prohibited from storing, editing, and deleting forwarding tables in this screen,
and from specifying which table is used. To do so, select the checkboxes below [+*].

¢ Disable Registration of Forward Table e Disable Change/Delete of Forward Table e Disable Change of Forward

Approval

When inbound routing is enabled, you can also specify whether or not you wish the machine to print the forwarded

faxes.

To have all received faxes printed before being forwarded, select "Print Out All Report" in "Print Style Setting". To
have received faxes printed only when an error prevents forwarding, select "Print at Error".

If an error occurs when [Not Print and Forward to the Following E-mail Address at Error] is selected, received data is
not printed, but is forwarded to the specified e-mail address.

After configuring the settings, be sure to click the [Submit] button.

Sender Number/Address Registration (Listz)

| Submit{) || Update(R) |

Address to be Entered:
012345678
abc@aaa bbb cce

| Deletei@) |

Fax Nurmnber: (Up to 1500
characters)
| Global Address Search(C) |

| Addto ListH) |

Internet Fax Address (Up to 1500
characters)
| Global Addrass Search(h) |

| Add 10 List(h)

Back to the Top on This Page

| Submit() || Update(R) |

Storing sender addresses.

If you wish to have only faxes from specified addresses
forwarded, store the desired sender addresses. Send
addresses stored here can be selected from a list when you
store a forwarding table.

(1) Click [Sender Number/Address
Registration] in the [Inbound Routing
Settings] menu in the Web page.

(2) Enter the sender address in "Internet Fax
Address" or "Fax Number" as appropriate,
and click the [Add to List] button.

The entered address will be added to the "Address to be

Entered" list.

» Specify whether the address will be directly entered
(maximum of 1500 characters) or selected from a
global address book by clicking the [Global Address
Search] button.

* To store multiple addresses, repeat this step.

(3) When you have finished adding addresses,
click the [Submit] button.

@ ¢ A maximum of 500 sender numbers/addresses can be stored.
* To delete an entered address, select the address in "Address to be Entered" and click the [Delete] button.
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. . Help(

Table Registration (Hew)]
[ Submittw) || Cancelic)
Table Name (Up | 36 characters)
Receive Line Sslect [ Internet Fax

[ Fax 1]
Sender NumberfAddress Sstting ©) Forward Al Received Data

) Farward Received Data from Below Sender

) Farward Received Data from Senders except Below

Sender Sender to be

used in this table

011112222 A (011112222 -~

011113333 011113333

022223333 022223333

022224444 022224444

033334444 033334444

033335555 033335555

044445565 0444456555

044446685 044445665

ifan@sssss.co jp fan@sssss 6o jp

opjp op.jp
l Add(Y) | Delets(0)

Switch to Single Screen Mode

Farward Farward Forward
Destination 1 Destination 2 Destination 3

I Forward Destination 1

Forward Condition

Dy of the Week

[Set Forwarding Time
Start Time:

Completing Time

Not Forward
Muszys Forward
Fonward on Selected Day & Time

[Intonday [ Tuesday [wiednesday
[ Thursday [Friday [ saturday
[ Sunday

[ selectAilgS) | [ Clear Checkedz) |

00 % Hour |00 ¥ Minute
00 ¥ Hour |00 ¥ Minute

Format for Forwardine TIFF(iult) d
Fonwarding Destination Settings
Index All Destinalf n v
Display teme: mov
f°'w""LDQS‘""':'°" Address Name & T “fpe 27 Address £ ¥ No. &7
O O ] User A | fzmet Fax tanaka@aaabb ficoddd 2
O O ] User B £ nail suzuki@aaa. bbifoceddd 3
O O ] User © T ltwork Folder  Viaaaaaibbbbh 1
[l [l ] | ser N i B 10.20.30.40 5
Total Address:d
| Previous M) | 172 | Nextith
Jadeto the Top on This Page A
Subgitf) | [ CanceliC)
—1

Store a forwarding table.

Follow the steps below to store a forwarding table that
combines a specified sender and forwarding address.

(1)

(2
3)
4

®)

(6)

@

)

Click [Inbound Routing Settings] in the Web
page menu and click the [Add] button.

Enter a "Table Name".
Select the line used for reception.

Select the sender whose faxes will be
forwarded.

» To forward all received faxes, select [Forward All
Received Data].

* To forward only data received from specific senders,
select [Forward Received Data from Below Sender].
To forward all data except data from specific senders,
select [Forward Received Data from Senders except
Below]. Select the appropriate senders from the list and
click the [Add] button.

Select the forwarding conditions.

* To always forward received data, select [Always
Forward].

» To specify a day and time on which received data will
be forwarded, select [Forward on Selected Day & Time]
and select the checkbox [+] of the desired day of the
week. To specify a time, select the [Set Forwarding
Time] checkbox |:| and specify the time.

Select the file format.

The format can be set separately for each forwarding
address (for each of forwarding addresses 1, 2, and 3 in
the table).

Select the forwarding address.

Forwarding addresses can be selected from the
machine's address book. (Multiple addresses can be
selected.) A maximum of 1000 forwarding addresses can
be stored (a combined maximum of 100 file server,
desktop, and network folder addresses can be stored).

Click [Submit].

* A maximum of 50 forwarding tables can be stored.

* When selecting senders from the "Sender Number/Address Setting" list, you can use the [Shift] key or the [Ctrl] key
on your keyboard to select multiple senders.

* Images sent in TIFF format may not display correctly in some recipient environments. In this event, change the file
format to PDF.

* Up to three forwarding day and time settings can be set for one forwarding table, and a forwarding destination can
be set for each set time. To configure these settings, use the forwarding list tabs to access each setting.

* When the forwarding destination is a file server, desktop, or shared folder, the computer of that destination must be
powered on.
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Display ltems

Table Name =%

[ Table 1

[CITable 2

[ITable 3

Total Table:3

Inbound Routing Settings
Submitil) Update(R)

Inbound Rauting Settings Enable

10 v

Forward Condition

Farward Destination 1

Farward Destination 2

Farward Destination 3

Forward Destination 1

Forward Destination 2

Farward Destination 1

Farward Destination 2

Farward Destination 3

Previous(M] | 11 [ Next(N)

[ select Al ||

Clear Checked(7) |

Delete() | [ Add(v)

Suhm.ll(wl Update(R) |

Login(P)

Helpt]

2 Forward on Selected Day & Time

O Forward on Selected Day & Time

(2 Forward on Selected Day & Time

Back to the Top on This Page A

©))

Specifying forwarding tables to be used.

To use the inbound routing function, enable the forwarding
tables that you wish to use from among the stored tables.

(1) Click [Inbound Routing Settings] in the Web
page menu.

(2) Select [Always Forward] or [Forward on
Selected Day & Time] from the forwarding
table.

The forwarding permission settings that appear here are
linked to the forwarding conditions set in step 3. If you
wish to use different forwarding conditions than those set
in step 3, set the forwarding permission settings

(3) Click [Submit].

@ To delete a forwarding table, click the checkbox next to the table name so that it is selected |:| and click [Delete].
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This section explains special modes that can be used for fax transmission.

SPECIAL MODES

When the [Special Modes] key is touched in the base screen, the special modes menu screen appears. The special
modes menu consists of two screens. Touch the key to switch between the two screens. When the [OK] key is
touched in the special modes screen, the selected settings are entered and the base screen reappears.

1st screen

Q)

()

@)

(4)

®)

(6)

@)

Fax/Special Modes [ OK ]‘

1\
9

(2‘

Erase ](3 Duaslcal;age ]
(4[) Timer ]( r 2in1 ] r Card shot ] e
)Y 8\
(7@ = ]
N N T ST

Program ]

Slow Scan
Mode

: 9)
Mixed Slze]( r

Original

[Program] key

I STORING FAX OPERATIONS (Program) (page
4-73)

[Erase] key

1" ERASING PERIPHERAL SHADOWS ON THE
IMAGE (Erase) (page 4-75)

[Dual Page Scan] key

I TRANSMITTING AN ORIGINAL AS TWO
SEPARATE PAGES (Dual Page Scan) (page 4-77)

[Timer] key

I SENDING A FAX AT A SPECIFIED TIME (Timer)
(page 4-79)

[2in1] key

=" SENDING TWO PAGES AS A SINGLE PAGE (2in1)
(page 4-81)

[Card Shot] key

I SENDING BOTH SIDES OF A CARD AS A SINGLE
PAGE (Card Shot) (page 4-84)

[Job Build] key

15 SENDING A LARGE NUMBER OF PAGES (Job
Build) (page 4-87)

\a g

2nd screen

Fax/Special Modes [ OK ]‘

(13)
g Verif. ’Transactmn
|_—| Stamp Report

(1 Own Name M 17 =7 q
Select emory Box i Polling

2
2

@®)

©

(10)

(11)

(12)

(13)

4-71

[Mixed Size Original] key
I TRANSMITTING ORIGINALS OF DIFFERENT
SIZES (Mixed Size Original) (page 4-89)

[Slow Scan Mode] key

15" FAXING THIN ORIGINALS (Slow Scan Mode) (page
4-91)

[Original Count] key

I5" CHECKING THE NUMBER OF SCANNED
ORIGINAL SHEETS BEFORE TRANSMISSION
(Original Count) (page 4-93)

[File] key

Touch this to use the File function of document filing

mode.

[Quick File] key

Touch this to use the Quick File function of document

filing mode.

[Verif. Stamp] key*1

" STAMPING SCANNED ORIGINALS (Verif. Stamp)
(page 4-95)
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(14) [Transaction Report] key
I CHANGING THE PRINT SETTINGS FOR THE
TRANSACTION REPORT (Transaction Report)
(page 4-97)

(16) [Memory Box] key
I SENDING A FAX WHEN ANOTHER MACHINE
POLLS YOUR MACHINE (Polling Memory) (page
4-104)
(15) [Own Name Select] key

I TEMPORARILY CHANGING THE SENDER
INFORMATION (Own Name Select) (page 4-100)

(17) [Polling] key

I CALLING A FAX MACHINE AND INITIATING
RECEPTION (Polling) (page 4-101)

* Does not appear when the stamp unit is not installed.

Special modes can generally be combined with other special modes, however, there are some combinations that are not
possible. If a prohibited combination is selected, a message will appear in the touch panel.

[OK] key and [Cancel] key

In some cases two [OK] keys and one [Cancel] key will appear in the special mode screens. The keys are used as
follows:

Erase

Erase

Erase

_ & JRESNpNEc)

&

~

S

Fax/Special Modes & { OK &: — (A)
Erase Cancel ][ OK L. (B)
©

Edge Centre  Edge+Centre %@Edge

lI!iHHHIHH%HEEII

(A) Enter the selected special mode setting and return to the base screen.

(B) Enter the selected special mode setting and return to the special modes menu screen. Touch this key when you
wish to continue selecting other special mode settings.

(C) During selection of special mode settings, this key returns you to the special modes menu screen without saving the

settings. When settings have been completed, this cancels the settings and returns you to the special modes menu
screen.
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STORING FAX OPERATIONS (Program)

A program is a group of transmission settings stored together. When transmission settings are stored in a program, the
settings can be retrieved and used for a fax job by means of a simple operation.

For example, suppose that the same A4 (8-1/2" x 11") size documents are distributed to branch offices in various
regions once a month.

(1) The same documents are faxed to each branch office

(2) To save paper, two document pages are faxed as a single page

(3) Smudges on the edges of the documents are erased before transmission

A4 (8-1/2" x 11") size Fax received by recipients.
documents to be distributed

=D
— [
0o —
/1_\ oo =[]
—1- —2 - 00 —
[ - = =2=
When a job program is not stored When a job program is stored
Enter the fax numbers of the branch offices Retrieve the stored program.
Select the 2in1 function. Press the [START] key.
' The originals are scanned and transmitted.
Select erase settings
Press the [START] key.
The originals are scanned and transmitted.
Considerable time is required to send the documents each When a program is stored, settings are selected with ease by
month because the above settings must be selected. simply pressing the program key.
In addition, mistakes may occasionally be made when In addition, transmission takes place based on the stored
selecting the settings, so incorrect transmissions may occur. settings so there are no chances for mistakes.

* Programs are stored, edited, and deleted using "Address Control" in the system settings. See "Program" (page
@ 7-22) in "7. SYSTEM SETTINGS".

* Programs can also be stored using the Web pages. Click [Job Programs] and then [Image Send] in the Web page menu.

* The settings stored in a program will be retained even after the program is used for transmission. The same settings can
be used repeatedly for transmission.

* The following settings can be stored in programs.

Destinations: One-touch keys, group keys, search numbers
Image settings: Original scan size, Image orientation, duplex scanning, exposure, resolution
Special modes: Polling reception, Erase, Dual Page Scan, Job Build, Mixed Size Original, Slow Scan Mode,

Original Count, Verif. Stamp, 2in1
Preview
F-code communication: A destination that includes an F-code can be stored to perform an F-code operation.

* Up to 48 programs can be stored.
* Up to 500 destinations can be stored in each program.
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Place the original.
Place the original in the document feeder tray or on the document glass as appropriate for the functions stored in the
program.
Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Program] key.
I" SPECIAL MODES (page 4-71)
(™) )] Retrieve the stored program.
|
- ﬁ;ﬁ (1) Touch the desired program key.
(2) Touch the [OK] key.
[Program A m] [Program B m]
Program C [ [Program D Q.] 1
[Program E Q.] [Program F Q.]
[Program G Q.] [Program H Q.] @
[Program I Q,] [Program J Q.]
[Program K (.] [Program L Q.] E]
Select additional settings.
[ scan [ mtemet rax [ Fax [ usmuenm scan| ecscan | When a program is used, the following settings can be
scan: [ sene: additionally specified:
¢ Image settings: Original scan size*, send size
¢ Special modes: Timer Transmission, Card Shot, File, Quick
standara : _
: File, Own Name Select, Transaction Report
M * When stored in the program, this cannot be additionally
specified.
Quick File
REACT 1 @2 'Auto Reception
Fax Memory:100%
@ * The screen that appears will vary depending on the destination stored in the program.
* The mode cannot be changed here.
¢ Functions stored in the program cannot be cancelled here.
Press the [START] key.
Scanning begins.
* If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.
@ To cancel scanning...
Press the [STOP] key ((@).
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ERASING PERIPHERAL SHADOWS ON THE
IMAGE (Erase)

The erase function is used to erase shadows on images produced when scanning thick originals or books. (This function
erases the parts of the image where shadows tend to form. The function does not detect shadows and erase only the
shadows.)

Scanning a thick book

Not using the erase Using the erase
function function

= = | |I=10 =

Shadows appear here.

Shadows appear in the image. No shadows appear.

Erase modes
4 \
Edge Erase Centre Erase Edge + Centre Erase Side Erase

=0 =0 =

=0| |=C

Al
Ll
Ll
Ll

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Enter the destination fax number.
1" ENTERING DESTINATIONS (page 4-17)

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Erase] key.
I=" SPECIAL MODES (page 4-71)
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(1) 2 (3 Select the erase settings.
— = ) (1) Touch the desired erase mode.

Select one of the 4 erase modes.
Touch the [Side Erase] key to open the following screen.

Erase [ Cancel oK ]

Erase |

Edge Centre Edge+Centre %@ Edge
Erase Erase Erase e g

o T

Erase position

B @ for Original Side 2
|
&

w0

Same Side as
- Side 1

Different Side

DDOW“ from Side 1

Touch the checkbox of the edge that you wish to erase
and make sure that a checkmark () appears.

When performing two-sided scanning, set the erase edge
on the reverse side.

* If you touch the [Same Side as Side 1] key, the edge in
the same position as on the front side will be erased.

* If you touch the [Different Side from Side 1], the edge in
the position opposite to the erased edge on the front
side will be erased.

When you have completed the settings, touch the [OK]
key.

(2) Set the erasure width with the keys.
0 mm to 20 mm (0" to 1") can be entered.

(8) Touch the [OK] key.

Press the [START] key.

Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ To cancel scanning...
Press the [STOP] key ((@).

®

When the erase function is used, erase takes place at the edges of the original image. If you also use a reduction or an
enlargement setting, the erase width will change according to the selected ratio. For example, if the erase width setting is
20 mm (1") and the image is reduced to 50%, the erase width will be 10 mm (1/2").

To cancel an erase setting...
Touch the [Cancel] key in the screen of step 4.

@ |©®

System Settings (Administrator): Erase Width Adjustment
The default erase width setting is linked to the copy mode system setting, and can be set from 0 mm to 20 mm (0" to 1"). The
factory default setting is 10 mm (1/2").
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TRANSMITTING AN ORIGINAL AS TWO
SEPARATE PAGES (Dual Page Scan)

The left and right sides of an original can be transmitted as two separate pages. This function is useful when you wish to
fax the left and right pages of a book or other bound document as separate pages.

Example: Faxing the left and right pages of a book

Book or bound document The left and right pages are sent as two pages.

Example:

Original scan size Transmitted image

A3 (11" x 17") x 1 page A4 (8-1/2" x 11") x 2 pages

@ * When using dual page scan, the original must be placed on the document glass.
* The send size cannot be changed.

Place the original face down on the
document glass.
Align the centre of the original with the appropriate size mark

V.
Size mark ]
—
Centreline of Centreline of
A3 original 11" x 17" original
.‘J-A. The page on this side
—J //// is scanned first.
Centreline of original
A3
(11" x 17")
Enter the destination fax number.
IS ENTERING DESTINATIONS (page 4-17)
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) ®3) Select Dual Page Scan.
Fax/Special Modes h(!(ﬁ (1) Touch the [SpeCiaI MOdES] key.
I SPECIAL MODES (page 4-71)
— (2) Touch the [Dual Page Scan] key so that it is

Timer Card Shot

- highlighted.
(3) Touch the [OK] key.

Mixed Sizel
Original

| [
1 2inl ]
l

Build Mode

B e[ ].]

Original

Count Quick File

J |
) [ [
] [ [ Slow Scan
J [

— )

o |

Press the [START] key.

Scanning begins.

When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.

A beep will sound to indicate that scanning is finished.

@ To cancel scanning...
Press the [STOP] key ((@).

* To erase shadows caused by the binding of a book or other bound document, use the erase function. (Note, however, that
@ "Centre Erase" and "Edge + Centre Erase" cannot be used.)

* When the scan size of the original is specified by numerical values, this function cannot be used.

To cancel Dual Page Scan...
Touch the [Dual Page Scan] key in the screen of step 3 so that it is not highlighted.
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SENDING A FAX AT A SPECIFIED TIME
(Timer)

When this function is used, transmission takes place automatically at a specified time.

The timer transmission function makes it easy to perform reserved transmissions, broadcast transmissions and other
transmissions at night or other times when phone rates are low.

A timer setting can also be specified for polling reception to receive a fax when you are not present.

—
0
oo
0o
oo
|
|

During the day, set up a At 20:00, the broadcast

broadcast transmission to transmission begins automatically

take place at 20:00 (Transmission to the first destination

takes place)

* When a timer transmission is set, keep the main power switch "on". Transmission will not take place if the main power is
@ turned off at the specified time.

* When performing a timer transmission, you must scan the original into memory when you set up the transmission. It is not
possible to leave the document in the auto document feeder or on the document glass and have it scanned at the reserved
time of transmission.

* Settings selected for a timer transmission (exposure, resolution, special modes, etc.) are automatically cleared after the
transmission is finished. (However, when the document filing function is used, the scanned original and settings are stored
on the built-in hard drive.)

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Enter the destination fax number.
13" ENTERING DESTINATIONS (page 4-17)

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Timer] key.
IS” SPECIAL MODES (page 4-71)
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)] 2 @ Set the time with the (] [4] keys.
1
Fax/Special Modes @ Okﬁ‘ (1) Specify the day_
Tiner (_cances o | If you do not wish to specify a day, select [---]. In this
case, transmission will begin when the time specified in
Day of the Week Time ¢ (2) arrives.

(=] 10 | (2) Specify the time (hour, minute)
E] E] @ [B E] E] Select the time in 24-hour format.

You can also directly touch a numeric display key to
change the setting with the numeric keys.

(3) Touch the [OK] key.

When this screen is opened, the setting will show the current time. If the time is not correct, press the [CLEAR ALL]
key ( ) to cancel the operation. Correct the time in the system settings and then perform the timer transmission
procedure.

I CHECKING THE DATE AND TIME (page 4-6)

Press the [START] key.

Scanning begins.
« If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
e If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

* The time can be specified up to a week in advance.
@ * Up to 94 timer transmissions can be stored at once.

* Only one timer polling operation can be stored at once. If you wish to poll multiple machines, store a serial polling timer
operation.

* |f another transmission is in progress when the specified time arrives, the timer operation will begin after that transmission
is finished.

* Other operations can be performed after a timer transmission is set up.

e This function cannot be used in direct transmission mode or when the speaker is used to dial.

* If a timer transmission is given priority in the job status screen, the time specification is cancelled. The transmission will

begin as soon as the job in progress is completed.
I=" GIVING PRIORITY TO A RESERVED FAX JOB (page 4-135)

To cancel timer transmission...
Touch the [Cancel] key in the screen of step 4.
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SENDING TWO PAGES AS A SINGLE PAGE
(2in1)

Two original pages can be reduced and sent as a single page. This function is convenient when you have a large
number of original pages and wish to reduce the number of pages sent.

Portrait-oriented originals

Transmission

_ = | =2=

|

Landscape-oriented originals Transmission

|

P P =[]

Place the original.

@ When placing the originals, orient them as shown below.

Document feeder tray Document glass

Originals
9 Place the originals face up. Place the originals face down.

Portrait orientation

il
I
I
il
=
I
0

Landscape orientation —————— |

e
] il —

2

|
-
|

Enter the destination fax number.
1= ENTERING DESTINATIONS (page 4-17)
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2 3) Select 2in1.
]

Fax/Spectal Nodes = (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 4-71)

(2) Touch the [2in1] key so that it is
highlighted.

(3) Touch the [OK] key.

{ Program ] [ Erase ] DuaslcaPnage ]

I | caxa i
@ Job Mixed Size| Slow Scan
Build Original ~  Mode

© 6§ -

Original . i i
{ Count ] [ File ] [ Quick File ]

[ Scan I Internet Fax [ Fax [USB Mem. Scan [ PC Scan I Touch the [original] key.
pAddress Bookl Scan: E}l Send:
=M
Standard
Address Review
Quick File
e - ooy

1 @ Specify the orientation in which the
l original is placed.

Fax/Original { 0K ]|

_ ) ‘ (1) Touch the appropriate [Image Orientation]
Camw] - [ me ) key.

If this setting is not correct, a suitable image may not be
transmitted.

Image Orientation

FEEAEEEE N oo | (2) Touch the [OK] key.

Press the [START] key.

Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ The [Configure] key can be touched in the scan-end confirmation screen to change the exposure, resolution, scan
size, and send size. (However, when scanning each even-numbered page of the original, only the exposure can be
changed.)

@ To cancel scanning...
Press the [STOP] key ((@).
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e Transmission is not possible at a size smaller than the original size.

¢ This function cannot be used in direct transmission mode or when the speaker is used to dial.
* The 2in1 function cannot be used when the original is other than A4 (8-1/2" x 11") or B5 or A5 (5-1/2" x 8-1/2") size.
* When the scan size of the original is specified by numerical values, this function cannot be used.

To cancel 2in1...
Touch the [2in1] key in the screen of step 3 so that it is not highlighted.
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SENDING BOTH SIDES OF A CARD AS A
SINGLE PAGE (Card Shot)

This function lets you send the front and reverse sides of a card as a single page, without the need to send each side

separately.
Transmitted image
Originals
Front | —— Transmission E
— > — | [O=
Back |[=— =
Example of an A4 (8-1/2" x 11")

Example of an A4 (8-1/2"x 11")  size landscape scan transmission
size portrait scan transmission

@ When using card shot, the original must be scanned on the document glass.

Place the original face down on the
document glass.

Enter the destination fax number.
1= ENTERING DESTINATIONS (page 4-17)

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Card Shot] key.
I" SPECIAL MODES (page 4-71)
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) (A) (B) (2 Specify the original size.
1
Fex/Spesial Hodes & o« (1) Enter the original size.
Card Shot (__cancet & ] * Touch the [X] key and enter the horizontal dimension
(X) of the original with the (] (4] keys.

* Touch the [Y] key and enter the vertical dimension (Y)

@] send size of the original with the (] (4] keys.
(A) To return the original size to the default size, touch
(v («] ‘Ej the [Size Reset] key.
(B) To automatically enlarge or reduce the image size to

the send size, touch the [Fit to Send Size] key. Do not
touch this key if you wish to scan the original at the
original size that you entered.

(2) Touch the [OK] key.

@ * You can also touch the E] E] keys to change the number.
* The send size is automatically selected based on the original size you entered.

* After selecting Card Shot, you can touch the [Original] key in the base screen to change the original scan size or the
send size. In this case, the screen of step 3 appears when you touch the scan size key. For the procedure for
setting the send size, see "Specifying the send size of the original" (page 4-54).

Press the [START] key to scan the front of the card.

To cancel scanning...
Press the [STOP] key ((@).

Turn the card over so that the back is face down, and press the [START] key to
scan the back of the card.

@ Before scanning the back of the card, you can touch the [Configure] key in the touch panel to change the exposure.

To cancel scanning...
Press the [STOP] key ().
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Touch the [Read-End] key.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

7 Configure Read-End

If you will continue by scanning the front of the card, you can touch the [Configure] key to change the exposure,
resolution, scan size, and send size.

@ * The ratio cannot be specified and "Rotation Sending Setting" cannot be selected.
e This function cannot be used in direct transmission mode or when the speaker is used to dial.

To cancel Card Shot...
Touch the [Cancel] key in the screen of step 4.
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SENDING A LARGE NUMBER OF PAGES
(Job Build)

This function lets you separate an original consisting of numerous pages into sets, scan each set using the automatic
document feeder, and transmit the pages in a single transmission. Use this function when there are more original pages
than can be placed at once in the auto document feeder.

When scanning originals that are separated into sets, scan the set that has the first page first. The settings that you
select for the first set can be used for all remaining sets.

Originals Originals are Transmission
scanned in %
separate sets. | 5

A\

A\

-

I
l

@ Up to 999 pages can be scanned. Note that when the memory is being used for other jobs, fewer pages can be scanned.

Insert the originals face up in the

v
Indicator ——=1 document feeder tray.
line ‘ Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.

The stack of originals must not be higher than the indicator line

on the tray.
Enter the destination fax number.
12" ENTERING DESTINATIONS (page 4-17)
) 3) Select job build mode.
|
Fax/Special Nodes ) CO‘K:]_‘ (1) Touch the [Special Modes] key.

I SPECIAL MODES (page 4-71)

TN | [ = (2) Touch the [Job Build] key so that it is
{ Timer ] [ 2inl ] [ Card Shot ] ER highllghted.

8 0 ool s (3) Touch the [OK] key.

me) | (o] &
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Press the [START] key to scan the first set.

@ To cancel scanning...
Press the [STOP] key ((@)).

Insert the next set of originals and press the [START] key.
Repeat this step until all originals have been scanned.

@ To cancel scanning...
Press the [STOP] key (). All scanned data will be cleared.

Touch the [Read-End] key.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

Contigure Read-End

¢ If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
@ transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when Job Build is used in combination with 2in1 in the special modes, only the exposure
can be changed when scanning each even-numbered page of the original pages.

@ * If the memory becomes full during scanning, a message will appear and the transmission will be cancelled.
e This function cannot be used in direct transmission mode or when the speaker is used to dial.

To cancel Job Build....
Touch the [Job Build] key in the screen of step 3 so that it is not highlighted.
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TRANSMITTING ORIGINALS OF DIFFERENT
SIZES (Mixed Size Original)

This feature lets you scan and transmit originals of different sizes at the same time; for example, B4 (8-1/2" x 14") size
originals mixed together with A3 (11" x 17") size originals. When scanning the originals, the machine automatically
detects the size of each original.

This feature can only be used with the following combinations of original sizes:

* A3 and B4 * A3 and B5 * B4 and A4 * A4 and B5
* A4R and B5 * B4 and A4R * B4 and A5 *B5 and A5
*11"x 17" and 8-1/2" x 14" *11"x 17" and 8-1/2" x 13" * 11" x 17" and 5-1/2" x 8-1/2"
Place the originals with Insert the originals face up in the
— the corners aligned document feeder tray.
KJ :;%ihr.er in the far left Insert the originals with the corners aligned together in the far

left corner of the document feeder tray.
B4 [os
m (8-1/2' x 14) & oo,
1 ———

|—A3(11"x17")J

Enter the destination fax number.
13" ENTERING DESTINATIONS (page 4-17)

) 3) Select the mixed size original setting.

Fax/Special Hodes il o (1) Touch the [Special Modes] key.
1" SPECIAL MODES (page 4-71)

B ) [ 1 (2) Touch the [Mixed Size Original] key so that
[ Timer ] [ 2inl ] [ Card Shot ] T it is highlighted.

EE (3) Touch the [OK] key.
o) [ e ] [ ]

Count

@ If an original scan size has been specified, a message will appear when the [Mixed Size Original] key is touched. To
enable the Mixed Size Original setting, change the scan size setting to auto and then touch the [Mixed Size Original]
key again.
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Press the [START] key.

Scanning begins. A beep will sound to indicate that scanning is finished.

@ To cancel scanning...
Press the [STOP] key ((@).

@ » Once mixed size originals has been selected, an original scan size cannot be specified.
* When the mixed size original setting is selected, rotation sending does not operate.

To cancel the mixed size original setting...
@ Touch the [Mixed Size Original] key in the screen of step 3 so that it is not highlighted.

? System Settings (Administrator): Original Feeding Mode
The original feeding mode can be set to always scan mixed size originals.
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FAXING THIN ORIGINALS (Slow Scan Mode)

Use this function when you wish to scan thin originals using the automatic document feeder. This function helps prevent
thin originals from misfeeding.

oy o kg

Insert the originals face up in the
document feeder tray.

Adjust the document guides slowly.

@ If the originals are inserted with too much force, they may crumple and misfeed.

Enter the destination fax number.
12" ENTERING DESTINATIONS (page 4-17)

2 ) Select slow scan mode.

Fax/Special Nodes Is; o« (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 4-71)

m Dual Page
B Scan

(e ) [ ) . (2) Touch the [Slow Scan Mode] key so that it is
[ Timer ] [ 2in1 ] [ Card Shot ] 2 highllghted_

) e e ) (3) Touch the [OK] key.

Orciogui; = ] [ File ] [ Quick File ]
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Press the [START] key.

Scanning begins. A beep will sound to indicate that scanning is finished.

@ To cancel scanning...
Press the [STOP] key ((@).

When this function is selected, automatic 2-sided scanning is not possible.

To cancel slow scan mode...
Touch the [Slow Scan Mode] key in the screen of step 3 so that it is not highlighted.

OO

System Settings (Administrator): Original Feeding Mode
This is used to have scanning always take place using slow scan mode.
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CHECKING THE NUMBER OF SCANNED
ORIGINAL SHEETS BEFORE TRANSMISSION
(Original Count)

The number of scanned original sheets can be counted and displayed before transmission. Checking the number of
scanned original sheets before transmission helps prevent transmission mistakes.

Insert the originals face up in the
document feeder tray.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.
The stack of originals must not be higher than the indicator line
on the tray.

Enter the destination fax number.
=" ENTERING DESTINATIONS (page 4-17)

) 3) Select the original count function.
1
e o J| (1) Touch the [Special Modes] key.
" SPECIAL MODES (page 4-71)

o] Pl Pege

| [ | e (2) Touch the [Original Count] key so that it is
[ [ I J
[ l l
[ l

Timer Card Shot

- highlighted.
(3) Touch the [OK] key.
*)

U S, —

D

E—| Original
Count

@ Mixed Size|
Original

File ]

5 Mode

[
[ Slow Scan
[

Quick File

Press the [START] key.
Scanning begins.

To cancel scanning...
Press the [STOP] key () to cancel the operation. All scanned data will be cleared.
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(A) (B) When scanning ends, check the number
| | of original sheets scanned and touch the
@32:2 Z;:ziilzzia?ave been scanned. (P.x) [O K] key.

Transmission will begin.
* When Job Build mode is used, the confirmation message will
e ) o appear after the [Read-End] key is touched.

ng_—, * The message on the screen shows the number of sheets

scanned in (A), and the number of pages (sheet sides)

scanned in (B). For example, if both sides of one original
sheet are scanned, "1" will appear in (A) and "2" will appear
in (B).

@ If this step is not performed for one minute while the above confirmation screen appears, the scanned image and
settings will be cleared and the base screen will reappear. Scanning will not be completed automatically and the
image will not be reserved for transmission.

If the displayed number of original sheets is different from the actual number of sheets...

@ Touch the [Cancel] key and then touch the [OK] key in the message screen to clear all scanned data. Scan settings
and destination settings will not be cleared. Insert the original sheets in the automatic document feeder again and
press the [START] key to re-scan.

When original count is enabled for a broadcast transmission that includes destinations of different modes, original count will
operate in all modes.

To cancel the Original Sheet Count function...
Touch the [Original Count] key in the screen of step 3 so that it is no longer highlighted.

CHONCS,

System Settings (Administrator): Initial Original Count Setting
This can be enabled to have the number of original sheets always counted. The setting can be enabled separately for each
mode.
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STAMPING SCANNED ORIGINALS (Verif. Stamp)

This function stamps each original that is scanned using the automatic document feeder, allowing you to verify that all
originals were correctly scanned.

Position of stamp

— — An "O" mark is
— » —|-o|}— stamped
j— — in fluorescent
-1- Originals | —1 — pink.
Originals are q
scanne

@ To use this function, the optional stamp unit must be installed.

Insert the originals face up in the
document feeder tray.

Enter the destination fax number.
1= ENTERING DESTINATIONS (page 4-17)

(3) 2 @ Select "Verif. Stamp".
I
Fax/Special Modes % { [%( ]| (1) Touch the [SpeCiaI MOdeS] key-

l 1" SPECIAL MODES (page 4-71)
) (2) Touch the keys to switch through the
{ On Name ] [ Memory Box ] [B/j Polling 2 screens.
] (3) Touch the [Verif. Stamp] key so that it is

highlighted.
(4) Touch the [OK] key.
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Press the [START] key.

Scanning begins. A beep will sound to indicate that scanning is finished.

To cancel scanning...
Press the [STOP] key ((@)) to cancel the operation.

@ * When two-sided originals are used, the front of each original is stamped twice.
* If an error occurs during scanning, an original that was not scanned may be stamped.

* When the "O" mark that is stamped on originals starts to become faint, replace the stamp cartridge. For the procedure for
replacing the stamp cartridge, see "REPLACING THE STAMP CARTRIDGE" (page 1-75) in "1. BEFORE USING THE
MACHINE".

To cancel the stamp function...
Touch the [Verif. Stamp] key in the screen of step 3 so that it is no longer highlighted.

System Settings (Administrator): Default Verification Stamp
This setting is used to always have originals stamped.

SO,
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CHANGING THE PRINT SETTINGS FOR THE
TRANSACTION REPORT
(Transaction Report)

A transaction report is automatically printed out to alert you when a transmission fails or when a broadcast transmission
is performed. The transaction report contains a description of the transmission (date, start time, name of other party,
time required, number of pages, result, etc.).

=" INFORMATION APPEARING IN THE RESULT COLUMN (page 4-137)

Transaction reports are printed based on conditions set in the system settings; however, you can temporarily select
different conditions for a transmission. To change the transaction report print conditions at the time of transmission,
follow the steps below.

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

Enter the destination fax number.
=" ENTERING DESTINATIONS (page 4-17)

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][*] keys to switch through the screens.

(8) Touch the [Transaction Report] key.
I=" SPECIAL MODES (page 4-71)

(1) () Select print conditions.
|
Fax/Special Modes h&(ﬁ (1) SeIeCt the print Conditions.
Transaction Report [ Cancel ][ OK ] (2) Touch the [OK] key,

S

Always Print [ Print at Error ] [ Do not Print
D Print Original Image

@ » The print conditions for a transaction report are as follows:
"Always Print": A transaction report is printed no matter whether the transmission succeeds or fails.

"Print at Error": A transaction report is printed when transmission fails.
“Do not Print": Do not print a transaction report.

* When the [Print Original Image] checkbox is selected , part of the transmitted original is included on the
transaction report.

¢ Even if the [Print Original Image] checkbox is selected , the original cannot be printed when speaker dialling,
direct transmission, polling reception, or F-code transmission is used.
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Press the [START] key.

Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

To cancel scanning...
Press the [STOP] key ((@)) to cancel the operation.

@ For a broadcast transmission, changes to the transaction report print conditions apply to all destinations.

To cancel the transaction report setting...
Touch the [Cancel] key in the screen of step 4.

» System Settings (Administrator): Transaction Report Print Select Setting
This is used to set the conditions for printing transaction reports.
The factory default setting is |:|
Single Sending: Print Out All Report/ Print Out Error Report Only |/No Printed Report
Broadcasting: | Print Out All Report |/Print Out Error Report Only/No Printed Report
Receiving: Print Out All Report/Print Out Error Report Only/No Printed Report |
Confidential Reception (fax mode): |Print Out Notice Page |/No Printed Report
» System Settings (Administrator): Original Print on Transaction Report
The first page of a transmitted fax can be printed on the transmission report.
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ADDING YOUR SENDER INFORMATION TO
FAXES (Own number sending)

Your sender information (date, time, sender name, sender fax number, number of pages) is automatically added to the

top of each fax page you transmit.

Example of the sender information printed

7

| 04/APR/2010/Sat 3:00 PM , ,AAAAA , FAX No. 0123456789 , P.001/001 |

(1) (2) 3) (4)
. J
(1) Date, time: The date and time of transmission.
(2) Sender name: The sender name programmed in the machine.
(3) Sender fax number: The sender fax number programmed in the machine.
(4) Page numbers: Page number / total pages (the total page number is only printed

when the fax is sent by memory transmission.)

@ Information programmed in Own Number Sending

Date, time: Adjust the setting in "Clock Adjust" in the system settings.
Sender name, sender fax number: Program the sender name and fax number in "Sender Data Registration" in the system
settings (administrator). If you intend to use own number sending, be sure to configure

this information.

Page numbers: Select whether or not to include page numbers in "Printing Page Number at Receiver" in
the system settings (administrator).
Page numbers appear in the format "page number / total pages". Only the page number
is printed when manual transmission or quick online transmission is used.

System Settings (Administrator): Date/Own Number Print Position Setting
This is used to set the position where the sender information is printed. The sender information can be printed outside the

scanned original image or inside the scanned original image.

Outside scanned image (factory default setting)

Inside scanned image

1— Sender
information

00000 | |— Originals

The transmitted image length will be: length of sender
information + length of original image. When the fax is
printed by the receiving machine, it may be reduced or
divided onto two pages.

1H— Sender
information

00000 -
— | | Originals

The sender information is printed inside the original
image, and thus the transmitted image length is the
length of the original. Note that the sender information
will overlap part of the original image (the overlapped
part of the original image will not appear).
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TEMPORARILY CHANGING THE SENDER
INFORMATION (Own Name Select)

You can select the sender information printed on a transmitted fax from a list of stored senders.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][] keys to switch through the screens.

(3) Touch the [Own Name Select] key.
I=" SPECIAL MODES (page 4-71)

(1) ) Select the sender information.
|
[[omn nane sotect o ][ o ] (1) Touch the desired sender information key.
(2) Touch the [OK] key.
R - )
[CCCCC ] [DDDDD ] %
[EEEEE ] [FFFFF ]
[GGGGG ] [HHHHH ]
[IIIII ] [JJJJJ ] E]
[KKKKK—J [LLLLL I
| Fax/Special Modes OK l TOUCh the [OK] key-
% eraim. €] 01‘.
[ -
sending

System Settings (Administrator): Registration of Own Name Select
This is used to store sender information for Own Name Select.
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CALLING A FAX MACHINE AND INITIATING
RECEPTION (Polling)

The Polling function allows the receiving machine to call the transmitting machine and initiate reception of a document in
that machine.
Because the receiving machine initiates reception of a document, this is called "Polling Reception".

— —

Transmission

(3) The fax is received. (2) The previously prepared

document is transmitted.

@ Make sure that an original is not placed in the machine when using the polling reception function.

B @ @ Select polling reception.
— l 1 (1) Touch the [Special Modes] key.
1" SPECIAL MODES (page 4-71)
& s ) [T (2) Touch the [3](*] keys to switch through the
=N (3) Touch the [Polling] key so that it is
1 highlighted.
(4) Touch the [OK] key.

Enter the destination fax number.
1= ENTERING DESTINATIONS (page 4-17)

@ « Multiple fax numbers can be entered.
Polling will take place in the order that the numbers were entered.
Polling multiple machines is called "Serial Polling".
Up to 500 fax numbers can be entered. In this procedure, one-touch keys that have a sub-address and passcode
cannot be used.
* To enter multiple fax numbers, touch the [Next Address] key after entering a fax number and enter the next fax
number.
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Press the [START] key.

Your machine will call the other machine and initiate reception of the fax.

* Polling reception can be used in combination with the timer function to poll at any specified time, such as at night or when
@ you are not present (Only one timer polling reception can be set.).

* This function can only be used when the other machine is Super G3 or G3 compatible and has a polling function.
¢ The receiving machine bears the expense (phone charges) of the polling reception.

To cancel polling reception...
Touch the [Polling] key in the screen of step 1 so that it is not highlighted.
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INITIATING POLLING RECEPTION MANUALLY

Use this procedure when you must start polling after listening to a recorded greeting, such as when using a fax
information service.

@ » Make sure that an original is not placed in the machine when using the polling reception function.
e This function cannot be used to poll multiple machines (serial polling).

4)) Enter the destination fax number.
| smer (1) Touch the [Speaker] key.
(rmErs ) [mo [} 1B ) You will hear the dial tone through the machine's speaker.
il | ) oo om0 A . (2) Touch the [Address Book] key in the base

M [cee cec %] (oo oo | : screen.

[EEE EEE Q.] {FFF FFF “.] @ 3 T h th -t h k f th d . d

— e . (3) Touc e one-touch key of the desire

: = 9 destination.

A group key cannot be used.
i

@ * In addition to specification by one-touch key, a destination can also be specified using a search number. You can
also directly enter a fax number with the numeric keys or look up a destination in a global address book. For more
information, see "ENTERING DESTINATIONS" (page 4-17).

¢ After touching the [Speaker] key, you can touch the [Speaker Volume] key to adjust the volume of the speaker. The
speaker volume changes each time the [Speaker Volume] key is touched. Adjust the volume to the desired level.

3 @ Receive the fax.

S =) (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 4-71)

(2) Touch the [+](*] keys to switch through the
screens.

{é‘_—l Verif.

Transaction
Stamp

Report

Select

J
{ Own Name ]

e
(3) When you hear the fax tone, touch the
—g
[+)

[ Memory Box ]

[Polling] key.

The fax is received.

@ * This function can only be used when the other machine is Super G3 or G3 compatible and has a polling function.
* The receiving machine bears the expense (phone charges) of the polling reception.
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SENDING A FAX WHEN ANOTHER
MACHINE POLLS YOUR MACHINE
(Polling Memory)

Sending a document that has been scanned into memory when another machine polls your machine is called "Polling
Memory".

Prior to polling, the document that will be faxed to the other machine must be scanned into a polling memory box.
This function can only be used when the other machine is Super G3 or G3 compatible and has a polling function.

(1) Requests fax transmission.

Polling

memory box — .__;; —

— Transmission

— —

(2) The document in the memory box is (8) The fax is received.
transmitted.

RESTRICTING POLLING ACCESS (Polling security)

To only allow specified machines to poll your machine, you can restrict polling to machines whose programmed sender
fax number matches a fax number stored in your machine as a polling passcode number. This is called "Polling
Security".

To use this function, first store polling passcode numbers (the sender fax numbers programmed in the other machines)
in the machine's system settings, and then enable polling security.

@ Up to 10 fax numbers can be stored as polling passcode numbers.

System Settings (Administrator): Fax Polling Security
This is used to enable polling security. This is used to store fax numbers as polling passcode numbers.
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SCANNING A DOCUMENT INTO POLLING MEMORY

Follow these steps to scan a document into the memory box for polling transmission (Public Box).

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the keys to switch through the screens.

(3) Touch the [Memory Box] key.
1" SPECIAL MODES (page 4-71)

Touch the [Data Store] key.

Memory Box [ Exit ]‘

Confidential
Reception

Data_Store [ Data Check ] { Delete Data ] { Data Check ]

Polling Memory

o= J Touch the [Public Box] key.
{Box 1 ] [Box 2 Cl‘_'h-v ]
{Box 3 ] [Box 4 ] %
[Box 5 ] [Box 6 ]
[Box 7 ] [Box 8 ]
[Box 9 ] [Box 10 ]
{Box 11 ] [on 12 ]
M (f) Specify the number of polling times.
—————— T ] (1) Touch the key for the desired number of
times.
Touch the [Once] key if you want the document cleared
] from memory after it is transmitted. Touch the [Unlimited]
key to allow polling an unlimited number of times.
[ me (2) Touch the [OK] key.
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= oo ‘ Select image settings and special

[pemony s ) [ o s Rl % sene: modes.
(Resotusion ) stancara

Q}Auto Reception
Fax Memory:100%

@ * A program, timer setting, transaction report, polling, verif. stamp and filing cannot be selected.
* To return to the screen of step 4, touch the [Memory Box List] key.

Press the [START] key.
Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and

then touch the [Read-End] key.

To cancel scanning...
Press the [STOP] key () while the original is being scanned.

If another document remains in the memory box (Public Box), the newly scanned document is added to the previous
document. In this case, the number of polling times will be the number set for the newly scanned document.
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CHECKING THE DOCUMENT IN THE PUBLIC BOX

You can check the document stored in the machine's public box for memory polling.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][*] keys to switch through the screens.

(3) Touch the [Memory Box] key.
I" SPECIAL MODES (page 4-71)

— . )| Touch the [Data Check] key.

Confidential
Reception

Data Store ] [ Data Check { Delete Data ] [ Data Check ]

Memory Box - Data Check {" Back ]| TOUCh the [PUinc Box] key'
Public Box
[Box 1 ] [Box 2 cl\_'h") ]
[Box 3 ] [Box 4 J %
G | 3]
[E:x 11 ] [Box 12 J
@ When nothing is stored in the Public Box, the [Public Box] key will be greyed out.

Polling Memory

Touch the [Image Check] key.

Jress [fage Check) o check data. The content of the document can be viewed in the image check
ress [Print] to output data.

screen. For information on the image check screen, see
"IMAGE CHECK SCREEN" (page 4-65).

(cancer  J[Cprinc ]me(%l To print the document, touch the [Print] key.
=
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DELETING A DOCUMENT FROM THE PUBLIC BOX

Delete a document from the Public Box when it is no longer needed.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][*] keys to switch through the screens.

(3) Touch the [Memory Box] key.
I" SPECIAL MODES (page 4-71)

= Touch the [Delete Data] key.

Polling Memory

Data Store ] [ Data Check ] { Delete Data

Reception

Data Check

Confidential

Memory Box - Delete Data {Q— Back ]| TOUCh the [PUinc BOX] key.

[E,ox, 1 ] [B,OX, 2 c‘ 2 |
[Box 3 ] [H::x 4 J %
foox s ] fore ) =
[pox 7 ] [pox e )
s ] oo | 3]
[50}( 11 ] [Ecx 12 J
@ When nothing is stored in the Public Box, the [Public Box] key will be greyed out.

Touch the [Yes] key.

e o o oo ey o * The document is deleted and you return to the screen of step 3.
* You can touch the [Image Check] key to check the image in
the touch panel before deleting it. For information on the

(Lamsge creck J[__w ] = image check screen, see "IMAGE CHECK SCREEN" (page
M 4-65).

To cancel the deletion...
Touch the [No] key. You will return to the screen of step 3.
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PERFORMING F-CODE

COMMUNICATION

This section explains how to perform F-code communication operations. F-code communication is possible with
machines of other manufacturers that also support F-code communication.

F-CODE COMMUNICATION

Exchange of confidential documents (confidential communication), retrieval (polling) and distribution (polling memory) of
information, distribution of information to multiple destinations (relay broadcast transmission) are possible with other
machines that support F-code communication.

An F-code” is specified in each communication, enabling a higher level of security.

* F-code is a communication function based on the G3 standard of the ITU-T.

The ITU-T is a United Nations organization that establishes communications standards. It is a department of the International
Telecommunication Union (ITU), which coordinates global telecommunications networks and services.

HOW F-CODES WORK

A fax that is transmitted with an F-code is received to the memory box in the receiving machine specified by the F-code
(sub-address and passcode). If the F-code sent by the transmitting machine does not match the F-code in the receiving
machine, reception will not take place.

The fax is received to
the memory box Memory box for F-code
specified by the communication

F-code J\
>

N

Box name: BBBB
Sub-address: AAAAAAAA
Passcode: XXXXXXXX

Fax number of other
machine
+

F-code

Sub-address: AAAAAAAA
Passcode: XXXXXXXX

The products of other manufacturers may use different terms for "sub-address" and "passcode”. If you need to contact the
operator of another machine regarding sub-addresses and passcodes, refer to the terms used by the ITU-T in the table below.

The machine ITU-T
F-code polling memory box F-code confidential box F-code relay broadcast
memory box
Sub Address SEP SuUB SUB
Passcode PWD SID SID

@ An F-code consists of a sub-address and passcode, and cannot be longer than 20 digits.
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CREATING MEMORY BOXES IN THE MACHINE FOR
F-CODE COMMUNICATION

Before the F-code communication function can be used, special memory boxes must be created using "F-Code Memory
Box" in the system settings.
A box name and F-code (sub-address and passcode) are programmed in each box, and an F-code communication

function is assigned to each box.
After you have created a memory box, inform the other party of the sub-address and passcode of the box.

Memory box for F-code

communication ¢ Box Name

* Sub Address

* Passcode

——  «End receiving machines (only in an
F-code relay broadcast memory box)

* Print PIN (only for F-code confidential

reception)
| J/

To use the following F-code communication functions, F-code memory boxes must be created in your machine.
F-code confidential reception, F-code polling memory, F-code relay broadcast transmission

To use the following F-code communication functions, F-code memory boxes must be created in the other machine.
F-code confidential transmission, F-code polling reception, F-code relay request transmission

System Settings: F-Code Memory Box (page 7-105)
This is used to configure memory boxes for F-code communication.

* Up to 100 memory boxes can be created.
* The memory box name cannot be longer than 18 characters, and the sub-address and passcode cannot be longer than 20
digits.

F-CODE DIALLING

When performing an F-code operation, the F-code (sub-address and passcode) is appended to the fax number that is
dialled. Check the F-code (sub-address and passcode) programmed in the memory box in the other machine before you
perform an F-code transmission. It is convenient to store an F-code together with the fax number in a one-touch key or

group key.
I01 23456789I | / | IAAAAAAAAI | / | IXXXXXXXXI

| | | | | * Touch the [Sub Address]

Fax number of other * Sub Address * Passcode !,(/?y in the screen to enter

machine

When the following F-code functions are used, your machine dials the other machine.

F-code confidential transmission, F-code polling reception, F-code relay request transmission
When the following F-code functions are used, the other machine dials your machine.

F-code confidential reception, F-code polling memory, F-code relay broadcast transmission

machine.
* F-code communication cannot be performed when using the speaker or performing manual transmission.

@ * If the destination machine does not have a passcode configured in the F-code, do not enter a passcode when dialling that

System Settings: Address Book (page 7-17)
This is used to store and edit one-touch keys and group keys.
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CONFIDENTIAL COMMUNICATION USING
F-CODES

By sending a fax to an F-code memory box (confidential) in the receiving machine (your machine or the other machine),
the sender can direct the transmission specifically to the user of the box.

This is convenient for sending sensitive documents that you do not wish people other than the recipient to see, or when
the receiving machine is shared by multiple departments.

To print an F-code confidential fax, the print passcode must be entered.

Sender

Sub-address: AAAAAAAA
Passcode: XXXXXXXX

e

Transmission with an
F-code

)
1]
Q
o,
<
[
=

4 | TTTTTTT

/]

Reception in F-code Memory Box

Sub-address: AAAAAAAA
Passcode: XXXXXXXX

Print passcode: Enter BBBB

The fax is printed.

(1R

The F-code (sub-address and passcode) of the memory box to be used should be verified by the sender and the recipient
before the fax is sent.

System Settings: F-Code Memory Box (page 7-105)
This is used to create memory boxes for F-code confidential communication (confidential reception).
A memory box name, sub-address, passcode, and print passcode are programmed in each box.

NS
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F-CODE CONFIDENTIAL TRANSMISSION

Follow the steps below to send a confidential fax by adding an F-code to the fax number.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

) Enter the destination fax number.
(srmrs) @ 1 B2 ) (1) Touch the [Address Book] key in the base
e | 3 W screen.
cce cce &J (oon oo (2) Touch the one-touch key of the desired

Global I
Address Search
Sub Address @w
Sort Address Freq. I ABCD | EFGH | IJKL | MNOP | QRSTUI VIWXYZ | etc.

— f¥uto Reception If the sub-address and passcode are stored in the one-touch
Fax Memory:100% .
key, the following sub-steps are not necessary. Go to step 3.

( (

( ( Y

(eeE E2E &) [Fre Frr 4 destination.
( (

( (

e &) (e Y3 If the destination is not stored in the address book, enter
III III C.] J33 333 t.]

the fax number with the numeric keys.

Il

(3), (5)
(8) Touch the [Sub Address] key.

"/" appears.

(4) Enter the sub-address with the numeric
keys.

(5) Touch the [Sub Address] key.
"/" appears.
(6) Enter the passcode with the numeric keys.

@ If a passcode has been omitted in the memory box of the other machine, (5) and (6) are not necessary.

Press the [START] key.

Scanning begins.
* If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

This function can be used in combination with a broadcast transmission or timer transmission. This function can also be
@ stored in a program.
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CHECKING FAXES RECEIVED BY F-CODE
CONFIDENTIAL RECEPTION

When an F-code confidential fax is sent to your machine, the fax is received to the memory box specified by the F-code.
To check received faxes, enter the print passcode.

The machine rings and the fax is

h | _~ Beep received.
i L I ] = ll

A beep sounds when reception ends.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][] keys to switch through the screens.

(3) Touch the [Memory Box] key.
I=" SPECIAL MODES (page 4-71)

Touch the [Data Check] key.

Memory Box [ Exit ]‘

Confidential
Reception

Data Store ] [ Data Check ] { Delete Data ] Data Check

Polling Memory

Touch the key of the memory box
containing the confidential fax.
= Q) exz A~ a) " " appears in the keys of memory boxes that have received

Memory Box - Confidential Reception (Q— Back ]|

[eox 5 &) [oox s er] ] = faxes. The keys of memory boxes that have not received faxes
[pox s ] [sox e ] @ are greyed out and cannot be selected.
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Enter the print passcode with the
numeric keys.

[~ As each digit is entered, "-" changes to "X ".

Enter PIN via the 10-key.

Take care to enter the correct print passcode. If you make a mistake, a message will appear and you will return to the
entry screen. You can touch the [Cancel] key to return to step 4.

Touch the [Image Check] key.
Press [Image Check] to check data.

srecs (print] to output daca. The content of the document can be viewed in the image check
screen. For information on the image check screen, see
"IMAGE CHECK SCREEN" (page 4-65).

([ comcer [ erine ] me(%] To print the document, touch the [Print] key.

=

@ * The confidential fax is automatically given priority in the print job queue.
* The fax is automatically cleared from the memory box after printing.
* If you forget the print passcode...

There is no way to check a forgotten passcode on the machine. Take care not to forget the passcode. In the event that you
forget the passcode or need to verify the passcode, contact your dealer or nearest authorised service representative.

System Settings (Administrator): Transaction Report Print Select Setting
You can specify whether or not a transmission report is printed when an F-code confidential fax is received.
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POLLING RECEPTION USING F-CODES

This function enables your machine to call another machine and initiate reception of a fax stored in an F-code memory
box (polling memory) in the other machine. During the polling operation, your machine must correctly specify the F-code
(sub-address and passcode) configured in the other machine or polling reception will not take place.

Transmission request (polling)
using an F-code

Sub-address: AAAAAAAA

The machine Passcode: XXXXXXXX
The other machine

— F-code polling memory box
> poling y

= |
— &—1/
— Transmission
— — Box name: BBBB
Sub-address: AAAAAAAA
Passcode: XXXXXXXX

@ * Verify the F-code (sub-address and passcode) of the memory box in the other machine before you perform F-code polling
reception.

* Do not place an original in the automatic document feeder or on the document glass when using this function.
» The receiving machine bears the phone charges of the transmission.

G 2 @ Select polling.
S = ! ] (1) Touch the [Special Modes] key.
I SPECIAL MODES (page 4-71)
&) e ) e (2) Touch the [3][#] keys to switch through the
=N (3) Touch the [Polling] key so that it is
- highlight.
(4) Touch the [OK] key.
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(") Enter the destination fax number.
(o mrs ) [@e e ) (1) Touch the [Address Book] key in the base
b | (20 ) (222 22 W - screen.
(ece cee &) [ooo oo g (2) Touch the one-touch key of the desired
| [ &) [rer zer t) destination.
naaress :Earch] (== D Y If the destination is not stored in the address book, enter
(Lsub naaress @y [111 111 &) [sar gz O the fax number with the numeric keys.

Sort Address

—

Freq. J[ ABCD J[ EFGH J ke || wwor || grstu || vkvz Jletc. |
nato Reception If the sub-address and passcode are stored in the one-touch

key, the following sub-steps are not necessary. Go to step 3.

(3), (5)

(8) Touch the [Sub Address] key.
"/" appears.

(4) Enter the sub-address with the numeric
keys.

(5) Touch the [Sub Address] key.
"/" appears.

(6) Enter the passcode with the numeric keys.

@ If a passcode has been omitted in the memory box of the other machine, (5) and (6) are not necessary.

Press the [START] key.

Your machine will call the other machine and initiate reception of the fax.

* Polling multiple machines (serial polling) is not possible.
@ * F-code polling reception can be used in combination with a timer setting. Only one polling reception operation with a timer
setting can be stored at a time.
I SENDING A FAX AT A SPECIFIED TIME (Timer) (page 4-79)

To cancel polling...
Touch the [Polling] key in the screen of step 1 so that it is not highlighted.
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POLLING MEMORY TRANSMISSION USING
F-CODES

When your machine receives a transmission request from another machine, this function sends a fax stored in an
F-code memory box (polling memory) in your machine to that machine. The other machine must correctly specify the
F-code configured in your machine or transmission will not take place.

The document to be transmitted must be scanned into an F-code polling memory box.

Transmission request (polling)
using an F-code

Sub-address: AAAAAAAA

\
The other [ Passcode:  XXXXXXXX The machine
machine

/ F-code polling memory box

Box name: BBBB
Sub-address: AAAAAAAA
Passcode: XXXXXXXX

Transmission

System Settings: F-Code Memory Box (page 7-105)
This is used to create memory boxes (polling memory) for F-code polling memory transmission.
A memory box name, sub-address, and passcode are programmed in each box.

SCANNING A DOCUMENT INTO A MEMORY BOX FOR
F-CODE POLLING TRANSMISSION

Follow these steps to scan a document into a memory box (polling memory) for F-code polling transmission.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the keys to switch through the screens.

(3) Touch the [Memory Box] key.
1" SPECIAL MODES (page 4-71)
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C = J Touch the [Data Store] key.
. Confidential
Polling Memory Reception
Data Store [ Data Check ] { Delete Data ] { Data Check ]
- = )| Touch the key of the F-code memory
polling box.
[Box 1 pm ] [on 2 ]
[Box 3 ] [Box 4 ] %
[Box 5 ] [Box 6 ]
[Box 7 ] [on 8 ] @
[Box 9 ] [Box 10 ]
[Box 11 ] [Box 12 ]
M () Specify the number of polling times.
| .
e o (1) Touch the key for the desired number of
times.
Touch the [Once] key if you want the document cleared
from memory after it is transmitted. Touch the [Unlimited]
oo key to allow polling an unlimited number of times.
[ onlimited ] (2) Touch the [OK] key.
T | Select image settings and special
[y temomy x| [ i s [l 3¢ s modes.
Standard
Q}Auto Reception
Fax Memory:100%
@ * A program, timer setting, transaction report, polling, verif. stamp and filing cannot be selected.
e To return to the screen of step 4, touch the [Memory Box List] key.
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Press the [START] key.
Scanning begins.
¢ If you inserted the original pages in the document feeder tray, all pages are scanned.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and

then touch the [Read-End] key.

To cancel scanning...
Press the [STOP] key () while the original is being scanned.

* |f other documents have already been stored in the memory box, the document is added to the previously stored

@ documents.

* The factory default setting for the number of polling times is "Once" (after the document is transmitted to the receiving
machine, it is automatically cleared).
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CHECKING THE DOCUMENT IN THE F-CODE MEMORY
POLLING BOX

You can check the document stored in the F-code memory polling box.

A document in a memory box cannot be printed while the document is being transmitted.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][] keys to switch through the screens.

(3) Touch the [Memory Box] key.
I=" SPECIAL MODES (page 4-71)

= ] Touch the [Data Check] key.

Confidential
Reception

Data Store ][ Data Check { Delete Data ] { Data Check ]

Hemory Box - Data Check = Touch the key of the F-code memory
polling box where the document you
=x N Q) fro ) wish to print is stored.
) )
] )
J )
J J
] )

Polling Memory

-

appears in keys that have documents stored.

SRS

Touch the [Image Check] key.

The content of the document can be viewed in the image check
screen. For information on the image check screen, see
"IMAGE CHECK SCREEN" (page 4-65).

(_camcer J [ prine ]@ﬁ:‘_kl To print the document, touch the [Print] key.
=/

Press [Image Check] to check data.
Press [Print] to output data.
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DELETING A DOCUMENT STORED FOR F-CODE
POLLING TRANSMISSION

When a document in an F-code memory polling box is no longer needed, follow the steps below to delete it.

A document in a memory box cannot be deleted while the document is being transmitted.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [+][] keys to switch through the screens.

(3) Touch the [Memory Box] key.
I=" SPECIAL MODES (page 4-71)

= J Touch the [Delete Data] key.
Polling Memory C?efci;eitoinal
I = . )| Touch the key of the F-code memory
polling box that has the document you
s A Q) [ror g wish to delete.
1 h. .
= <.:,7 Q) [eox ) - appears in keys that have documents stored.
[pox 5 ] [pox ]
[pox 7 ] [pox e | @
s 1= | (&
[pox 11 | [pox )
Touch the [Yes] key.
Delete the data in the memory box? * The document is deleted and you return to the screen of step 3.
Press [Image Check] to check data. . Pr|nt|ng W|” begm
You can touch the [Image Check] key to check the image in
[(tnage check J[ o ] ves the touch panel before deleting it. For information on the
image check screen, see "IMAGE CHECK SCREEN" (page
=/ .
4-65).
To cancel the deletion...
Touch the [No] key. You will return to the screen of step 3 without deleting the document.
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RELAY REQUEST TRANSMISSION USING
F-CODES

This function is used to send a fax to an F-code relay broadcast memory box in another machine and have that machine
relay the fax to multiple end receiving machines.

When the end receiving machines are far from your machine, sending the fax to a relay machine that is close to the end
receiving machines can help reduce phone charges. A relay request transmission can be used in combination with the
timer transmission function to further reduce phone costs.

I SENDING A FAX AT A SPECIFIED TIME (Timer) (page 4-79)

The fax is transmitted to

each of the end receiving

machines programmed in  End receiving
the F-code relay machines

Relay machine broadcast memory box. —

F-code relay broadcast .
Transmission

The machine memory box
o N N —_—
— > OO =FL
— = oo —FEE
— od —FF
1 0=
L —
Transmission specifying an F-code =F %
N 1 —F
Sub-addreSS: AAAAAAAA BOX name: BBBB
Passcode: XXXXXXXX Sub-address: AAAAAAAA
Passcode: XXXXXXXX

End receiving machines are
programmed in this box

* Verify the F-code (sub-address and passcode) and end receiving machines programmed in the relay broadcast memory
@ box in the relay machine before you perform an F-code relay request transmission.

* Before this function can be used, the end receiving machines must be programmed in the F-code relay broadcast memory
box in the relay machine.

* The end receiving machines do not need to support F-code communication.

e This function can be used in combination with a broadcast transmission or timer transmission. An F-code relay request
transmission can also be stored in a program.

* Your machine (the machine that requests a relay broadcast transmission) only bears the cost of sending the fax to the
relay machine. The relay machine bears the cost of sending the fax to each of the end receiving machines.

* When faxes forwarded using this function are printed at the forwarding destination, the date and time of reception cannot
be printed on the faxes. ("Receiving Date & Time Print" is disabled.)

System Settings: F-Code Memory Box (page 7-105)
This is used to create memory boxes for F-code relay broadcast transmission.
A memory box name, sub-address, passcode, and end receiving machines are programmed in each box.

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.
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(") Enter the destination fax number.
(o mrs ) [@e e ) (1) Touch the [Address Book] key in the base
» S ) (20 ) (oe 2e % - screen.
(ece cee &) [ooo oo g (2) Touch the one-touch key of the desired
| [ &) [rer zer t) destination.
naaress :Earch] (== D Y If the destination is not stored in the address book, enter
(Lsub naaress @y [111 111 &) [sar gz O the fax number with the numeric keys.

Sort Address

—

Freq. J[ ABCD J[ EFGH J ke || wwor || grstu || vikvz ||£J
m &huto Reception If the sub-address and passcode are stored in the one-touch
R key, the following sub-steps are not necessary. Go to step 3.

(3), (5)

(8) Touch the [Sub Address] key.
"/" appears.

(4) Enter the sub-address with the numeric
keys.

(5) Touch the [Sub Address] key.
"/" appears.

(6) Enter the passcode with the numeric keys.

@ If a passcode has been omitted in the memory box of the other machine, (5) and (6) are not necessary.

Press the [START] key.

Scanning begins.
* If you inserted the original pages in the document feeder tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan each page one page at a time.
When scanning finishes, place the next original and press the [START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

When the relay machine receives the fax, it will automatically transmit the fax to each of the end receiving machines
programmed in the memory box.

To cancel scanning...
Press the [STOP] key () while the original is being scanned.
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RELAY BROADCAST TRANSMISSION
USING F-CODES

When your machine receives an F-code relay request transmission, the fax is received to an F-code relay broadcast
memory box in your machine. Your machine then relays the fax to each of the end receiving machines programmed in
the memory box. Transmission to the end receiving machines takes place automatically.

The fax is transmitted to
each of the end receiving
machines programmedin  End receiving

the F-code relay machines
The machine broadcast memory box. —
F-code relay broadcast T o
The other memory box ransmission
machine
é Ny |—|
—FE > —F > oo =
— = —FE oo =
— — — 1A/} p—
— [ —F
q ) ’_z\ _
Transmission specifying an F-code =
\ 1 —
Sub-addreSS: AAAAAAAA BOX name: BBBB
Passcode: XXXXXXXX Sub-address: AAAAAAAA
Passcode: XXXXXXXX

End receiving machines are
programmed in this box

@ * Prior to the operation, inform the requesting party of the sub-address and passcode of the relay broadcast memory box in
your machine.

* Program the end receiving machines in the F-code relay broadcast memory box when you create the box in your machine.
I=" CREATING MEMORY BOXES IN THE MACHINE FOR F-CODE COMMUNICATION (page 4-110)

* The end receiving machines do not need to support F-code communication.

* The machine that requests a relay broadcast transmission only bears the cost of sending the fax to your machine (the relay
machine). Your machine bears the cost of sending the fax to each of the end receiving machines.

* When faxes forwarded using this function are printed at the forwarding destination, the date and time of reception cannot
be printed on the faxes. ("Receiving Date & Time Print" is disabled.)
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USING AN EXTENSION PHONE

This section explains how to use an extension phone to make voice calls and receive a fax after talking with the other
party.

CONNECTING AND USING AN EXISTING
PHONE (Extension Phone Connection)

You can connect an existing extension phone to the machine.
The phone can be used for voice calls and to start fax reception on the machine.
As an example, you can make a phone call using the existing phone, speak to the other party, and then press the

[START] key to fax an original that has been placed to that party. You can also press the [START] key when an original
is not placed to receive a fax.

Connect the extension phone as shown below.

Extension phone socket

Existing extension
phone (example)

Attach the provided core to Make sure you hear a "click"

your extension telephone cord sound indicating that the
and then connect the cord to cord is securely connected.
the machine.

@ * Connect an extension phone that has a modular socket. Use standard phone line cable to connect the phone. If other than
a standard phone line cable is used, the connection may not work correctly.

* |If the plug on the telephone line cord does not fit into the socket on your extension phone, contact your dealer or nearest
authorised service representative.
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RECEIVING A FAX AFTER ANSWERING A CALL ON
THE EXTENSION PHONE (Remote Reception)

Follow the steps below if you need to start fax reception after answering a call and speaking on the extension phone.
If you are on a pulse-dial (rotary) line, set the extension phone to issue tone signals.

When you hear ringing, answer the call
on the extension phone.

Signal the machine to start fax
reception.
Press @ @ @ on the keypad of the extension phone.

Replace the extension phone.

The machine sounds a beep when reception ends.

If the extension phone is still lifted when fax transmission ends, an alarm signal will sound and a message will appear in the
touch panel. The alarm and message will stop when the extension phone is replaced.

» System Settings: Receive Setting (page 7-107)
To use remote fax reception, set this setting to "Manual Reception”.

» System Settings (Administrator): Remote Reception Number Setting
This is used to change the number used for remote fax reception. The factory default setting is "5".

MAKING AND RECEIVING PHONE CALLS

You can make and receive calls like nhormal on your extension phone. A phone call can also be made by dialling on the
machine.
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CHECKING THE STATUS OF FAX

JOBS

This section explains how to check the status of reserved transmission jobs and received faxes.

JOB STATUS SCREEN

The job status screen is displayed when the [JOB STATUS] key on the operation panel is pressed. The job status
screen shows the status of jobs by mode. When the [JOB STATUS] key is pressed, the job status screen of the mode
that was being used before the key was pressed appears.

Reserved transmissions and received faxes are referred to as jobs here.

Example: Pressing the key in fax mode

JOB STATUS

L)

[é Print Job IE’:—J Scan to I'.E Fax Job I@Internet Fax]

Address

1 Broadcast0001

Set Time Pages Status

10:00 04/01 020/003 Connecting

2 & 0123456789 10:05 04/01 000/004 Waiting

Jcb 1 ue
Complete

[S 7 AAA ama
[4 %" BBB BBB

[5 ,m Broadcast

10:22 04/01 000/004 Waiting ]

10:30 04/01 000/010 Waiting

10:33 04/01 000/010 Waiting ]

Stop/Delete I

status screen.

The job status display is in the lower left corner of the touch panel. The job status display can be touched to display the job

[ Scan r Internet Fax [ Fax [ USB Mem. Scan r PC Scan

|

Send:

[ P address Eook] {m Scan:

[ Exposure ]
m M Standard
Address Review M

m

Direct TX ]

®4Auto Reception
Fax Memory:100%
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JOB QUEUE SCREEN AND COMPLETED JOB SCREEN

The job status screen consists of two screens: the job queue screen, which shows reserved jobs and the job currently in
progress, and the completed jobs screen. To switch between the two screens, touch the job status screen selector key
((2) below).

Job queue screen

M

& print Job l@ Scan to | & Fax Job l@lntemet Fax“

[oob ouece |
)
complete |

1 ﬂ Broadcast0001

10:00 04/01 020/003 Connecting

2 %" 0123456789 10:05 04/01 000/004 Waiting 1

1

3 & nma ann 10:22 04/01 000/004 Waiting

4 % BBB BBEB

10:30 04/01 000/010 Waiting ]

5 4 Broadcast 10:33 04/01 000/010 Waiting

Detail @ (3)

Priority (@ (4)

Stop/Deletell— (5)

(1)

)

©)

4

(5)

|
(6)

Mode select tabs

Use these tabs to select the job status screen of each
mode.

Job status screen selector key

Touch this key to switch between the job queue screen
and the completed jobs screen.

Job queue screen [Detail] key

This shows detailed information on a broadcast

transmission or serial polling job that is reserved or in

progress. Select the key of the desired job in the job

queue screen (6) and then touch the [Detail] key.

I CHECKING A RESERVED JOB OR THE JOB IN
PROGRESS (page 4-132)

[Priority] key
Touch this key to give priority to a selected job.
I GIVING PRIORITY TO A RESERVED FAX JOB
(page 4-135)

[Stop/Delete] key

Touch this key to stop or delete a selected job.
I CANCELLING A FAX IN PROGRESS OR A
RESERVED FAX (page 4-134)

<=

Completed job screen

1)

B print Job I@ Scan to

g rax Job I@Internet Fax|]

Address Start Time Pages  Status

I _,,m' Broadcast0001

10:00 04/01 010/003 NG000000

[ _,.m' Broadcast0002

10:05 04/01 001/001 Send OK

I Job Queue l
& @ (2)
] 1
1
¢} cce cee 10:22 04/01 004/004 Send OK

& 0123456789 10:30 04/01 010/010 Send OK

B
3 = )

e

6)

@)

®)

©)
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Job queue screen

Jobs are shown as keys in the order they were reserved.
Each key shows information on a job and its current
status.

I Job key display (page 4-129)

Completed jobs screen [Detail] key

This shows detailed information on the results of
completed broadcast transmission jobs, completed serial
polling jobs, and completed jobs that used the document
filing function. Select the key of the desired job in the
completed jobs screen (9) and then touch the [Detail]
key.

From the details screen, it is possible to resend the fax to
destinations to which transmission was not successful.
I CHECKING COMPLETED JOBS (page 4-133)

[Call] key

Touch this key to retrieve and use a transmission or
reception job that was stored using the document filing
function.

Completed jobs screen

This shows up to 99 completed transmission/reception
jobs. A description of each job and the result (status) are
shown.

Broadcast transmission jobs, serial polling jobs, received
fax forwarding jobs, and transmission/reception jobs that
used the document filing function are indicated as keys.
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Job key display

The following information is shown in the job queue keys and completed job keys that appear in the job status screen.

1

()

@)

FACSIMILE

(1) (2) (3)

Indicates the number (position) of the job in the job
queue.

When the job currently being transmitted is finished, each
job moves up one position in the job queue.

This number does not appear in keys in the completed
jobs screen.

Mode icon

This indicates the type of job. In the completed jobs
screen, a colour bar indicating black & white will appear
next to the icon. (However, the colour bar icon does not
appear in the key of a job that used document filing or in
the key of a transmission/reception job that was
cancelled.)

Icon Job type

Fax transmission

n.ﬂ

Fax reception

Broadcast transmission, Serial polling
or Inbound routing

PC-Fax transmission

.?'

Name of other party

For a transmission, the name or fax number of the
destination. For a reception, the fax number of the
sending party.

In the case of a broadcast transmission or serial polling
operation, "Broadcast" or "Multi Polling" appears together
with a broadcast control number (4-digits).

=

@
@

®)

6)

4-129

——

(5)

lBL | |—|10:22 O4/01|&/004Wa'ting I

—

(6)

Time reserved / Time started

In the job queue screen, the date and time the job was
reserved. In the completed jobs screen, the date and
time the job was started.

Number of pages

Shows the number of pages transmitted / total number of

original pages.

Status

Shows the job status.

¢ Job in progress

Message Status
"Connecting" Connecting
"Sending" Sending
"Receiving" Receiving
“Tel" Speaking with the other party using
an extension phone
"Stopped" The job has been stopped.
"Error" An error occurred while the job was

being executed.

* Job waiting to be executed

Message Status

"Waiting" The job is waiting to be executed.

"Retry Mode" The job is being re-attempted due
to a communication error or other
problem.

The day and Timer transmission job (the

time are specified time is displayed)

displayed.
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e Completed job

Message Status

"Send OK" Transmission completed.

“In Memory" Reception completed but the fax
has not been printed.

"Received" Printed received fax data.

"Forward OK" | The received fax has been
forwarded.

"Stopped" The job was stopped.

“Delete" Deleted received data in the image
check screen.

"Number of Completion of a broadcast

successful transmission, serial polling or

transmission
destinations /
Total
destinations
OK"

inbound routing operation.

If transmission to 3 destinations
was successful out of a total of 5,
"003/005" will appear.

“No An error occurred because there

response" was no response from the
destination.

"Busy" An error occurred because the
other party was busy.

"Reject A fax was sent from a party that

Reception" has been blocked by the anti junk
fax function.

"NGxxxxxx" Transmission/reception was not
successful because a
communication error occurred (a
6-digit error code appears in
XXXXXX.)

"Error" An error occurred while the job was

being executed.
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OPERATION WHEN A JOB IN THE JOB QUEUE IS
COMPLETED

When a normal transmission job is completed, it moves to the completed jobs screen and "Send OK" appears in the
status column.

Received faxes, timer transmission jobs, retry jobs, and forwarding jobs are handled in the job status screen as
explained below.

Fax reception jobs

While a fax is being received, "Receiving" appears in the job queue screen.
When reception is completed, the job moves to the completed jobs screen and "In Memory" appears.
After the fax is printed, the status changes to "Printed".

Timer transmission jobs

A timer transmission job appears at the bottom of the job queue screen until the specified time arrives.
When the specified time arrives, the job is executed. If another job is in progress, the timer job is started when the other
job is completed.

Retry jobs

A retry job appears at the bottom of the job queue screen. When the set retry interval elapses, the job is executed. If
there are jobs reserved ahead of the retry job, the retry job is reserved at the bottom of the job queue and executed
when its turn arrives.

Fax reception jobs when Inbound Routing is enabled

When Inbound Routing is enabled in the Web pages, fax reception jobs are handled as follows depending on the print
setting.
=" FORWARDING RECEIVED FAXES TO A NETWORK ADDRESS (Inbound Routing Settings) (page 4-67)
* Received fax is not printed
"Receiving" appears in the job queue screen while the fax is being received. When reception is completed, the job
moves to the job queue of the job status screen of scan mode.
* Received fax is printed
When reception is completed, the job moves to the completed jobs screen and "In Memory" appears. After the fax is
printed, "Printed" appears. The job being sent is added to the job status screen of scan mode. When forwarding is
finished, "Forward OK" appears.
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CHECKING A RESERVED JOB OR THE JOB IN
PROGRESS

The detailed contents of a broadcast transmission or serial polling job can be displayed. Select (touch) the key of the job
that you wish to check and touch the [Detail] key. The job details screen will appear (see below).

Detail ( oK ]|

& Broadcastoool Progress: 050/100

=" Fax No. : 0123456789

" Name: . ARA ARAR

* Number : 050 = Pages: 005/010

Fax Connecting l Fax Waiting l Failed l All Destinations I

The job name and progress (number of completed destinations / total destinations) appear at the top of the screen.
Touch a tab to display the information that appears on that tab. The following information appears on each tab.

Tab name Information displayed

Fax Connecting Information on the current destination appears.

Fax No.: The fax number of the destination.

Name: The name of the destination.

Number: The broadcast control number (3-digits).

Pages: Number of pages completed / total number of pages

Fax Waiting This shows information on the destinations that are waiting. A broadcast control
number (3-digits) appears in front of each destination.

Address: The name of the other destination.

Status: The status of communication.

Failed This shows information on destinations for which communication failed. A broadcast
control number (3-digits) appears in front of each destination.

Address: The name or fax number of each destination.

Start Time: The time when communication began.

Status: The status of communication.

All Destinations This shows all destinations specified in the job. A broadcast control number (3-digits)
appears in front of each destination.

Address: The name or fax number of the destination.

Start time: The time at which communication began.

Status: The status of communication.
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CHECKING COMPLETED JOBS

You can check a list of the destinations, the destinations for which transmission failed, and other detailed information on
completed broadcast transmission jobs, received fax forwarding jobs, serial polling jobs, and jobs that used document
filing. Touch the key of the desired job in the completed jobs screen and touch the [Detail] key. The job detail screen

(see below) will appear.

Detail

& sroadcastooor

002 ‘: DDD DDD 10:01 04/01 NG000000

010 &' EEE EEE 10:10 04/01  NG00000O

adaress Start Tine status

I

File l Failed I All Destinations I

The job name appears at the top of the job detail screen.
To view details on the job, touch one of the tabs. The following information appears on each tab.

Tab name Information displayed
File Information on a transmission/reception that used document filing.
To retrieve the file and use it, touch the [Call] key.
Failed This shows information on destinations for which communication failed. A broadcast

control number (3-digits) appears in front of each destination.
Address: The name or fax number of each destination.
Start time: Time at which communication began.
Status: Description of failure (error)
The [Retry] key can be touched to re-attempt transmission to that destination.*

All Destinations

Shows all addresses specified in the job. A broadcast control number (3-digits)
appears in front of each destination.

Address: The name or fax number of each destination.

Start time: Time at which communication began.

Status: Communication result
The [Retry] key can be touched to transmit to all destinations again.*

* Recalling is not possible for a broadcast transmission that includes a Scan to FTP address, Scan to Network Folder

address, or Scan to Desktop address.
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CANCELLING A FAX IN PROGRESS OR A
RESERVED FAX

Follow the steps below to cancel a fax transmission that is in progress or a reserved fax job.

JOB STATUS Press the [JOB STATUS] key.

L)

[é Print Job I@ Scan to I\D Fax Job I@Internet Fax] Select the faX iOb that yOU WiSh tO
[1 £ ;i;:i;;st Z;:o;:;;/o1 ;;;;;03 ;;r;x;;;ting ] MI cancel'
[2 & 0123456789 10:05 04/01 000/004 Waiting ] _1 Comp‘lete (1) Touch the key Of the fax ]Ob to be Cance"ed-
3 ¢ ama ama 10:22 04/01 000/004 Waiting
/ (2) Touch the [Stop/Delete] key.
5 # Broadcast 10:33 04/01 000/010 Waiting
Detail I
Priority I
1 seep/gsiess)
1 1
(1) ()
Touch the [Yes] key.
& Delete the job?
€' BBB BEB 10:30 04/01
No Yes

@ If you do not wish to cancel the selected fax job...
Touch the [NO] key.

Printing of received faxes and forwarding jobs set using "Inbound Routing Settings" cannot be cancelled.
I FORWARDING RECEIVED FAXES TO A NETWORK ADDRESS (Inbound Routing Settings) (page 4-67)
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GIVING PRIORITY TO A RESERVED FAX

JOB

When multiple jobs are waiting to be transmitted, the jobs are normally transmitted in the order they were reserved.
If you need to give priority to a job and send it ahead of the other jobs, follow the steps below.

JOB STATUS

L)

Press the [JOB STATUS] key.

[é Print Job IE’—I Scan to I‘G Fax Job I@Internet Fax]

Address Set Time  Pages  Status
[1 & Broadcast 10:00 04/01 020/003 Connecting ]
a
+
[2 & 0123456789 10:05 04/01 000/004 Waiting ] 1 Complete

3 & nma aAn 10:22 04/01 000/004 Waiting I *
5 M Broadcast 10:33 04/01 000/010 Waiting ]

Priority @n

Stop/Delete

1

)

Select the fax job to which you wish to
give priority.
(1) Touch the key of the desired job.

(2) Touch the [Priority] key.

The selected job moves up to the position immediately
following the job in progress. The job will be executed
when the job in progress is completed.

If the job in progress is a broadcast transmission job or a serial polling job, the priority job will be transmitted between
destinations of the broadcast transmission or serial polling job. However, if the priority job is a broadcast transmission job or
a serial polling job, it will be executed after the current job is completed.
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CHECKING THE ACTIVITY LOG
(Image Sending Activity Report)

IMAGE SENDING ACTIVITY REPORT

You can have the machine print a log of recent image sending activity (date, name of other party, time required, result,
etc.). The Image Sending Activity Report contains useful information such as the types of errors that occurred.

The most recent 200 transactions are included in the report.
You can have the machine print the Image Sending Activity Report each time the number of transactions reaches 201,

or at a specified time (once a day only).

@ The contents of the Image Sending Activity Report are erased when the report is printed, and thus it cannot be reprinted.

System Settings (Administrator): Activity Report Print Select Setting
This is used to set the conditions for printing activity reports. The factory default setting is not to print.
The Image Sending Activity Report can be set to print each time the number of transactions reaches 201, or at a specified

time (once a day only).
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INFORMATION APPEARING IN THE RESULT COLUMN

Error types and other information are printed in the result column of transaction and activity reports. When a transaction
report or activity report is printed, check the result of the transaction in the result column and take action as needed.

Examples of messages that are printed in the result column

Message Explanation
OK The transaction was completed normally.
G3 Communication took place in G3 mode.
ECM Communication took place in G3 ECM mode.
SG3 Communication took place in Super G3 mode.
Forwarding The received data was forwarded.

NO RESPONSE

No response from the receiving party.

BUSY Transmission was not possible because the other party was already using the line.
CANCEL The transmission was cancelled while in progress.

MEMORY OVER The memory became full during quick on-line transmission.

MEM.FULL The memory became full during reception.

LENGTH OVER

The transmitted fax was over 1.5 m (59") long and therefore could not be received.

ORIGINAL ERROR

Direct transmission or manual transmission was not successful because a misfeed occurred.

PASS# NG The connection was broken because the polling passcode was not correct.
NO RX POLL The machine that was polled does not have a polling function.
RX POLL FAIL The other machine refused the polling operation, or your machine broke the connection when

polled because no data was in memory.

NO F-CODE POLL

The other machine refused an F-code polling operation, or your machine broke the connection
when polled because no data was in its F-code memory polling box.

RX POLL# NG

The connection was broken because the sub-address for F-code polling memory was not valid.

F POLL PASS# NG

The connection was broken because the passcode for F-code polling memory was not valid.

BOX NO. NG Your machine broke the connection because the specified sub-address for an F-code memory
box does not exist.
F PASS# NG Your machine broke the connection because the other machine sent an incorrect passcode for

F-code communication.

RX NO F-CODE POLL

F-code polling was attempted, however, the other machine did not have an F-code polling memory box.

NO F FUNC F-code communication was attempted, however, the other machine does not support F-code
communication.
NO F-CODE F-code communication was refused by the other machine because of an incorrect sub-address or

other reason.

M. BOX: [xxxxxx]
XKk ok ok X

Data was received to a confidential or relay broadcast memory box, or data was sent from a
memory polling box.

The name of the memory box appears in [xxxxxx], and the type of F-code operation (relay request
reception, polling memory transmission, or confidential reception) appears in X % X X X .

FAIL xx (xxxx)

The transaction failed due to a communication error.
First 2 digits of communication error number: Error code from 00 to 99.
Last 4 digits of communication error number: Code for use by service technicians.

REJECTED

A fax was sent from a party from which reception is blocked.

4-137
Contents




FACSIMILE

FACSIMILE SPECIFICATIONS

Model MX-FXX2

Applicable telephone line Public switched telephone network, PBX

Scanning resolution 8 x 3.85 lines/mm (Standard), 8 x 7.7 lines/mm (Fine, Fine-Halftone), 8 x 15.4 lines/mm (Super
(supports ITU-T standards) | Fine, Super Fine - Halftone), 16 x 15.4 lines/mm (Ultra Fine, Ultra Fine - Halftone)
Transmission speed 33.6 kbps down to 2.4 kbps Automatic fallback

Compression method MH /MR /MMR / JBIG

Super G3, G3 (the machine can only send faxes to and receive faxes from machines that support
G3 or Super G3)

AB sizes: A3, B4, A4, A4R, B5, B5R, A5, 216 mm x 340 mm, 216 mm x 343 mm

Inch sizes: 11" x 17", 8-1/2" x 14", 8-1/2" x 13-2/5", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R,
Input document size 5-1/2" x 8-1/2"

Long originals (max. width 11-45/64" (297 mm) x max. length 39-23/64" (1000 mm) can be
transmitted using the automatic document feeder. Scanning one side is possible.)

A3, B4, A4, A4R, B5, B5R, A5R (11" x 17", 8-1/2" x 14", 8-1/2" x 13-2/5", 8-1/2" x 13", 8-1/2" x 11",
8-1/2" x 11"R, 5-1/2" x 8-1/2"R)

Approx. 2 seconds (Super G3 mode/33.6 kbps, JBIG)
Approx. 6 seconds (G3 ECM mode/14.4 kbps)

Transmission modes

Paper sizes

Transmission time *1

Power supply Supplied from the machine
Dimensions 192 mm (W) x 52 mm (D) x 215 mm (H) (7-9/16" (W) x 2-3/64" (D) x 8-15/32" (H))
Weight Approx. 1.0 kg (2.2 Ibs.)

Extension telephone connection Possible (1 telephone)

Number of one-touch keys for storing Maximum number of keys: 1000

destinations™

Number of destinations that can be stored ina | Maximum number of destinations in one group

group (1 key)"2 (1 key): 500
Remarks Timer transmission Yes
Program function Yes (48 programs)
F-code transmission Supported (SUB/SEP (sub-address) and

SID/PWD (passcode) signals can be
transmitted / received)

Image memory 8 MB standard

*1 Transmission speed is for an A4 or 8-1/2" x 11" document with approximately 700 characters at standard resolution
(8 x 3.85 lines/mm) sent in high speed mode (33.6 kbps (JBIG) or 14.4 kbps). This is only the time required to
transmit the image information; the time required to send protocol signals is not included. Actual transmission times
will vary depending on the contents of the document, the receiving machine type, and telephone line conditions.

*2 Total number of all destinations (Scan to E-mail, Scan to FTP, Scan to Desktop, Scan to Network folder, Internet
Fax, Fax and Group)
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CHAPTER 5

SCANNER/INTERNET FAX

This chapter provides detailed explanations of the procedures for using the scanner function and the Internet fax function.
To use the network scanner function, the network scanner function must be available.
To use the Internet fax function, the internet fax function must be available.

BEFORE USING THE MACHINE AS A

NETWORK SCANNER

NETWORK SCANNER FUNCTION............. 5-3
PREPARATIONS FOR USE AS A NETWORK
SCANNER ...ttt i eaaeas 5-5
* MAKE SURE THE MAIN POWER SWITCH
ISINTHE "ON"POSITION . ............... 5-5
* CHECKING THEDATEAND TIME .. ........ 5-5
* STORING SENDER INFORMATION. .. ... ... 5-5
* SETTINGS REQUIRED IN THE WEB
PAGES. ... ... ... ... . 5-6
* STORING DESTINATION ADDRESSES
FOR EACH SCAN MODE IN THE
ADDRESSBOOK. . ... ... ... ... .. ... 5-6
* STORING A DESTINATION FOR SCAN
TODESKTOP ...... ... .. 5-7
* BEFORE SENDING TO A DIRECT SMTP
ADDRESS ...... ... ... . 5-8
BASESCREEN ...........cciiiiiiiiinnnns 5-9
* ADDRESS BOOK SCREEN. .............. 5-12
* CHANGING THE DISPLAY OF
ONE-TOUCH KEYS IN THE ADDRESS
BOOKSCREEN............ ... ... ... 5-13
SCANSEND SEQUENCE ................... 5-15
ORIGINALSIZES.........ciiiiiiiiiinenens 5-17
* TRANSMITTABLE ORIGINAL SIZES ....... 5-17
* THE SIZE OF THE PLACED ORIGINAL . . . .. 5-17

ENTERING DESTINATIONS

RETRIEVING A DESTINATION FROM THE

ADDRESSBOOK.............ccviviiinnnns 5-18
* RETRIEVING A DESTINATION. .. ......... 5-19
* CHECKING AND DELETING THE
SELECTED DESTINATIONS. . ............ 5-20
USING A SEARCH NUMBER TO RETRIEVE
ADESTINATION ...... ... 5-21
ENTERING AN ADDRESS MANUALLY ........ 5-22
* SPECIFYING A NETWORK FOLDER.. . . . ... 5-23

USB memory mode can be used without installing a peripheral device.

RETRIEVING A DESTINATION FROM A
GLOBAL ADDRESSBOOK. .........cvuvurnn

USING THE RESEND FUNCTION

TRANSMITTING AN IMAGE

SENDING AN IMAGE IN SCAN MODE......... 5-28
* CHANGING THE SUBJECT, FILE NAME,
REPLY-TO, AND BODY TEXT............. 5-32
SENDING AN IMAGE IN USB MEMORY
MODE . ......c ittt iia e tnennnnnns 5-35
* SPECIFY THE FOLDER IN WHICH THE
FILEWILLBE STORED. ................. 5-39
*ENTERING AFILENAME ................ 5-40
SENDING A FAX IN INTERNET FAX MODE. .... 5-41
* CHANGING THE SUBJECT, FILE NAME,
ANDBODY TEXT. . ...t 5-44
SENDING THE SAME IMAGE TO MULTIPLE
DESTINATIONS (Broadcast Transmission) . ... 5-47
* BROADCAST TRANSMISSIONS THAT
INCLUDE INTERNET FAX
DESTINATIONS. . ...... ... ... .. 5-50
SENDING AN INTERNET FAX FROM A
COMPUTER (PC-I-Fax) . .......ccovvinvnnnnn. 5-52
IMAGESETTINGS .........ciiiiiiiiinnen 5-53
* AUTOMATICALLY SCANNING BOTH
SIDES OF AN ORIGINAL (2-Sided
Original) ......... 5-54
* SPECIFYING THE ORIGINAL SCAN SIZE
AND SEND SIZE (Enlarge/Reduce). . ... .... 5-55
* CHANGING THE EXPOSURE AND
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BEFORE USING THE MACHINE AS A

NETWORK SCANNER

This section provides information that you should know before using the machine as a network scanner.

NETWORK SCANNER FUNCTION

The network scanner function of the machine can be used to scan an original, create an image file, and send the file
over a network to a computer, FTP server, or other destination. Scanning is also possible from your computer using a
TWAIN-compliant application.

The network scanner function provides the following scanning modes.

Scan modes

To use scanner mode, the network scanner expansion kit must be installed.
=" SENDING AN IMAGE IN SCAN MODE (page 5-28)

Scan to E-mail

The scanned file is sent to an e-mail address.

Scan to FTP

The scanned file is sent to a specified directory of an FTP server.

When the file is sent, it is also possible to send an e-mail to a previously stored e-mail
address to inform the recipient of the location of the file. (This is called "Scan to FTP
(Hyperlink)".)

Scan to Desktop

The scanned file is sent to a specified folder on your computer.

To use Scan to Desktop, software must be installed from the "Sharpdesk/Network Scanner
Utilities" CD-ROM that accompanies the machine. For the system requirements of the
software, see the manual (PDF format) or the Readme file on the CD-ROM. For the
procedures for installing the software, see the "Sharpdesk Installation Guide".

Scan to Network Folder

The scanned file is sent to a Network Folder on a Windows computer on the same network
as the machine.

Contents
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USB memory mode
15° SENDING AN IMAGE IN USB MEMORY MODE (page 5-35)

USB Memory Scan

The scanned file is sent to and stored in a USB memory device connected to the machine.

Internet fax mode

To use the Internet fax function, the Internet fax expansion kit must be installed.
=" SENDING A FAX IN INTERNET FAX MODE (page 5-41)

Internet fax transmission

The scanned file is sent as an Internet fax. Reception of Internet faxes is also possible.
The machine supports Direct SMTP, which lets you directly send Internet faxes within your
company without using a mail server.

PC scan mode
=" SCANNING FROM A COMPUTER (PC Scan Mode) (page 5-121)

PC Scan

A TWAIN-compliant application on a computer connected to the same network as the
machine is used to scan a document or image.

To use PC Scan, the scanner driver must be installed from the "Software CD-ROM" that
accompanies the machine.

Operating systems that can be used are Windows 2000/XP/Server 2003/Vista/

Server 2008/7.

Data entry mode

The application integration module is required to use the metadata transmission function.
5" METADATA DELIVERY (page 5-127)

Metadata delivery

The application integration module can be combined with the network scanner function to append a metadata* file to a
scanned image file. (This is called metadata delivery.)

Information entered using the touch panel or automatically generated by the machine can be sent to a directory on an
FTP server or an application on a computer as a metadata file in XML format.

* Metadata is information about a file, how it is to be processed, and its relation to other objects.

5-4
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PREPARATIONS FOR USE AS A NETWORK
SCANNER

MAKE SURE THE MAIN POWER SWITCH IS IN THE
"ON" POSITION

The main power is "on" when the main power indicator on the right side of the operation panel is lit.

If the main power indicator is not lit, the main power is "off". Switch the main power switch to the "on" position and press
the [POWER] key ((®)) on the operation panel.

If the Internet fax function will be used, and in particular if reception or timer transmission will take place at night, always
keep the main power switch in the "on" position.

When the [POWER SAVE] key (@) indicator light is blinking, the machine is in auto power shut-off mode. If the [POWER
@ SAVE] key (@) is pressed when the indicator is blinking, the indicator will turn off and the machine will return to the ready
state after a brief interval.

2000 | o €
S0 @ O

ololale J

©)

[POWER SAVE] key/indicator

CHECKING THE DATE AND TIME

Verify that the correct date and time are set in the machine.

The date and time are set in the system settings of the machine. When the [SYSTEM SETTINGS] key is pressed, the
system settings menu screen appears on the touch panel. Select [Default Settings], [Clock], and [Clock Adjust], and set
the year, month, day, hour, and minute.

@ If "Disabling of Clock Adjustment" has been enabled in the system settings (administrator), the date and time cannot be set.

STORING SENDER INFORMATION

Be sure to configure this information, as it is required for communication.

Before using Scan to E-mail

Store a default sender name in "Sender Name" and a reply e-mail address in "Reply E-mail Address". These will be
used when a sender is not selected.

System Settings (Administrator): Default Sender Set
This is used to store the sender name and e-mail address that is used when a sender is not selected.

Before using Internet fax
Store a sender name in "Sender Name" and a sender Internet fax address in "Own Address".

System Settings (Administrator): Sender Data Registration
Use this setting to program the sender name and sender address.

5-5
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SETTINGS REQUIRED IN THE WEB PAGES

To use scan mode and Internet fax mode, the basic network scanner settings, server settings such SMTP and DNS
server settings, and sender addresses must be configured in the Web pages.

* Server settings
To configure server settings, click [Network Settings] and then [Services Settings] in the Web page menu.
(Administrator rights are required.)

* Basic network scanner settings
To configure network scanner settings, click [Application Settings] and then [Network Scanner Settings] in the Web
page menu. (Administrator rights are required.)

¢ Internet fax settings
To configure the network scanner settings, click [Application Settings] and then [Internet Fax Settings] in the Web
page menu. (Administrator rights are required.)

STORING DESTINATION ADDRESSES FOR EACH
SCAN MODE IN THE ADDRESS BOOK

To use Scan to FTP or Scan to Desktop, the destination must be stored in the address book. For Scan to E-mail,
Internet Fax, and Scan to Network Folder, the destination can be directly entered or looked up in a global address book
at the time of transmission, however, the procedure is simpler when the destination is stored in the address book. Store
each type of destination as explained below.

Types of transmission in scanner mode

*Scan to FTP: Click [Address Book] in the Web page menu and then click the [Add] button. Select [FTP] in
[Address Type] and store an address.

* Scan to Network Folder: Click [Address Book] in the Web page menu and then click the [Add] button. Select [Network
Folder] in [Address Type] and store an address.

* Scan to E-mail: Click [Address Book] in the Web page menu and then click the [Add] button. Select [E-mail]
in [Address Type] and store an address. Addresses can also be stored in the system
settings.

* Scan to Desktop: See "STORING A DESTINATION FOR SCAN TO DESKTOP" (page 5-7). Scan to Desktop

destinations can also be stored in the Web pages. Click [Address Book] in the Web page
menu and then click the [Add] button. Select [Desktop] in [Address Type] and store an
address.

A total of 1000 addresses can be stored. Among these, a combined maximum of 200 Scan to Network Folder, Scan to FTP,
@ and Scan to Desktop addresses can be stored.

Transmission in Internet fax mode:
Click [Address Book] in the Web page menu and then click the [Add] button. Select [Internet
Fax] or [Direct SMTP] for the [Address Type], and store the address. Addresses can also be
stored in the system settings.

System Settings: Address Book (page 7-17)
This is used to store destination addresses for Scan to E-mail and Internet fax.

5-6
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STORING A DESTINATION FOR SCAN TO DESKTOP

To store your computer in the machine as a destination for Scan to Desktop, Network Scanner Tool must be installed
from the "Sharpdesk/Network Scanner Utilities" CD-ROM that accompanies the machine. To scan an image to your
computer, Network Scanner Tool must be running on your computer.

INSTALLING NETWORK SCANNER TOOL

To install Network Scanner Tool, see the "Sharpdesk Installation Guide" that accompanies the machine. When a
standard installation is performed, Network Scanner Tool is installed with Sharpdesk.

When you restart your computer after installing Network Scanner Tool, the Setup Wizard will start automatically. Follow
this wizard to set up Network Scanner Tool. This will store your computer in the machine as a destination for Scan to
Desktop. The stored destination will be displayed as a one-touch key in the address book screen.

The following window appears while Network Scanner Tool is being set up. The item selected in "My Profiles" (C) will be
the name of the one-touch key.

1 Network Scanner Tool Setup &J Scan I Internet Fax [ Fax [ USB Mem. Scan [ PC Scan I
Prefocto Profile Name
Enter a short prefix (e.g. name, inftials) that will help you H -
E: Aut.
identify your Profiles from the scanner front panel 1‘ Xposure S
Send Settings 200X200dpi
[paaress review & e e
Prefix
‘Comp (A) EF

Initial
C (B) Preview

[l

[ sy M P15 ] [lg.n ] [E,:J: J
» Condition
< Back Next > | Cancel | Help | Settings | [AAA ABR E] [AAA BEB ‘?] i
[ﬁ‘ —
_ Comp-DESKTOP ] [AAA cce E] ’
% Metwork Scanner Tool Setup &-’J [Address Entry] [AAA DDD ‘.] [AAA EEE 9]
Addrgizb;iarch [AAA FEE E] [AAA Gce @]
Profile Selection
[AAA HHH E] [AAA 111 L]

Add profiles you want to use into "My Profiles” list. Click
4

profile o see a more complete description below.

SosEREcEES Freq. IDBCU EFGH | IJKL | MNOP | QRSTUI VWXYZ |&J
Available Profiles: Iy Profiles: (c) Preview I E]
- |

[ [

Comp-OCR £

Comp-FOLDER

<< Remove
Rename Profile
Profile Description 2 |
Delivers a scanned document to your Shampdesk Desktop folder. (D)
J

<Back Next > Cancel | Help |

The profile name is determined by the combination of the text entered in "Prefix" (A) and the profile™.
The one-touch key is assigned to an index tab in the address book screen based on the text entered in "Initial" (B).
* This defines how an image sent to your computer is processed. For more information, see profile explanation (D).

ADDING DESTINATIONS

For the number of computers that can be stored in the machine as destinations of Scan to Desktop, see the number of
licences indicated in the "Sharpdesk Installation Guide". To store more destinations, a licence kit is required. Store Scan
to Desktop destinations by installing Network Scanner Tool on each computer.

5-7
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BEFORE SENDING TO A DIRECT SMTP ADDRESS

The machine supports Direct SMTP, which lets you directly send Internet faxes within your company without using a
mail server. For the procedure for storing a Direct SMTP address in the address book, see "STORING DESTINATION
ADDRESSES FOR EACH SCAN MODE IN THE ADDRESS BOOK" (page 5-6). Stored Direct SMTP addresses are
included in the address book for Internet fax mode.

If the destination is busy

If the destination is busy, the machine will wait briefly and then automatically resend.

To cancel transmission...
@ Cancel the transmission from the job status screen.
I STOPPING A SCAN JOB BEING TRANSMITTED OR WAITING TO BE TRANSMITTED (page 5-109)

System Settings (Administrator): Recall in Case of Line Busy
This is used to set the number of recall attempts and the interval between attempts when the connection cannot be
established because the line is busy. The factory default setting is 2 attempts at an interval of 3 minutes.

When a communication error occurs

If a communication error occurs or the other fax machine does not answer the call within a preset period of time,
transmission will be re-attempted automatically after a preset interval.

To cancel transmission...
Cancel the transmission from the job status screen.
I" STOPPING A SCAN JOB BEING TRANSMITTED OR WAITING TO BE TRANSMITTED (page 5-109)

System Settings (Administrator): Recall in Case of Communication Error
This is used to set the number of recall attempts and the interval between attempts when a transmission fails due to an error.
The factory default setting is attempt at an interval of 3 minutes.

5-8
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BASE SCREEN

Scan mode, USB memory mode, Internet fax mode, and PC scan mode are used by selecting operations and settings in
the base screens of those modes. To display the base screen of a mode, touch the [IMAGE SEND] key in the touch
panel and then touch the tab of the mode that you wish to use.

r
1) 1' copy

3=

Base screen of scan mode

Scan

I IMAGE SEND I@DOCUMENT

= FILING

B > o,
|

l USB Mem. Scan l

Internet Fax l Fax

PC Scan

(4) Iﬂ'lPAddress Book

(5) —:|.(Address Entry |
I

(6) ﬂISend Settings

Original I Scan:

Send:

- (10)

(7) =

IAddress Review|

File Format | Q] pDF

{8 eoF

File |

Colour Mode | M Mono2

Quick File |

(8) -.: Preview ]

Special M_Ofii] lLQl;
%

(11)

Base screen of USB memory mode

r
1) 1' ) copY

()

3=,
(14) -8 Stored to
(1 5) --‘ File Name

L4

Scan

I Internet Fax I Fax

[ Joig ) q
T —

I USB Mem. Scan I

1
(12) (13)

Base screen of Internet fax mode

Send:

P
(1 ) 1' () copy
(2) .’ @ Ready to send.

@ DOCUMENT
FILING

— = |T| ©

]4 IMAGE SEND I

File Format | g eoF

8 eoF

Colour Mode | M Mono2

| Special Modes

(8) --, Preview |

)

@)

@)

Mode select keys

Use these keys to switch between copy, image send, and

document filing modes.

To use scan mode, USB memory mode, Internet fax
mode, PC scan mode, or data entry mode, touch the

[IMAGE SEND] key.

Various messages are displayed here.

The icon of the selected mode appears on the left.

Send mode tabs

Touch one of these tabs to change the image send

mode.

PC Scan (3) *: Scan Internet Fax l Fax l USB Mem. Scan l PC Scan
(4) -+bAddress Book Original I Scan: Send:
.
(5) -.rAddress Entryl - (1 o)
P (1 0) (6) =@ Send Settings 200X100dpi
Address Review| TIFF-F
U | s (13)
12
(13) I (io)
. .n I-Fax Manual
(8) -.L REHGT ] Q:' | L"’ | Reception ,. = (1 7)
(4) [Address Book] key
Touch this key to use a one-touch key or a group key. When
the key is touched, the address book screen appears.
5" RETRIEVING A DESTINATION FROM THE
ADDRESS BOOK (page 5-18)
(5) [Address Entry] key
Touch this key to manually enter an destination address
instead of using a one-touch key.
I ENTERING AN ADDRESS MANUALLY (page 5-22)
(6) [Send Settings] key

Tabs of modes that cannot be used because the
corresponding options are not installed do not appear.
If the [USB Mem. Scan] and [PC Scan] tabs do not
appear, touch the [I] tab to move the screen.
If the [Scan], [Internet Fax], [Fax], and [Data Entry] tabs
do not appear, touchthe [ | tab move the

screen.

The [Data Entry] tab appears when the application
integration module is installed. For information on
metadata delivery using the [Data Entry] tab, see
"METADATA DELIVERY" (page 5-127).

5-9

Touch this key to select or enter the subject, file name,

sender name, or body text, which has been previously

stored in the Web page.

Scan modes:

" CHANGING THE SUBJECT, FILE NAME,
REPLY-TO, AND BODY TEXT (page 5-32)

Internet fax mode:

" CHANGING THE SUBJECT, FILE NAME, AND
BODY TEXT (page 5-44)
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(®)

9

(10)

(11)

(12)

Customized keys

The keys that appear here can be changed to show
settings or functions that you prefer.

I Customizing displayed keys (page 5-11)

[Preview] key

Touch to check the image that will be sent in the touch
panel before transmission.

I CHECKING THE IMAGE TO BE TRANSMITTED

(Preview) (page 5-69)

[Resend] key/[Next Address] key
The destinations of the most recent 8 transmissions by Scan
to E-mail, fax and/or Internet fax are stored. Touch this key
to select one of these destinations. After a destination is
selected, this key changes to the [Next Address] key.

I=" USING THE RESEND FUNCTION (page 5-27)
RETRIEVING A DESTINATION (page 5-19)

Image settings

Image settings (original size, exposure, resolution, file
format, and colour mode) can be selected.
I IMAGE SETTINGS (page 5-53)

key

This key appears when a special mode or 2-sided
scanning is selected. Touch the key to display the
selected special modes.

I Checking what special modes are selected (page 5-11)

key

Touch this key to specify a destination using a search number".

* 4-digit number assigned to a destination when it is stored.

=" USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 5-21)

(13)

(14)

(15)

(16)

(17)

SCANNER/INTERNET FAX

[Special Modes] key

Touch this key to use a special mode.

I SPECIAL MODES (page 5-71)

[Stored to] key

Touch to select the folder in USB memory where a file

will be stored.

I SPECIFY THE FOLDER IN WHICH THE FILE WILL
BE STORED. (page 5-39)

[File Name] key

Touch this key to enter a file name when storing a file to
USB memory.

I ENTERING A FILE NAME (page 5-40)

1] 112 key

When "Hold Setting for Received Data Print" or
"Received Data Image Check Setting" is enabled in the
system settings (administrator), this will appear when an
Internet fax is received.

: Only "Hold Setting for Received Data Print" is

enabled
: Only "Received Data Image Check Setting" is
enabled

: Both settings are enabled

I PRINTING A PASSWORD-PROTECTED FAX
(Hold Setting For Received Data Print) (page 5-114)

" CHECKING THE IMAGE BEFORE PRINTING
(page 5-115)

[I-Fax Manual Reception] key

Touch this key to receive an Internet fax manually.
1" MANUALLY RECEIVING INTERNET FAXES (page 5-113)

When sending an image, you can retrieve and use a stored transmission destination from the address book screen. The
address book screen is shared by scan mode, Internet fax mode, fax mode and data entry mode.
Touch the [Address Book] key in the base screen to switch to the address book screen. Touch the [Condition Settings]

key in the address book screen to switch to the base screen.

Base screen of scan mode

I Scan

PAddress Book

I Internet Fax I Fax

200X200dpi
@
File D. Mono2

I USB Mem. Scan I

PC Scan ]

Send Settings

Address Review|

{8 ppF

Quick File

Preview

HES

Address book screen

ome) 6 Be

» Condition
Seftings

El] [BBB BBB ‘?] 1
C.] [DDD DDD E|] ’

Address Entry &) [ree err =]
) (99 gas ]

Freq. ABCD EFGH IJKL MNOP QRSTU || VWXYZ [fetc.

Q) [

@yAuto Reception
Fax Memory:100%

@

 This chapter uses the base screen of scan mode as an example when operations common to all modes are explained.
» The procedures in this chapter assume that the base screen of scan mode appears when the [IMAGE SEND] key is touched.

System Settings (Administrator): Default Display Settings

One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.
» Base screen of each mode (scan, Internet fax, fax, or data entry mode)

¢ Address book screen

5-10
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Customizing displayed keys

Special mode keys and other keys can be displayed in the base screen. Set these keys to functions that you frequently
use to access the functions with a single touch. The customized keys are configured using "Customize Key Setting" in
the Web pages. The following keys appear by factory default:

* [Address Review] key
Touch this key to display a list of the destinations that have been selected in the address book. This is the same key
as the [Address Review] key in the address book screen.

* [File] key, [Quick File] key
Touch either of these keys to use the File function or Quick File function of document filing mode.

In USB memory mode...
Customized keys do not initially appear, however, up to three keys can be added.

Example: When "Dual Page Scan", "Job Build", and "Mixed Size Original" are assigned to the customized keys

Scan [ Internet Fax I Fax I USB Mem. Scan I PC Scan ]

badazess sook] | [origimal ) san sena
Address Entry
Send Settingsl Resolution I 200X200dpi
i B o o
These three keys can be changed we| b suita M vonoz
as desired.
Original

|

i

I Preview

—

* Displaying a program key in the base screen will enable you to retrieve the program by simply touching the key.
I"STORING SCAN OPERATIONS (Programs) (page 5-73)

» The functions that can be selected for the customized keys vary depending on the mode.

? System Settings (Administrator): Customize Key Setting
Registration is performed in [System Settings] - [Operation Settings] - "Customize Key Setting" in the Web page menu.

Checking what special modes are selected

The key appears in the base screen when a special mode or 2-sided scanning is selected.
The key can be touched to display the selected special modes. To close the screen, touch the [OK] key.

I Scan I Internet Fax I Fax IUSB Mem. Scan r BC Scan I ) -
Function Review [ OK ]
" Centre:10mm
- *Time:21:30
[send sectinge 200x2000p1 s —

Mixed Size o 1
. On

Original :

I
File Colour Mode D. Mono2
Quick File Special Modes
Preview

@ The special mode settings cannot be changed from the review screen. To change a setting, touch the [OK] key to close the
review screen and then touch the [Special Modes] key and select the setting that you wish to change.
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ADDRESS BOOK SCREEN

This screen is used to select transmission destinations.

1)
()

@)

(4)

®)

(6)

@)

®)

(1) =

(10)
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(11

(2)—‘. 5))15] [Ei'ro

[‘Bcc -]

. Condition
O S ([ = gt (12)

(4) —@ Lddress Reviewl

Ccc ccc

!.] DDD DDD

=

;
(5) —ddress Entry] EEE EEE

FFF FFF

5 *]

HHH HHH

@3

(
(

(6) =it e |
(

TG TEIEE

E] JJg Jag

%

(7) _.M] | &Jl ABCD Jl EFGH JI IIKL JI MNOP JI QRSTU J{ VWXYZ J{ etc.).h (13)

(8) =@ ereviev |L@._J

®'Auto Reception
Fax Memory:100%

1

(14)
This shows the selected destination.

Number of displayed items selector key

Touch this key to change the number of destinations
(one-touch keys) displayed in the address book screen.
Select 5, 10, or 15 keys.

[Condition Settings] key
Touch this key to select transmission settings. When the

key is touched, the base screen appears.
I BASE SCREEN (page 5-9)

[Address Review] key

Touch this key to view a list of the selected destinations.

Destination selections can be changed.

I" CHECKING AND DELETING THE SELECTED
DESTINATIONS (page 5-20)

[Address Entry] key

Touch this key to manually enter a destination address
instead of using a one-touch key.
I ENTERING AN ADDRESS MANUALLY (page 5-22)

[Global Address Search] key

When the use of an LDAP server has been enabled in

the machine's Web pages, a transmission address can

be obtained from a global address book.

I RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK (page 5-25)

[Sort Address] key

Touch to change the index tabs to custom indexes or to

display one-touch keys by send mode.

I5" CHANGING THE DISPLAY OF ONE-TOUCH KEYS
IN THE ADDRESS BOOK SCREEN (page 5-13)

[Preview] key

Touch to check the image that will be sent in the touch
panel before transmission.
I CHECKING THE IMAGE TO BE TRANSMITTED
(Preview) (page 5-69)

©

(10

(11)

(12)

(13)

(14)
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[To] key
Touch this key to enter the selected destination

(one-touch key).
I RETRIEVING A DESTINATION (page 5-19)

[Cc] key

When using Scan to E-mail, touch the [Cc] key when you
wish to send a "Carbon copy" of the e-mail to an
additional destination.

[Bec] key

When using Scan to E-mail, touch the [Bcc] key when
you wish to send a "Blind carbon copy" of the e-mail to an
additional destination.

When an address is specified as a Bcc recipient, other
recipients will not know that the address is a recipient.
This key only appears when Bcc has been enabled using
"Bcc Setting" in the system settings (administrator).

One-touch key display

The destinations (one-touch keys) stored in each index
are displayed. This chapter refers to keys in which
destinations and groups are stored as one-touch keys.
I RETRIEVING A DESTINATION (page 5-19)

Index tabs

Touch this to change the displayed index tab.
I Index display (page 5-14)

key
Touch this key to specify a destination using a search
number”.
* 4-digit number assigned to a one-touch key or group
key when it is stored.
I=" USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 5-21)
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* Icons appear in the one-touch keys in the address book to indicate which mode is used for transmission.
IS"RETRIEVING A DESTINATION FROM THE ADDRESS BOOK (page 5-18)

e For information on storing addresses in the address book, see "STORING DESTINATION ADDRESSES FOR EACH
SCAN MODE IN THE ADDRESS BOOK" (page 5-6).

* For information on storing destinations for Scan to Desktop, see "STORING A DESTINATION FOR SCAN TO DESKTOP"
(page 5-7).

» System Settings: Address Book (page 7-17)
This is used to store Scan to E-mail and Internet fax addresses in one-touch keys.

» System Settings (Administrator): The Number of Direct Address Keys Displayed Setting
This is used to change the default setting for the number of one-touch keys displayed in the address book screen.

» System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen.

» System Settings (Administrator): Default Display Settings
One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.

- Base screen of each mode (scan, Internet fax, fax, or data entry mode)
- Address book screen

» System Settings (Administrator): Address Book Default Selection
The following settings are available for the method of sorting the addresses that appear in the address book.

- Index type (alphabetical, custom)
- Address type (all, group, E-mail, FTP/Desktop, Network Folder, Internet fax, fax)

CHANGING THE DISPLAY OF ONE-TOUCH KEYS IN
THE ADDRESS BOOK SCREEN

You can show destinations of only a specific transmission mode in the address book screen, or change the displayed
index tabs from the alphabetical tabs to the custom tabs. The procedure for selecting destinations does not change.

Touch the [Sort Address] key.

{ 5}?15] [EI“? ] [B" J
y Condition
Settings [AAA ARA 9] [EBB BBB @] 1
[Address Entry] [EEE EEE C‘] [FFF FFF E‘]
Addrzé(s)bgiarch [GGG 666 9] {HHH L @] E]
111 1z =) (53 o Y

Freq. I ABCD EFGH IJKL MNOP ORSTU || VWXYZ | etc.
@Auto Reception
Fax Memory:100%

g1

M @) Change the display mode.
|
Te— > (1) Touch the key of the mode or tab that you
wish to display.
Tab suitch Address Tvoe * To show only the one-touch keys of a particular send
asc ALl Group | mode, touch the desired mode key under "Address

Type".
* To change the index tabs to the custom indexes, touch
the [User] key under "Tab Switch".

(2) Touch the [OK] key.

[ User ] { E-mail

[ Internet Fax

S

FTP/Desktop [Network Folder]

(S —
S

[ Fax

5-13
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Index display

Indexes make it easy to search for a destination (one-touch key). The destinations are displayed separately using
alphabetical search characters and index numbers. To display a stored destination, touch the appropriate index tab. It is
convenient to store frequently used destinations in the [Freq.] index. Specify that a destination be displayed in the [Freq.]
index when you store the destination.

{ sh b is ] [E To ] [B J
» Condi‘tion
Settings [AAA AR El] [BEB BEB @] 1

e — e —

[Address Entry] (2ez mae &) [pee_ree g

[ W o) [ mn e (+)
)

(111 1 =) (593 g

Sort Address | Freq. [ ABCD J[ EFGH J[ IJKL J MNOP I QRSTU I VWXYZ IetC,I
@
uw oo reee]

Fax Memory:10f%

Index tabs

The destinations can also be displayed in alphabetical order by initial.

Each time the displayed index tab is touched, the display order changes in the following order: search numbers (page
5-21), ascending names, descending names. When the display order is changed, the display order of the other index
tabs also changes.

Ordered by search number (default) Ascending names Descending names

'-u‘ —— T —
Freq. I ABCD |L » Fred. A |} apcp |L » Fred. ¥} ascD |L

Index names can be changed using "Custom Index" in the system settings, allowing you to create groups of one-touch
keys that can be easily recognized.

System Settings: Custom Index (page 7-21)
This setting is used to store custom index names. The custom index where a one-touch key appears is specified when the
transmission destination is stored in the key.

Narrowing the search letter range
An alphabet tab on an index tab can be touched to display keys to further narrow the search range. For example, when
the [ABCD] tab is touched, keys from "A" to "D" appear. If the [B] key is touched, only destinations starting with the letter
"B" will appear. To cancel, touch the key again. Note that the search letter range cannot be narrowed on the [Freq.] tab,
the [etc.] tab, or on a user index tab.

5>>15] [r\__/n‘w; ] [E.:: J

» Condition
Settings

[BBB AMA El] [BEB BEB @] 1

Address Review [BBB cce g] {BBB DDD

g
(eee_s25 &) (a8 e g
Addriigbglarch [pes coc =) (3se s e
Y

[BBB III 9] [BBE JJJ

Address Entry

—

Sort Address | || |L aeco ) Eren || zoxe || mvor orstu || vz J|etc.
L]

i |
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SCAN SEND SEQUENCE

This section explains the basic procedure for scanning and transmission. Select settings in the order shown below to

ensure smooth transmission.

For the detailed procedures for selecting the settings, see the explanation of each setting in this chapter.

Place the original.

e —
‘ s —
= e -

Place the original in the document feeder tray of the automatic

document feeder, or on the document glass.

=" SENDING AN IMAGE IN SCAN MODE (page 5-28)

=" SENDING AN IMAGE IN USB MEMORY MODE (page
5-35)

I=" SENDING A FAX IN INTERNET FAX MODE (page 5-41)

¥

Enter the destination

| EC Scan |

200X200dpi

EnTSL

{8 eoF
EF Mono2

Specify the destination of the scan transmission.
¢ [Address Book] key:
" RETRIEVING A DESTINATION FROM THE ADDRESS
BOOK (page 5-18)
5" RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK (page 5-25)
¢ [Address Entry] key:
5" ENTERING AN ADDRESS MANUALLY (page 5-22)
o key:
I USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 5-21)
¢ [Resend] key:
I USING THE RESEND FUNCTION (page 5-27)

¥

Select settings

Scan Internet Fax [ Fax [ USB Mem. Scan r PC Scan I

)

PAddress Book

:
original | Scan: a4 Send:

Address Entry Exposure

File Format | B ppF
Colour Mode EF Mono2

Special Modes

Send Settings 200X200dpi

Address Reviewl|

{8 eoF

File

Quick File

i

Preview

Settings can be selected for scanning the original.
* QOriginal (2-sided original, scan size, send size)
* Exposure ¢ Resolution e File Format ¢ Colour Mode
I IMAGE SETTINGS (page 5-53)
* Send Settings (File Name)
Scan mode, Data entry mode:
5" CHANGING THE SUBJECT, FILE NAME, REPLY-TO,
AND BODY TEXT (page 5-32)
USB memory mode:
I=" ENTERING A FILE NAME (page 5-40)
Internet fax mode:
5" CHANGING THE SUBJECT, FILE NAME, AND BODY
TEXT (page 5-44)

5-15
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Special mode settings

Special modes can be selected.
I=" SPECIAL MODES (page 5-71)

J’ Scan I Internet Fax I Fax IUSB Mem. Scan I PC Scan ]

Original I Scan: El: Send:
Address Entry
Send Settings 200X200dpi
Address Review g eor o eor
File ™ Mono2
cuicr rite | [(recizt rooes) |

Preview @3’ I

baddress Book

|

i

L

Start scanning and transmission

Start scanning and transmission.

If the original is placed on the document glass, follow these steps to start scanning and transmission:
(1) Press the [START] key.

(2) When scanning is finished, replace the original with the next original.

(3) Press the [START] key.

(4) Repeat (2) and (3) until all originals have been scanned.

(5) Touch the [Read-End] key.

After the original is scanned, the settings revert to the default settings.

To cancel scanning...
Press the [STOP] key () to cancel the operation.

System Settings (Administrator): Default Display Settings
The settings can be kept in effect a fixed period of time after scanning is completed.

GO

5-16
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ORIGINAL SIZES
TRANSMITTABLE ORIGINAL SIZES

The following original sizes can be transmitted

Minimum original size Maximum original size
Using the automatic document feeder 131 mm (height) x 140 mm (width) 297 mm (height) x 1000 mm* (width)
(5-1/8" (height) x 5-1/2" (width)) (11-5/8" (height) x 39-3/8"* (width))
Using the document glass _ 297 mm (height) x 432 mm (width)
(11-5/8" (height) x 17" (width))

* A long original can be transmitted. (When only scan destinations are selected for scan transmission or metadata transmission,
scanning will take place in Mono2 at a resolution of 300X300dpi or less. When a resolution of 600X600dpi is used for Internet fax
transmission, the maximum original size is 800 mm (31-1/2").)

THE SIZE OF THE PLACED ORIGINAL

When a standard size original is placed, the original size is automatically detected and displayed in "Scan" in the base screen.
When the automatic original detection function is operating and the original is a non-standard size, the closest standard
size may be displayed or the original size may not appear. In this event, manually set the correct original size.

I Specifying the original scan size (Specify using a standard size.) (page 5-56)

I Specifying the original scan size (by numerical values) (page 5-57)

STANDARD SIZES

Standard sizes are sizes that the machine can automatically detect. The standard sizes are set in "Original Size
Detector Setting" in the system settings (administrator).

List of original size detector settings

Standard sizes (detected original sizes)
Selections Document feeder tray
Document glass .
(automatic document feeder)
AB-1 A3, A4, A4R, A5, B4, B5, B5R A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
8-1/2" x 14", 11" x 17"
AB-2 A3, A4, A4R, A5, B5, B5R, 216 mm x 330 mm A3, A4, AdR, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13") 11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-3 A4, A4R, A5, B4, 8K, 16K, 16KR A3, A4, A4R, A5, B4, 8K, 16K, 16KR, 8-1/2" x 11",
11" x 17", 216 mm x 330 mm (8-1/2" x 13")
AB-4 A3, A4, A4R, A5, B5, B5R, 216 mm x 340 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13-2/5") 11" x 17", 216 mm x 340 mm (8-1/2" x 13-2/5")
AB-5 A3, A4, A4R, A5, B5, B5R, 216 mm x 343 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13-1/2") 11" x 17", 216 mm x 343 mm (8-1/2" x 13-1/2")
Inch-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, A4, A3, 11" x 17", 8-1/2" x 14", 8-1/2" x 11",
5-1/2" x 8-1/2" 8-1/2" x 11'R, 5-1/2" x 8-1/2"
Inch-2 11" x 17", 216 mm x 330 mm (8-1/2" x 13"), A4, A3, 11" x 17", 216 mm x 330 mm (8-1/2" x 13"),
8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2"
Inch-3 11" x 17", 216 mm x 340 mm (8-1/2" x 13-2/5"), A4, A3, 11" x 17", 216 mm x 340 mm
8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" (8-1/2" x 13-2/5"), 8-1/2" x 11", 8-1/2" x 11"R,
5-1/2" x 8-1/2"
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ENTERING DESTINATIONS

This section explains how to specify destination addresses, including selecting an address from the address book and
retrieving an address by entering a search number.

RETRIEVING A DESTINATION FROM THE
ADDRESS BOOK

The address book screen shows stored destinations as one-touch keys.
The destinations are displayed in order by search number.

(srmMris | [ ] [Bee ]

» CondiFion
Settings | [mm a] [BEB BEB ‘3] 1

Address Review|

[ccc cce 9.] [DDD DDD

g °
= )&= D)
Addrzi:bglarchl [oec cac =) (o 5|
O

[HI 111 E] [JJJ 333

Address Entry

—

Sort hadress Freq. J ABCD l EFGH J{ IJKLJ MNOP | QRSTUI VWXYZ Ietc.
Sure receprion
Fax Memory:100%

The address book screen shows the destinations of all modes of the image send function. Each one-touch key shows
the name of the destination and an icon indicating the mode to be used.

Icon Mode
t. Fax

| Scan to E-mail

@ Internet fax (Direct SMTP)

=S Scan to FTP

E Scan to Network Folder

1 Scan to Desktop

ﬁ Group key with multiple destinations

* For information on storing addresses in the address book, see "STORING DESTINATION ADDRESSES FOR EACH
@ SCAN MODE IN THE ADDRESS BOOK" (page 5-6).

* For information on storing destinations for Scan to Desktop, see "STORING A DESTINATION FOR SCAN TO DESKTOP"
(page 5-7).

System Settings: Address Book (page 7-17)
This is used to store Scan to E-mail and Internet fax addresses in one-touch keys.
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RETRIEVING A DESTINATION

A destination is retrieved by selecting its one-touch key.

Scan [ Internet Fax [ Fax [USE Mem. Scan[ PC Scan ] Touch the [Address Book] key.
paddress Book Scan: Gq Send:
Send Settings 200X200dpi
Address Review M eor

File 8 vono2
Quick File

i3

B @ Specify the destination.
|
(omrs] e ) |@e ] | (1) Touch the index tab where the destination
I e e ‘ is stored.

Address Review|

i

[ccc cce !.] [DDD DDD

g
(ese_ses &) (zee eor g
Addrgizb:iarch [eec cee = (s o )
0

[HI 111 9] [JJJ 337

(2) Touch the one-touch key of the desired
destination.

If you select an incorrect destination, touch the key again
to cancel the selection.

Sort Address Freq. { ABCD J{ EFGH JmJ MNOP MM&JI (3) Touch the [TO] key.

Preview m §Auto Recel:i | ] - .
Z fex Menory: ) This enters the selected destination.

Address Entry

—

i b

* It is convenient to store frequently used destinations in the [Freq.] index. Specify that a destination be displayed in
@ the [Freq.] index when you store the destination.
* To continue specifying other destinations...
It is possible to specify multiple scan mode (Scan to E-mail, Scan to FTP, Scan to Desktop, Scan to Network
Folder), Internet fax, and fax mode destinations when performing a broadcast transmission (maximum of 500
destinations). To specify multiple destinations, repeat (1) through (3) of this step.
When performing Scan to E-mail, you can select a one-touch key and then touch the [Cc] key or the [Bcc] key to
send Cc or Bcc copies of the e-mail.

e System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcec] key appears in the address book screen.
» System Settings (Administrator): Must Input Next Address Key at Broadcast Setting
This setting determines whether or not the [Next Address] key can be omitted before specifying the next destination.
Factory default setting: the [Next Address] key can be omitted.

» System Settings (Administrator): Disable Switching of Display Order
This is used to disable switching of the order of display of the one-touch keys in the address book screen. The currently
selected display order will be the order that is used after this setting is enabled.
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CHECKING AND DELETING THE SELECTED
DESTINATIONS

When multiple destinations have been selected, you can display and check the destinations. You can also delete a
destination from the list (cancel selection of the destination).

] B ] Touch the [Address Review] key.

EJ [aww BBB ("] 1

Address Review| "] [DDD p— El] 2
!.] [FFF FFF El]

Addrzézb:iarch [GGG Gee 9] [HHH EHH @]

[HI III 9] [JJJ 333 Q.]
sort adazess | | o,y J o0 ) _oron J_sare. J_wos )| oweru ) vwrvz ) ee<)
S

|Address Review OK ” CheCK the destinations and then touch
the [OK] key.
001[1-\AA ARR E] OOZ[EBB BBB ¢
003 [KKK KKK B 2| 1
005 (1 vy @] 006w mw g ?

007 [ooo 000 El] ooa[PpP PPP Q.]
005 (000 000 2| o10[rer ReR =]
+

011 sss sss @] o12(rrr e 3|
= l & I

To check Cc or Bec destinations, touch the corresponding tab.

@ To cancel selection of a destination...
Touch the one-touch key of the destination that you wish to cancel. A message will appear to confirm the deletion.
Touch the [Yes] key. Touch the [Detail] key to check the specified destination type and name.

A peselect the address?

&2 aaa ana

[ petair ] No ] Yes
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USING A SEARCH NUMBER TO RETRIEVE
A DESTINATION

A destination stored in the address book can be retrieved using the key. This can be done in the base screen of any
of the modes or in the address book screen.

= (=] = Jww= ] === ] Touch the key.
8 vono2
0I0)6) Enter the 4-digit search number of the
@6 ® address with the numeric keys.
@6 ©® When the 4-digit search number is entered, the stored address
@ @ @ is retrieved and specified as a destination.

@ * The search number is programmed when the destination is stored in the address book.

¢ If you do not know the search number, print the one-touch address list using "Sending Address List" in the system
settings.

* When entering search numbers such as "0001" and "0011", "0" can be omitted. For example to enter "0001", enter
"1" and touch the key or the [Next Address] key.

If an incorrect search nhumber is entered...
Press the [CLEAR] key (@) to clear the number and enter the correct number.
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ENTERING AN ADDRESS MANUALLY

Scan to E-mail, Internet fax, Network Folder and data entry mode addresses can be manually entered.

() Display the address input screen.

| :
(ormrs | o ] B ) (1) Touch the [Address Book] key in the base
| S 5 . screen.
o eee v) (oo oo =) R Before touching the [Address Entry] key in the base
[Addmss anty —_— o 3) screen, touch the tab of the mode that you wish to use.
= = (e ©) (2) Touch the [Address Entry] key.

[HI 111 B] [JJJ 333 Q]

Freq. ABCD | EFGH \ 1JKL \ MNOP \ QRSTU‘ VWXYZ \&/
S

Enter the destination address.
(1) Touch the key of the desired delivery

Select the destination type.

[ E-mail ] {Network Folder] methOd'
(Lzncernet rax ] [_pirect sue | * Touch the [E-mail] key to open the delivery method
N selection screen. Normally the [To] key is touched.
Q * Touch the [Network Folder] key to open the network

folder entry screen. To specify a network folder, see
"SPECIFYING A NETWORK FOLDER" (page 5-23).
e If you touched the [Address Entry] key in the base
screen in step 1, the delivery methods that can be
selected vary depending on the mode being used.

(2) Enter the destination address in the text
entry screen that appears.
Enter the destination address and touch the [OK] key.
For the procedure for entering text, see "ENTERING
TEXT" (page 1-77) in "1. BEFORE USING THE
MACHINE".

@ * |f you wish the destination to be a Cc destination, touch the [Cc] key.
* The [Bcc] key only appears when Bcc has been enabled using "Bcc Setting” in the system settings (administrator).
If you wish the destination to be a Bcc destination, touch the [Bcc] key.
* When Internet fax mode is selected, the base screen appears after the destination address is entered. However, if
"I-Fax Reception Report On/Off Setting" is enabled in the system settings (administrator), the reception report
request screen will appear. If you wish to receive a report, touch the [Yes] key. If not, touch the [No] key. (When
Direct SMTP is used, transmission confirmation is not performed.)

» System Settings (Administrator): I-Fax Reception Report On/Off Setting
This setting is used to request a reception report when an Internet fax is sent. When the destination is specified by directly
entering the address, a message will appear asking you if you wish to receive a report. (When Direct SMTP is used,
transmission confirmation is not performed.)
» System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen and the
delivery type selection screen.
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SPECIFYING A NETWORK FOLDER

A network folder on a server or computer connected to the same network as the machine can be directly specified.
Select [Network Folder] in step 2 on the previous page and follow the steps below.

o T = ] Touch the [Browse] key.
* To directly enter a folder, touch the [Folder Path] key. A
text entry screen will appear.

e If a user name and password are required, check with
the administrator of the server and enter the user name

—BI‘OWS&
and password.

Password

@ For the procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".
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)] Access the network folder.
EEEETT ] (1) Touch the key of the workgroup that you
Workgroup S wish to access.
[wDrkgroup Name A I
[i& ‘Work 1 ]
& ‘Work 2 ]
[i& [work 3 ] @
& ‘Work 4 ]
[i& ‘Work 5 ] @
[i% ‘Work 6 ]
2) (2) Touch the key of the server or computer
| that you wish to access.
= If a screen appears prompting you to enter a user name
Server [ cancer [ oK ) and . .
password, check with your server administrator and
o 1[ | enter the appropriate user name and password.
Server Name ry
& ‘server 1 ]
[i% |server 2 ]
& ‘Server 3 ]
[i% |server 4 ] -
& ‘Server 5 ]
[i% |server 6 ]
3) (4) (8) Touch the key of the network folder.
[ [ ]) (@) Touch the [OK] key.
Network Folder [ camcer J x| You will return to the screen of step 1. Touch the [OK] key
\\server 1 again to enter the folder.
[Network Folder Name A I
[ i |User 1 ]
[é ‘User 2 ]
[ o ‘User 3 ] @
[é ‘User 4 ] -
[ £ |vser 5 ]
& ‘User 6 ]

@ * You can touch the [Search] key and enter a keyword to search for a workgroup, server, or network folder. For the
procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".

* Up to 100 workgroups, 100 servers, and 100 network folders can be displayed.
¢ To move up one level, touch the key.
¢ The [Cancel] key can be pressed to return to the screen of step 1.

* To change the sorting order of the displayed keys, touch the key that shows ! or i in each screen. The order
switches between ascending order and descending order each time you touch the key.

* To go to a particular page, touch the key that shows the current page number and enter the desired page
number.
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RETRIEVING A DESTINATION FROM A
GLOBAL ADDRESS BOOK

When an LDAP server is configured in the Web pages, you can look up an address in a global address book and
retrieve the address for Scan to E-mail or Internet fax transmission (excluding Direct SMTP addresses).

)] Open the global address search screen.
|

(omrs] |zx ] B ) (1) Touch the [Address Book] key in the base

y Condition screen.
Settings l fpan 22 ) (388 38 @ 1

= o [ o g (2) Touch the [Global Address Search] key.
[Address Entry] [eze 2oz %) [reF FEF =)

Global

Address Searchy [GGG cee 9] {HHH EBL @]
Y

[III It E] [JJJ JJJ

rreq. | amcp | eron | 1ok || mvor || orstu | vineyz | ecc. |
&auco Reception
Fax Memory:100%

(1) ) Search for the destination.
! If only one LDAP server has been stored, (1) and (2) are not
il /| ([ cme J__ox necessary. Go directly to (3). If an authentication screen for the
LDAP server appears, enter your user name and password.

Server 2

(1) Touch the key of the LDAP server that you
wish to use.

If an authentication screen for the LDAP server appears,
enter your user name and password.

(2) Touch the [OK] key.

(3) Search for the destination in the search
screen.

Enter search characters for the destination and touch the
[Search] key. The search results will appear after a brief
interval.

For the procedure for entering text, see "ENTERING
TEXT" (page 1-77) in "1. BEFORE USING THE
MACHINE".

Server 3

Server 6

[ ]
[ ]
[porver & ]
[ ]
[ ]
[ ]

Server 7

How to search
@ Enter the search characters (maximum of 64 characters). The system will look for names starting with the entered
letters.
An asterisk % can be used as follows:
XXX%: Names beginning with "XXX".
X XXX:  Names that end with "XXX".
X XXX % : Names that include "XXX".
AAX XX: Names that start with "AA" and end with "XX".
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0] (1) Select the destination.
| . -
@o . | [Be ) (1) Touch the key of the desired destination.
D . If no names are found that match the search characters, a
= ——— message will appear. Touch the [OK] key to close the
searet again | | — = message and touch the [Search Again] key to search
| AR - acain,
[XXX cce 3 cccexx . xxx . com ] g
o ) (2) Touch the [To] key.
(e eze BT &) This enters the selected destination.
[z eer A Frrans e oo ] If you wish to enter another destination, repeat (1) and (2)
of this step.

@ ¢ If 30 or more matches are found, a message will appear in the screen. Touch the [OK] key to close the message. Up
to 300 matches can appear. If no names are found that match the search letters, touch the [Search Again] key to
search again using more search letters.

¢ To check the information stored in a destination...

Touch the key of the destination and then touch the [Detail] key. The information stored for the selected destination
will appear. Check the information and then touch the [OK] key to return to the search results screen.

¢ If a screen for selecting the item to be used appears...
If the selected destination includes a fax number, telephone number, or other contact information in addition to the
e-mail address or Internet fax address, you will need to select which item you wish to use. Touch the [E-mail] key or
the [Internet Fax] key to retrieve the address for Scan to E-mail or Internet fax transmission.

Storing a destination from a global address book in the machine's
address book

A destination address obtained from a global address book can be stored as a destination (one-touch key) in the
address book of the machine.

Touch the [Detail] key in the search results screen of the global address book (the screen of step 3 above) to display
information on the selected destination. Touch the [Register] key in the detailed information screen and then touch the
item to be used (the [E-mail] key or the [Internet Fax] key). The following screens will appear.

E-mail address registration screen Internet fax address registration screen
Direct Address / Individual [ Exit ]‘ Direct Address / Individual [ Exit ]‘
) w R
AMA@XX . XXX .com AMA@XX . XXX.com
Do Jos Do J s s
Colous/Greyscate: PoFMediam o
B/W :PDF/MMR (G4) Off

The information stored in the global address book is automatically entered. (The settings can be changed if needed. For
detailed information on each item, see "Address Control" (page 7-17) in "7. SYSTEM SETTINGS".) However, configure
the items below manually. To complete the storing procedure, touch the [Exit] key.

* [Initial] key: Touch this key to enter the initials that determine where the destination will appear in the alphabetical

index and the order of one-touch key display. Enter up to 10 characters for the initials.

¢ [Index] key: Touch this key to select the custom index in which the address will appear. You can also select whether

or not the destination will be included on the [Freq.] tab of the address book.

* [File Format] key: Set the format for Scan to E-mail. Default format settings have already been configured; however,
selecting format settings when you store a destination saves you the trouble of selecting the
settings each time you transmit to that destination.

* [Compression] key: Touch this key to set the compression mode when sending an Internet fax.

* [I-Fax Report] key: Touch this key to request a reception report when sending an Internet fax.
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USING THE RESEND FUNCTION

The destinations of the most recent 8 transmissions by Scan to E-mail, Internet fax (including Direct SMTP addresses)
and/or fax are stored. One of these can be selected to resend to that destination.

B ready to send. Touch the [Resend] key.

Scan Internet Fax Fax USB Mem. Scan By 1

praren 3o [ onigimar) seer m
Address Entry
Send Settings 200X200dpi
Address Review & eoF f® eoF
File {8 vono2
Quick File

Previeu

P L

T ) Touch the key of the desired address.
The last 8 addresses used for transmission are displayed.

[No.01 &,ana ana ] [Mo.02 & een meB ]

foowa  ~ ] cuemm )

stmm o ")) (enGm ]

[o.07 00 ace | [o0e € mmr mm ]

selected.
* The following types of addresses are not stored for resending.

@ * When the [Resend] key is touched and a destination selected, the mode of the selected destination is automatically

- A one-touch key in which multiple destinations are stored (group key).

- Scan to FTP, Scan to Desktop, and Scan to Network Folder addresses.
- Broadcasting destinations

- Addresses used only for BCC delivery

- Destinations transmitted to using a program

System Settings (Administrator): Disable [Resend] on Fax/Image Send Mode
This prohibits use of the resend function. When this setting is enabled, the [Resend] key cannot be used in the base screen
of image send mode.
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TRANSMITTING AN IMAGE

SENDING AN IMAGE IN SCAN MODE

This section explains the basic procedure for transmission in scan mode (Scan to E-mail, Scan to FTP, Scan to
Desktop, and Scan to Network Folder).

When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be
@ changed, the destination cannot be changed, and destinations cannot be added. If you wish to change the mode or
destination, touch the [Cancel] key in the touch panel and then follow the procedure below.
When "Default Address Setting" is set to "Apply E-mail address of the user for login.", pressing the [Add Address] key on the
touch panel switches modes and adds addresses.

Place the original.

Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

@ * When placing the originals, orient them as shown below.

Document glass
Document feeder tray Place the original face down and align the
Place the original face up. corner with the tip of the arrow mark € in the
top left corner of the document glass scale.

|

Originals

Portrait orientation”

|
-
|

Landscape orientation

|
-
|

* To place a large portrait-oriented original, place it as shown above in "Landscape orientation" and specify the
placement orientation in step 3.

* Place A5 (5-1/2" x 8-1/2") size originals in portrait (vertical) orientation ([5)). If placed in landscape (horizontal)
orientation ([M]), an incorrect size will be detected. For an A5R (5-1/2" x 8-1/2"R) size original, enter the original
size manually.

* Originals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.
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(lll) (?) () Specify the destination.
EDn ] (1) Touch the [Address Book] key in the base
P CSoentdtiitni;Sn.]l AR AR = 2R @ 1 screen.
= W g - (2) Touch the one-touch key of the desired
) == &) [ree e g destination.
e v | o2 000 o [ s ) The icon on the key indicates the type of destination
[ ) (197 a3 4 stored in the key.
[ sort Address] Freq. J{ ABCD J{ EFGHJ okt || mwop ]| orstu || vikvz |&J E: Scan to E-mail
S 2 : Sean to FTP

5 : Scan to Network Folder
] : Scan to Desktop

(3) Touch the [To] key.

The destination is specified.

(4) Touch the [Condition Settings] key.

e After a one-touch key is touched, if the screen is changed without touching the [To] key, the destination is
@ automatically specified.
* When performing Scan to E-mail, you can also send Cc or Bcc copies to other destinations. Touch the desired
destination and then touch the [Cc] key or the [Bcc] key.
* Multiple destinations can be specified. To specify multiple destinations, repeat steps (2) and (3).
¢ You can also select multiple one-touch keys and then touch the [To] key (or the [Cc] or [Bcc] key) to specify all
selected keys at once.
* |In addition to specification by a one-touch key, a destination can also be specified by a search number. Destinations
for Scan to E-mail and Scan to Network Folder can also be manually entered or looked up in a global address book.
For more information, see "ENTERING DESTINATIONS" (page 5-18).

System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen.

(1) )] Switch to scan mode and display the
Fséan r Internet Fax [ Fax [ USB Mem. Scan r PC Scan I image Settings screenl
st o) | (oo ) oo A oo (1) Touch the [Scan] tab.

|

Address Entry
Send Settings 200X200dpi
Address Review| B eoF ™ poF
File EF Mono2
Quick File

Preview

(2) Touch the [Original] key.

I

The current settings for [Original], [Exposure], [Resolution], [File Format], and [Colour Mode] are indicated at the right
@ of each key. To change a setting, touch the appropriate key.
5" AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 5-54), SPECIFYING
THE ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page 5-55), CHANGING THE EXPOSURE
AND ORIGINAL IMAGE TYPE (page 5-61), CHANGING THE RESOLUTION (page 5-63), CHANGING THE FILE
FORMAT (page 5-64), CHANGING THE COLOUR MODE (page 5-68), SPECIAL MODES (page 5-71)
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Scan/Original

M @ Specify the orientation in which the
| o .
—t= original is placed.

Scan Size

100% Send Size

[ Auto A4 ]

-+

(

Auto ]

To enable the original to be scanned in the correct orientation
(the orientation of the top edge of the original that is shown at
the top of the display), specify the orientation in which the
original was placed in step 1.

2-Sided 2-Sided
Booklet Tablet

I

Image Orientation

@

(1) Touch the appropriate orientation key.

If the top edge of the original is up, touch the key. If
the top edge of the original is to the left, touch the
key.

(2) Touch the [OK] key.

You will return to the screen of step 2.

The original orientation is initially set to . If the original was placed with the top edge up, this step is not

necessary.

Press the [START] key.

Scanning begins.

* If the original is placed on the document glass, the [Read-End] key appears in the touch panel. If the original is only one
page, go to step 7. To scan more pages, go to the next step.
* If the original was inserted in the document feeder tray, a beep will sound when scanning is completed and transmission

will take place.

* The image is scanned in the mode set in "Colour mode". For the colour mode settings, see "CHANGING THE
@ COLOUR MODE" (page 5-68).
* If Encrypt PDF is selected for the file format ([PDF] is selected in the format settings screen and the [Encry.]
checkbox is set to ), you will be prompted to enter a password when you press the [START] key.

Please enter encrypt PDF
password.

[ Cancel ] [ Entry ]

Touch the [Entry] key to open the keyboard screen, enter a password (maximum of 32 characters), and touch the
[OK] key. The recipient must use the password entered here to open the Encrypt PDF file.

To cancel Encrypt PDF, touch the [Cancel] key. The format settings screen will appear to let you change the file
type. Select a new file type and press the [START] key to begin transmission.

If the original was placed on the document glass, replace it with the next original
and press the [START] key.

Repeat until all originals have been scanned.
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Touch the [Read-End] key.

Flace mext originat. {Fg-to-x) A beep will sound to indicate that the operation is completed.

Press [Start].

When finished, press [Read-End). Open the automatic document feeder and remove the original.

Configure Read-End

e If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
@ transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "Card Shot" is selected in the special modes, only the exposure can be changed
when scanning an even-numbered original page.

* When all originals have been scanned, "Job stored." will be displayed together with a job control number. This number can
@ be used to locate the job in the Transaction Report or in the Image Sending Activity Report. If the job is a broadcast
transmission, this number will also appear in the key of the job in the job status screen. For this reason, making a note of
the number is useful for checking the result.

* If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop.

* When performing Scan to E-mail, take care not to send a file that is too large. In particular, multi-page files tend to be large.
When sending a multi-page file or other large file, it may be necessary to reduce the number of scanned pages or reduce
the send size.

* Storing a mail signature
You can have preset text automatically added at the end of e-mail messages as a mail signature. This is convenient when
you wish to have a corporate policy or other preset text appear at the bottom of e-mail messages. To store the text for the
mail signature, click [Application Settings], [Network Scanner Settings] and then [Administration Settings] in the Web page
menu. (Administrator rights are required.) Up to 900 characters can be entered. (The mail signature is not included in the
maximum number of characters that can be entered in the e-mail message.)
Use "Pre-Setting Mail Signature" in the system settings (administrator) to specify whether or not a mail signature is added.

To cancel scanning...
Press the [STOP] key () to cancel the operation.

» System Settings (Administrator): Image Send Settings
Use this to configure scanner transmission settings, including the default resolution and exposure settings, the default

colour mode and file format, the file compression method for broadcasting, the file size limit for Scan to E-mail, and the
default sender and destination.

» System Settings (Administrator): Pre-Setting Mail Signature
Use this setting to specify whether or not a mail signature is added at the end of e-mail messages. By factory default, a
mail signature is not added.
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CHANGING THE SUBJECT, FILE NAME, REPLY-TO,
AND BODY TEXT

The subject, file name, reply-to, and body text can be changed when performing a scan transmission. Preset items can
be selected or text can be directly entered.

* When performing Scan to FTP, Scan to Desktop, or Scan to Network Folder, only the file name is used.
@ * |f the subject and file name are not changed, the settings in the Web page are used.

* If the sender name is not changed, the name set in "Default Sender Set" in the system settings is used. If this is not
configured, the reply address in [Network Settings] - [Services Settings] - [SMTP Settings] in the Web pages is used.
(Administrator rights are required.)

» Selections for the subject, file name, and body text are configured by clicking [Application Settings] and then [Network
Scanner Settings] in the Web page menu.

* For the procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".

Touch the [Send Settings] key in the base screen.

I" BASE SCREEN (page 5-9)
If you are sending to a Scan to FTP, Scan to Desktop, or Scan to Network Folder destination, go to step 4.

= ] To change the subject, touch the
[Subject] key.

Send Settings

==

D Add 'Reply to' to Cc
(1) ) Enter the subject.

—— T ]ﬁiﬁ (1) Touch a Pre-Set text key.

[ pirect sty | (2) Touch the [OK] key.

&0,02 Sub: Monthly Schedule ]

[No,OB Sub: Minutes of planning m] [I\';.Ol ] %

[i!:’,.‘? ] [ZT:‘.CH J

[:Ic.'" ] [:': 08 } -

o | B | [

o ] oz ]

f 1

« |f you wish to directly enter the text, touch the [Direct Entry] key to open the text entry screen. Enter the text and
@ touch the [OK] key.
* The text in a pre-set text key can be edited by touching the pre-set text key and then the [Direct Entry] key. The text
entry screen will appear with the selected pre-set text entered. (When a destination is stored using the Web pages,
up to 80 characters can be entered. However, only 54 characters can be entered in the touch panel.)
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— J] Tochange the file name, touch the [File

Name] key.
Subject Subs Schedule coordination meeting * The file name is entered in the same way as the subject.
File yane * If you are sending to a Scan to FTP, Scan to Desktop, or

Scan to Network Folder destination, go to step 9.

1
@
|
o
0
@
o
o
e
=1

Q
@

Body Text

]

Add 'Reply to' to Cc

— - )| Tochange "Reply-To", touch the
[Reply-To] key.

Subject Sub: Schedule coordination meeting

File Name Material for planning meeting

Reply-To

gl

)

Add 'Reply to' to Cc

@ If user authentication is being used, the information of the user that logged in will be applied, and thus "Reply-To"
cannot be changed.

o ) Specify a user for "Reply-To" and touch
b8 ks | ]H the [OK] key-

(ece cee | (300 om0 ]+ * Touch the key that you wish to use for "Reply-To".

(EeE BEE | [Fee wee | ’ * You can touch the [Global Address Search] key to specify a

[Address Emy] e |\ ) user stored in a global address book for "Reply-To". You can
: 10 1 also touch the [Address Entry] key to directly enter an e-mail
III III JJJ JJIJ ¥

address.
[KKK KKK ] {;;g LLL_ ]
Us'er All I ABCD I EFGH I IJKL I MNOP I QRSTUI VWXYZ I@

@ * To specify the return address, you can touch the key and enter a user number that has been previously stored
using "User List" in the system settings (administrator).

¢ A key can only be selected for the return address if an e-mail address has been stored for that user in "User List" in
the system settings (administrator).
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To change the body text, touch the
[Body Text] key.

Send Settings { oK ]|

Sub: Schedule coordination meeting

File Name Material for planning meeting

Reply-To AAA ARA

~

Body Text

G

eply to' to Cc

o ) & Enter the body text and touch the [OK]

1\
Thank you for your continuous support. We have attached scanned key.
which you have requested.

* To select a pre-set text previously stored in the Web page,
touch the [Pre-Set Select] key.
* To directly enter the body text, touch the [Edit] key.

@ * 1800 characters can be entered. (A line break counts as one character.)
* To clear all entered text, touch the [Clear All] key. When this key is touched, the entire body of the message is
erased immediately; not just the selected line.
¢ Each line of the entered text can be selected with the E] keys. To edit the selected line, touch the [Edit] key.
The text entry screen will appear with the selected text entered.

— . J| Touch the [OK] key.

<

Sub: Schedule coordination meeting

Material for planning meeting

o

Thank you for your continuous support. We have attached sca

@ The [Add 'Reply to' to Cc] checkbox can be selected to send a Cc copy to the sender.

@ When storing pre-set text for the subject and file name in the Web pages, up to 80 characters can be entered.

?  System Settings (Administrator): The Number of File Name/Subject/Body Keys Displayed Setting
The setting for the number of subject keys and file name keys displayed in one screen can be changed to 6, 12, or 18.
» System Settings (Administrator): Default Sender Set
This is used to store the sender name and e-mail address that is used when a sender is not selected.
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SENDING AN IMAGE IN USB MEMORY MODE

Follow the steps below to send a scanned image to a commercially available USB memory device that has been
connected to the machine. This stores the file in the USB device.

* Use a FAT32 USB memory with a capacity of no more than 32 GB.
@ » When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be changed. To
switch to USB memory mode, touch the [Cancel] key in the touch panel and then follow the steps below. When "Default Address Setting" is
set to "Apply E-mail address of the user for login.", pressing the [Add Address] key on the touch panel switches to USB memory scan mode.

Connect the USB memory to the USB
connector (Type A) on the machine.

Place the original.

Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

@ * When placing the originals, orient them as shown below.

Document glass
Document feeder tray Place the original face down and align the
Place the original face up. corner with the tip of the arrow mark € in the
top left corner of the document glass scale.

Originals

Portrait orientation* A
p— — |
— m —
— —-1-=
— %
[ EE- =
:
Landscape orientation ]
1 F] L
- 1l —1 %
[ s Jmeoe T

* To place a large portrait-oriented original, place it as shown above in "Landscape orientation" and specify the
placement orientation in step 4.

* Place A5 (5-1/2" x 8-1/2") size originals in portrait (vertical) orientation (). If placed in landscape (horizontal) orientation
(M), an incorrect size will be detected. For an A5R (5-1/2" x 8-1/2"R) size original, enter the original size manually.

* QOriginals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.
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) ™) Switch to USB memory mode and
[ Scan I Internet Fax ‘ Fax [USB ME!m. Scanl PC Scan | display the image settings Screen'
[(seoreaeo || o) s EEE(> s (1) Touch the [USB Mem. Scan] tab
File tane If the [USB Mem. Scan] tab does not appear, touch the
200%200dpi tab to move the screen.
i ot eor (2) Touch the [Original] key.
B v

@ * When scanning to USB memory, there is no need to specify the destination.

* If a destination of another mode has been previously specified, a message will appear when you change to USB
memory mode indicating that the destination setting will be cleared. Touch the [OK] key in the message screen and
go to the next step.

¢ The current settings for [Original], [Exposure], [Resolution], [File Format], and [Colour Mode] are indicated at the
right of each key. To change a setting, touch the appropriate key.
5" AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 5-54), SPECIFYING
THE ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page 5-55), CHANGING THE EXPOSURE
AND ORIGINAL IMAGE TYPE (page 5-61), CHANGING THE RESOLUTION (page 5-63), CHANGING THE
FILE FORMAT (page 5-64), CHANGING THE COLOUR MODE (page 5-68), SPECIAL MODES (page 5-71)

1M @ Specify the orientation in which the
l . . .
original is placed.
USB Mem. Scan/Original g{ I g p . i .
To enable the original to be scanned in the correct orientation
Soan Size 100% send size (the orientation in which the top edge of the original appears at

(a0 2 ] = [ meo ] the top of the display), specify the orientation in which the
original was placed in step 2.

Inage Orientation (1) Touch the appropriate orientation key.

R lEESD - - If the top edge of the original is up, touch the key. If
Booklet Tablet g q
the top edge of the original is to the left, touch the
key.
(2) Touch the [OK] key.
You will return to the screen of step 3.

The original orientation is initially set to . If the original was placed with the top edge up, this step is not
necessary.
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Press the [START] key.

Scanning begins.

* If the original is placed on the document glass, the [Read-End] key appears in the touch panel. If the original is only one

page, go to step 7. To scan more pages, go to the next step.
* If the original was inserted in the document feeder tray, a beep will sound when scanning is completed and transmission

will begin. Go to step 8.

@ Do not disconnect the USB memory until "Sending data has been completed." appears in the touch panel.

@ * The image is scanned in the mode set in "Colour mode". For the colour mode settings, see "CHANGING THE

COLOUR MODE" (page 5-68).

« If Encrypt PDF is selected for the file format ([PDF] is selected in the format settings screen and the [Encry.]
checkbox is set to ), you will be prompted to enter a password when you press the [START] key.

Please enter encrypt PDF
password.

[ Cancel ] [ Entry ]

Touch the [Entry] key to open the keyboard screen, enter a password (maximum of 32 characters), and touch the
[OK] key. The recipient must use the password entered here to open the Encrypt PDF file.

To cancel Encrypt PDF, touch the [Cancel] key. The format settings screen will appear to let you change the file
type. Select a new file type and press the [START] key to begin transmission.

If the original was placed on the document glass, replace it with the next original

and press the [START] key.

Repeat until all originals have been scanned.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

Configure Read-End

Touch the [Read-End] key.

A beep will sound to indicate that the operation is completed.
Open the automatic document feeder and remove the original.

@ ¢ If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the

transmission is reserved.

* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "Card Shot" is selected in the special modes, only the exposure can be changed
when scanning an even-numbered original page.
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When "Sending data has been
completed." appears in the touch panel,
disconnect the USB memory.

@ Do not disconnect the USB memory while "Processing data." or "Sending data." appears in the touch panel.

* When transmission to USB memory is completed, "Sending data has been completed." is displayed. After a brief interval
@ the message is cleared and the base screen of image send mode reappears. (The base screen of image send mode is the
screen that appears when the [[IMAGE SEND] key is touched.)

e If the USB memory becomes full during scanning...
A message will appear and scanning will stop. The scanned data will not be stored. However, if the file format is set to
JPEG and the [Specified Pages per File] checkbox is selected, files for which scanning is completed will be stored in USB
memory.

* To cancel scanning...
@ Press the [STOP] key () to cancel the operation.
* To cancel scanning to USB memory...
While scanned data is being stored in the USB memory, the message "Sending data." and the [Cancel] key appear in the
touch panel. To cancel the storing operation, touch the [Cancel] key.

» System Settings: USB-Device Check (page 7-28)
This is used to check the connection of a USB device to the machine.

» System Settings (Administrator): Scan Settings
This is used to set the default colour mode and file format.
» System Settings (Administrator): Disable Scan Function
The use of PC scan mode and USB memory mode can be prohibited.
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SPECIFY THE FOLDER IN WHICH THE FILE WILL BE
STORED.

When sending a file to USB memory, a folder can be specified in USB memory. A new folder can also be created in USB
memory.

@ If a folder is not specified, the file will be stored on the first level of the USB memory.

[ %o |wewwm] wm  Jmwewn] === ]| Touch the [Stored to] key.
Stored to Scan: Send:
Ly
@ o o o
LB tono2
(A) m (f) Select the folder.
Stored to o %) (1) Touch the key of the folder in which you
[ | (vew Foreer | wish to store the file.
[Folder nane i If the selected folder contains another folder, you can

(i) ‘Folder 1

i select that folder. The current folder level appears in (A).

|
[ J
[ (3 |Folder 2 ] *
[ J
[ J

+) (2) Touch the [OK] key.

You will return to the base screen. The [Stored to] key will
@ be highlighted.

(3 |Folder 3

(] ‘Folder 4

@ ¢ To create a new folder on the currently displayed level, touch the [New Folder] key. A text entry screen will appear.
Enter a folder name and touch the [OK] key. For the procedure for entering text, see "ENTERING TEXT" (page
1-77) in "1. BEFORE USING THE MACHINE".
e To move up one level, touch the key. This key appears when a folder on the second level or lower is selected.

* To change the order of the keys that appear in a screen, touch the key that shows ! or i Each time the key is
touched, the order changes between ascending and descending.

Specify a folder name and file name that are within the allowed number of display characters of your operating system. If the
file name or folder name exceeds the allowed number of characters, it may not be possible to display the scanned file.
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ENTERING A FILE NAME

The file name can be directly entered when performing a scan transmission.

@ * If the file name is not entered, the settings in the Web page are used.
* For the procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".

{ Scan [ Internet Fax [ Fax [ USB Mem. Scan I PC Scan |

@ o
o o
Preview I
(A)

Touch the [File Name] key. A text entry screen will appear. Enter the file name and touch the [OK] key. The entered file
name will appear in (A).
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SENDING A FAX IN INTERNET FAX MODE

The basic procedure for sending a fax in Internet fax mode is explained below. This procedure can also be used to
perform direct transmission by Direct SMTP.

When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be
@ changed, the destination cannot be changed, and destinations cannot be added. To switch to Internet fax mode, touch the

[Cancel] key in the touch panel and follow the steps below.

When "Default Address Setting" is set to "Apply E-mail address of the user for login.", pressing the [Add Address] key on the

touch panel switches to Internet fax mode.

Original size Place the original.

* Place the original face up in the document feeder tray, or
face down on the document glass.

¢ Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

* Place A5 (5-1/2" x 8-1/2") size originals in portrait (vertical) orientation ([5) ). If placed in landscape (horizontal) orientation
@ (M), an incorrect size will be detected. For an A5R (5-1/2" x 8-1/2"R) size original, enter the original size manually.
* Image rotation
A4, B5R, A5R, and 16K (8-1/2" x 11" and 5-1/2" x 8-1/2"R) originals are rotated 90 degrees and transmitted in A4R,
B5, A5, or 16KR (8-1/2" x 11"R or 5-1/2" x 8-1/2") orientation. (A4R, B5, and A5 (8-1/2" x 11"R and 5-1/2" x 8-1/2")
originals cannot be rotated for transmission.)

{ . Transmission
Q| - o 4 | &

* Originals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.

System Settings (Administrator): Rotation Sending Setting
This is used to select whether or not a scanned original image is rotated before transmission.
The default setting is: rotate A4 to A4R, B5R to B5, and A5R to A5 (8-1/2" x 11" to 8-1/2" x 11"R, and 5-1/2" x 8-1/2"R
to 5-1/2" x 8-1/2").
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(4) (?) () Specify the destination.

ormrs | @s. JlE ) (1) Touch the [Address Book] key in the base
> Csoentdtiitnigosn‘l ) screen.

[ece cee &) [boo oo g (2) Touch the key of the desired destination.
[Admss Entrv] [fee eee &) (eez wee | The & icon appears in one-touch keys in which Internet
| (e o) [fus @ fax addresses are stored.
[ ] [III 111 B] [JJJ 333 t.] (3) Touch the [To] key_

Sor ress LJ{ ABCD J{ ;FGHJ ks || o || orstu || vikvz |&J The destination is specified.
- ol oo ey sos

(4) Touch the [Condition Settings] key.

» After a one-touch key is touched, if the screen is changed without touching the [To] key, the destination is
@ automatically specified.
* In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter a destination or look up a destination in a global address book. For more information, see
"ENTERING DESTINATIONS" (page 5-18).

M (@) Switch to Internet fax mode and display
I . .
Scan | Interngt Fax Fax [USB Mem. Scan[ PC Scan I the Image settlngs screen.
[ praasess soor] | (Comitnar ) scon: (™ sene (1) Touch the [Internet Fax] tab.
e o) (2) Touch the [Original] key.

Send sectings —
Address Review| File Format | TIFF-F
File Special Modes

Quick File
5 I-Fax Manual
Preview q
Reception

[

The current settings for [Original], [Exposure], [Resolution], and [File Format] are indicated at the right of each key. To
@ change a setting, touch the appropriate key.
I AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 5-54), SPECIFYING
THE ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page 5-55), CHANGING THE EXPOSURE
AND ORIGINAL IMAGE TYPE (page 5-61), CHANGING THE RESOLUTION (page 5-63), CHANGING THE FILE
FORMAT (page 5-64), SPECIAL MODES (page 5-71)

D) Specify the orientation in which the
I —_ .
original is placed.
Internet Fax/Original g( I g . p . i . .
When specifying the orientation of the image to be transmitted,
Scan size 1005 Send size specify the orientation of the original placed in step 1.
[ Auto A4 ] + [ Auto ]

(1) Touch the appropriate orientation key.

If the top edge of the original is up, touch the key. If
Inage Orientation the top edge of the original is to the left, touch the

FEEREES key.
(2) Touch the [OK] key.

You will return to the screen of step 2.

The original orientation is initially set to . If the original was placed with the top edge up, this step is not
necessary.
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Press the [START] key.

Scanning begins.

* If the original is placed on the document glass, the [Read-End] key appears in the touch panel. If the original is only one page,
go to step 7. To scan more pages, go to the next step.

* If the original was inserted in the document feeder tray, a beep will sound when scanning is completed and transmission
will take place.

If the original was placed on the document glass, replace it with the next original
and press the [START] key.

Repeat until all originals have been scanned.

Touch the [Read-End] key.

Place next original. (Pg.o-x) A beep will sound to indicate that the operation is completed.

Press [Start].

When finished, press [Read-End]. Open the automatic document feeder and remove the original.

Configure Read-End

¢ If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
@ transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "2in1" or "Card Shot" is selected in the special modes, only the exposure can be
changed when scanning an even-numbered original page.

* When all originals have been scanned, "Job stored." will be displayed together with a job control number. This number can
@ be used to locate the job in the Transaction Report or in the Image Sending Activity Report. If the job is a broadcast

transmission, this number will also appear in the key of the job in the job status screen. For this reason, making a note of
the number is useful for checking the result.

* If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop.

* Storing a mail signature
You can have preset text automatically added at the end of e-mail messages as a mail signature. This is convenient when
you wish to have a corporate policy or other preset text appear at the bottom of e-mail messages. To store the text for the
mail signature, click [Application Settings], [Network Scanner Settings] and then [Administration Settings] in the Web page
menu. (Administrator rights are required.) Up to 900 characters can be entered. (The mail signature is not included in the
maximum number of characters that can be entered in the e-mail message.)
Use "Pre-Setting Mail Signature" in the system settings (administrator) to specify whether or not a mail signature is added.

To cancel scanning...
Press the [STOP] key () to cancel the operation.

This is used to select Internet fax transmission settings such as the receive report setting, rotation setting, size restriction
setting, and sender information attachment setting.

» System Settings (Administrator): Pre-Setting Mail Signature
Use this setting to specify whether or not a mail signature is added at the end of e-mail messages. By factory default, a
mail signature is not added.

» System Settings (Administrator): I-Fax Send Settings
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CHANGING THE SUBJECT, FILE NAME, AND BODY
TEXT

The subject, file name, and body text can be changed when performing an Internet fax transmission. Preset items can
be selected or text can be directly entered.

* If the subject and file name are not changed, the settings in the Web page are used.
@ » Selections for the subject, file name, and body text are configured by clicking [Application Settings] and then [Network
Scanner Settings] in the Web page menu.
* For the procedure for entering text, see "ENTERING TEXT" (page 1-77) in "1. BEFORE USING THE MACHINE".

Touch the [Send Settings] key in the base screen.
I=" BASE SCREEN (page 5-9)

To change the subject, touch the
[Subject] key.

Send Settings ( OK ]|

Body Text

)] ) Enter the subject.

Q @—

(1) Touch a pre-set text key.
(2) Touch the [OK] key.

Subject [ Cancel H
Direct Entry I
0.01 Sub: Schedule coordination ﬁo,OZ Sub: Monthly Schedule I

No.03 Sub: Minutes of planning m

No.04

) |
=
=
|

No.12

* If you wish to directly enter the text, touch the [Direct Entry] key to open the text entry screen. Enter the text and
@ touch the [OK] key.
* The text in a pre-set text key can be edited by touching the pre-set text key and then the [Direct Entry] key. The text
entry screen will appear with the selected pre-set text entered. (When a destination is stored using the Web page,
up to 80 characters can be entered. However, only 54 characters can be entered in the touch panel.)
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= To change the file name, touch the [File
Name] key.
Sub: Schedule coordination meeting The file name is entered in the same way as the subject.

= ] To change the body text, touch the
[Body Text] key.

Subject Sub: Schedule coordination meeting

File Name Material for planning meeting

Body Text

®
)
=
a
®
®
o
o
B
5]
@
w

T )] Enter the body text and touch the [OK]

Thank you for your contimious support. We have attached scamned key.
which you have requested.

* To select a pre-set message previously stored in the Web
page, touch the [Pre-Set Select] key.
* To directly enter the message, touch the [Edit] key.

@ * 1800 characters can be entered. (A line break counts as one character.)

¢ To clear all entered text, touch the [Clear All] key. When this key is touched, the entire body of the message is
erased immediately; not just the selected line.

* Each line of the entered text can be selected with the E] keys. To edit the selected line, touch the [Edit] key.
The text entry screen will appear with the selected text entered.
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= Touch the [OK] key.

Sub: Schedule coordination meeting
Material for planning meeting

Body Text Thank you for your continuous support. We have attached sca

@ When storing pre-set text for the subject and file name in the Web pages, up to 80 characters can be entered.

? System Settings (Administrator): The Number of File Name/Subject/Body Keys Displayed Setting
The setting for the number of subject keys and file name keys displayed in one screen can be changed to 6, 12, or 18.
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SENDING THE SAME IMAGE TO MULTIPLE
DESTINATIONS (Broadcast Transmission)

The same scanned image can be sent to multiple scan modes, Internet fax mode, and