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Please read the Operation Guide before using the copier.
Keep it close to the copier for easy reference.
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We have determined as a participating company in the International
Energy Star Program that this product is compliant with the standards
laid out in the International Energy Star Program.

About the International Energy Star Program

International Energy Star Program has as its basic goals the
promotion of efficient energy use and the reduction of the
environmental pollution that accompanies energy consumption by
promoting the manufacture and sale of products that fulfill program
standards.

International Energy Star Program standards require that copies
come equipped with a “Low Power Mode” where energy consumption
is reduced after a certain amount of time elapses since the device
was last used, as well as an “Off Mode” where the device
automatically turns itself off after there is no activity within a set
amount of time. When the copier includes printer and fax functions,
the printer and fax must enter a “Low Power Mode” where power
consumption is automatically reduced after a certain amount of time
elapses since they were last used, and they must also support a
“Sleep Mode” where power consumption is reduced to a minimum
when there is no activity within a set amount of time.

This product is equipped with the following features as a result of its
compliance with International Energy Star Program standards.

@ Low Power Mode

The device automatically enters “Low Power Mode” when 15 minutes
have passed since the device was last used. The amount of time of
no activity that must pass before “Low Power Mode” is activated may
be lengthened. See “Energy-saving preheat function” for more
information.

@ Off Mode

The device automatically enters “Off Mode” when 90 minutes have
passed since the device was last used. The amount of time of no
activity that must pass before “Off Mode” is activated may be
lengthened. For more information see “Auto shut-off function”.

@ Sleep Mode (If the copier has printer and/or facsimile function)
The device automatically enters “Sleep Mode” when 90 minutes have
passed since the device was last used. The amount of time of no
activity that must pass before “Sleep Mode” is activated may be
lengthened. For more information see “Auto shut-off function”.

@ Automatic 2-Sided Copy Function

The Energy Star Program encourages the use of 2-sided copying
which reduces the load on the environment and this device includes 2-
sided copying as a standard function. For example, by copying two 1-
sided originals onto a single sheet of paper as a 2-sided copy, it is
possible to lower the amount of paper used.

For more information see “Making 2-sided copies from various types
of originals [2-sided copy modes]”.

@ Paper Recycling

The Energy Star Program encourages the use of environmentally
friendly recycled paper. Your sales or service representative can
provide information about recommended paper types.

In areas of the GEEA, the available setting for the auto shut-off function to engage is between 15 and 120 minutes, and
the available setting for the energy-saving preheat function to engage is any 1-minute increment between 1 minute and
45 minutes, 60 minutes, 90 minutes or 120 minutes.

NOTE:

This Operation Guide contains information that corresponds to using both the inch and metric versions of this copier.
Within the text we have generally indicated messages by listing that for the inch version followed, in brackets, by the
corresponding information for the metric version. However, when a message is essentially the same, or when the difference
is only one of upper- and lower-case spelling, we have listed the information specifically as it is displayed in the inch
version of this machine.

All rights reserved. No part of this material may be reproduced or transmitted in any form or by any means, electronic or
mechanical, including photocopying, recording or by any information storage and retrieval system, without permission in
writing from the Publisher.

Legal Restriction On Copying

* It may be prohibited to copy copyrighted material without permission of the copyright owner.
e |t is prohibited under any circumstances to copy domestic or foreign currencies.

» Copying other items may be prohibited.



Please read this Operation Guide before using the copier. Keep it close to the copier
for easy reference.

The sections of this guide and parts of the copier marked with symbols are safety warnings meant
to protect the user, other individuals and surrounding objects, and ensure correct and safe usage
of the copier. The symbols and their meanings are indicated below.
DANGER: Indicates that serious injury or even death will very possibly result from
insufficient attention to or incorrect compliance with the related points.

to or incorrect compliance with the related points.

CAUTION: Indicates that personal injury or mechanical damage may result from insufficient
attention to or incorrect compliance with the related points.

A WARNING: Indicates that serious injury or even death may result from insufficient attention

Symbols
The A symbol indicates that the related section includes safety warnings. Specific points of attention
are indicated inside the symbol.

A ................. [General warning]
A ................. [Warning of danger of electrical shock]
& ................. [Warning of high temperature]

The © symbol indicates that the related section includes information on prohibited actions. Specifics
of the prohibited action are indicated inside the symbol.

® .................. [Warning of prohibited action]
® ................... [Disassembly prohibited]

The @ symbol indicates that the related section includes information on actions which must be
performed. Specifics of the required action are indicated inside the symbol.

o .................. [Alert of required action]

% .................. [Remove the power plug from the outlet]

9 .................. [Always connect the copier to an outlet with a ground connection]

Please contact your service representative to order a replacement if the safety warnings in this
Operation Guide are illegible or if the guide itself is missing. (fee required)

<Note>
An original which resembles a bank note closely may not be copied properly in some rare cases
because this copier is equipped with a counterfeiting prevention function.
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® MAKING FULL USE OF THE COPIER'S ADVANCED FUNCTIONS

1 Having the copier automatically select
copy paper of the same size as the
original
<Auto paper selection mode>
(Page 4-2)
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2 Making clear reproductions of
photographs
<Image quality selection>
(Page 4-3)
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abcdefghijk defghi
abcdefghijk jkmn
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3 Various functions for making enlarged
and reduced copies
M Enlarging/reducing the copy image to fit the
size of paper in a specified drawer[cassette]
<Auto magnification selection mode>
(Page 4-5)

11"X17" (A3)

8 1/2'X11" (A4) l =g~ -«

129% (141%)

St KK -
51/2'x8 1/2" (A5) 2= %] 6494 (70%)

M Enlarging/reducing the copy image to a
desired size between 25% and 400%
(between 25% and 200% when using the
Document Processor)
<Zoom mode> (Page 4-6)

25%

400%

abcdefghijk
abedefghijk
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abcdefghijk
W One-touch selection of the copy
magnification ratio
<Preset zoom mode>
(Page 4-7)

M Enlarging/reducing the length and width of
the image to separate magnification ratios
<XY zoom mode>
(Page 4-8)

M » .Y %

%

4 Making 2-sided copies from various types

5 Copying each image of open-faced

6 Creating a margin on the copies

of originals (books, etc.) or 2-sided originals onto <Margin mode>
<2-sided copy modes> separate sheets (Page 5-6)
(Page 5-1) <Page separation/Split copy modes>
(Page 5-4)
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7 Centering the copy image 8 Adding a space next to the copy images 9 Making copies with clean edges
<Centering/Image shift mode> for making notes <Border erase modes>
(Page 5-8) <Memo mode> =7 =3 (Page 5-11)
(Page 5-9) == ==
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1 0 Fitting the image of either two or four
originals onto a single copy page
<Combine/Merge Copy modes>
(Page 5-13)
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11 Printing page numbers on the copies
<Print page numbers mode>
(Page 5-16)
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1 2 Overlaying one image over another
<Form overlay mode>
(Page 5-20)
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13 Making booklets from sheet originals

<Booklet/Stitching mode>

(Page 5-22)

14 Making booklets from books

<Book to Booklet mode>

(Page 5-25)
S

1 5 Automatic sorting of copy sets without the
Document Finisher
<Sort/Finished mode>

(Page 5-28) _
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1 6 Automatic rotation of the copy image

<Auto rotation function>

(Page 5-29)

same time

1 7 Copying different sized originals at the

<Auto Selection/Filing mode>

(Page 5-30)
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1 8 Adding a front and/or back cover to your
copy sets
<Cover mode>
(Page 5-32)

1 9 Feeding paper as a backing sheet for
OHP transparencies
<Transparency + backing sheet mode>
(Page 5-37)

<Invert mode>

(Page 5-39)

20 Inverting black and white

21 Making mirror image copies
<Mirror image mode>
(Page 5-40)

o =2

22 Making a test copy prior to large volume

copying

<Proof mode>

(Page 5-41)

copy job is finished
<Repeat copy mode>

(Page 5-43)

23 Making more of the same copies after a

24 Copying a large volume of originals in
one operation
<Batch scanning mode>
(Page 5-48)
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25 Saving on toner use
<Eco print mode>

(Page 5-49)
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26 Memorizing frequently used settings
<Program function>
(Page 5-51)

——1

27 Easily add covers and insert sheets
between various sets of originals in one
operation
<Job build mode>
(Page 5-58)
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28 Registering images to be used for form 29 Managing shared forms 30 Printing out different stored originals in

overlay <Shared data box> one operation
<Form registration> (Page 6-4) <Synergy print boxes>
(Page 6-1) (Page 6-9)

» >. @Izl
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>

elc)
31 Using department ID-codes to manage 32 Turning the power to the copier ON/OFF 33 Changing the language used in the touch
the number of copies made by each automatically on a set schedule panel
department <Weekly timer function> <Language selection function>
<Copy management mode> (Page 7-14) (Page 7-78)
(Page 7-1)
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©

34 A full range of optional equipment is B Document Finisher + Multi Job Tray +
available (Page 8-1) Center-Folding Unit

M Side Feeder (Page 8-1)
(Page 8-1)

W Key Counter W Printer Kit Bl Network Scanner Kit
(Page 8-7) (Page 8-7) (Page 8-7)

B Tandem Copier Kit
(Page 8-8)
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Section 1 IMPORTANT! PLEASE READ FIRST.

A CAUTION LABELS

Caution labels have been attached to the copier at the following locations for safety purposes.
BE SUFFICIENTLY CAREFUL to avoid fire or electric shock when removing a paper jam or when replacing toner.

4 )

Label 4

DO NOT touch the support area for
the Document Processor as there
is a danger that your fingers or
other objects may become caught

or pinched, and this can result in
MUY, <

Label 1
High voltage inside. NEVER touch
Label 2 parts in this area, because there is

High temperature inside. Do not a danger of electric shock. ............
touch parts in this area, because

there is a danger of getting
burned. ...

Label 3
High temperature inside. Do not
touch parts in this area, because

there is a danger of getting
burned. ..o

Label 5
DO NOT attempt to incinerate the
toner bottle or the waste toner box.

Dangerous sparks may cause
DUMNS. e

NOTE: DO NOT remove these labels.
\ J




A INSTALLATION PRECAUTIONS

B Environmment

A CAUTION

* Avoid placing the copier on or in locations which
are unstable or not level. Such locations may
cause the copier to fall down or fall over. This
type of situation presents a danger of personal
injury or damage to the copier. ......ccccceeveviiieereenns

O

* Avoid locations with humidity or dust and dirt. If
dust or dirt become attached to the power plug,
clean the plug to avoid the danger of fire or
electrical ShoCK. ...

» Avoid locations near radiators, heaters, or other
heat sources, or locations near flammable items,
to avoid the danger of fire. ......ccccviiiiiiiiiieee

« To keep the copier cool and facilitate changing of
parts and maintenance, allow access space as
shown below. Leave adequate space, especially

around the vents, to allow air to be properly
ventilated out of the copier. ........ccccoviiiiiieiiieene

Rear:
23 15/16"
10 cm

Right:
2 27 9/16"
70 cm

Other precautions

« Adverse environmental conditions may affect the safe
operation and performance of the copier. Install in an air-
conditioned room (recommended room temperature:
around 68°F (20°C), humidity: around 65%RH) and
avoid the following locations when selecting a site for
the copier.

 Always use the caster stoppers to stabilize the
copier once it is in place to keep it from moving
and/or falling over and causing injury. ..................

- Avoid locations near a window or with exposure to
direct sunlight.

- Avoid locations with vibrations.

- Avoid locations with drastic temperature fluctuations.

- Avoid locations with direct exposure to hot or cold air.

- Avoid poorly ventilated locations.

« If the floor is delicate against casters, when this product

is moved after installation, the floor material may be
damaged.

1-2

* During copying, some ozone is released, but the amount
does not cause any ill effect to one's health. If, however,
the copier is used over a long period of time in a poorly
ventilated room or when making an extremely large
number of copies, the smell may become unpleasant. To
maintain the appropriate environment for copy work, it is
suggested that the room be properly ventilated.

H Power supply/Grounding the copier

A WARNING

* DO NOT use a power supply with a voltage other
than that specified. Avoid multiple connections in
the same outlet. These types of situations
present a danger of fire or electrical shock. .........

* Plug the power cord securely into the outlet. If
metallic objects come in contact with the prongs
on the plug, it may cause a fire or electric shock.

Other precautions

» Connect the power plug to the closest outlet possible to
the copier.

* Always connect the copier to an outlet with a
ground connection to avoid the danger of fire or
electrical shock in case of an electric short. If an
earth connection is not possible, contact your
service representative. .......cccoovcieeii i,

* The power supply cord is used as the main disconnect
device. Ensure that the socket/outlet is located/installed
near the equipment and is easily accessible.

H Handling of plastic bags

A WARNING

*» Keep the plastic bags that are used with the
copier away from children. The plastic may cling
to their nose and mouth causing suffocation. .......




A PRECAUTIONS FOR USE

H Cautions when using the copier A CAUT I O N
A WA R N I N G * DO NOT pull the power cord when removing it

from the outlet. If the power cord is pulled, the
» DO NOT place metallic objects or containers with wires may become broken and there is a danger

water (flower vases, flower pots, cups, etc.) on or of fire or electrical shock. (ALWAYS grasp the
near the copier. This of situation presents a

power plug when removing the power cord from
danger of fire or electrical shock should they fall ® e A

INSIAE. 1eeeeeiiiiiie e
* ALWAYS remove the power plug from the outlet
DO NOT remove any of the covers from the when moving the copier. If the power cord is

copier as there is a danger of electrical shock ® damaged, there is a danger of fire or electrical %

from high voltage parts inside the copier. ............ SNOCK. «.vvvrrr e eeeeeeee e eeeseeeseeesereeeee s enreeee
+ DO NOT damage, break or attempt to repair the « If the copier will not be used for a short period of
power cord. DO NOT place heavy objects on the time (overnight, etc.), turn the main switch OFF
cord, pull it, bend it unnecessarily or cause any (O).
other type of damage. If it will not be used for an extended period of
These types of situations present a danger of fire ® time (vacations, etc.), remove the power plug
or electrical ShoCK. ........cevviiiiieiiiieee e, from the outlet for Safety purposes during the %
- NEVER attempt to repair or disassemble the time the copieris notin use. .......cccccceeveiiieeeeennee
copier or its parts as there is a danger of fire, « ALWAYS hold the designated parts only when
electrical shock or damage to the laser. If the lifting or moving the CopIer. ........cccoeveveveveeeeeennen.
laser beam escapes, there is a danger of it
causing bliNANESS. ........ccoveveeeeeeeeeeeeeeeeeeeeeen, @ - For safety purposes, ALWAYS remove the power
plug from the outlet when performing cleaning
* If the copier becomes excessively hot, smoke OPEIAtIONS. ..oiiiiiiie it
appears from the copier, there is an odd smell, or
any other abnormal situation occurs, there is a « If dust accumulates within the copier, there is a
danger of fire or electrical shock. Turn the main danger of fire or other trouble. It is therefore
switch OFF (O) immediately, BE ABSOLUTELY recommended that you consult with your service
CERTAIN to remove the power plug from the representative in regard to cleaning of internal
outlet and then contact your service parts. This is particularly effective if accomplished
represSentative. ..........cccccveeveeeeeeciecececeee e prior to seasons of high humidity. Consult with
your service representative in regard to the cost
« If anything harmful (paper clips, water, other of cleaning the internal parts of the copier. .......... o
fluids, etc.) falls into the copier, turn the main
switch OFF (O) immediately. Next, BE * DO NOT leave the Document Processor open as
ABSOLUTELY CERTAIN to remove the power there is a danger of personal injury. ..........c.......... ®
plug from the outlet to avoid the danger of fire or
electrical shock. Then contact your service
representative. ......ooooviiiiiieiiiiee e

+ DO NOT remove or connect the power plug with
wet hands, as there is a danger of electrical
<] Lo Lo <SR

* ALWAYS contact your service representative for
maintenance or repair of internal parts. ...............



PRECAUTIONS FOR USE

Other precautions
* DO NOT place heavy objects on the copier or cause
other damage to the copier.

* DO NOT open the front cover, turn off the main switch,
or pull out the power plug during copying.

» When lifting or moving the copier, contact your service
representative.

» Do not touch electrical parts, such as connectors or
printed circuit boards. They could be damaged by static
electricity.

* DO NOT attempt to perform any operations not
explained in this handbook.

* CAUTION : Use of controls or adjustments or
performance of procedures other than those specified
herein may result in hazardous radiation exposure.

* Do not look directly at the light from the scanning lamp
as it may cause your eyes to feel tired or painful.

H Cautions when handling
consumables

A CAUTION

+ DO NOT attempt to incinerate the toner bottle or ®

the waste toner box. Dangerous sparks may
CaAUSE DUIMS. .o

 Keep the toner bottle and the waste toner box out
of the reach of children. ..........ccccociriiiiiies

« If toner happens to spill from the toner bottle or
the waste toner box, avoid inhalation and
ingestion, as well as contact with your eyes and ®
SKIN. 1ot

- If you do happen to inhale toner, move to a place with
fresh air and gargle thoroughly with a large amount of
water. If coughing develops, contact a physician.

- If you do happen to ingest toner, rinse your mouth out
with water and drink 1 or 2 cups of water to dilute the
contents of your stomach. If necessary, contact a
physician.

- If you do happen to get toner in your eyes, flush them
thoroughly with water. If there is any remaining
tenderness, contact a physician.

- If toner does happen to get on your skin, wash with
soap and water.

+ DO NOT attempt to force open or destroy the
toner bottle or the waste toner box. ......................

Other precautions

* After use, ALWAYS dispose of the toner bottle and the
waste toner box in accordance with Federal, State and
Local rules and regulations.

« Store all consumables in a cool, dark location.

« If the copier will not be used for an extended period of
time, remove the paper from the cassette, return it to its
original package and reseal it.



Section 2 NAMES OF PARTS

1. Main body

(@ Operation panel
(Perform copy operations here.)

(@ Cover on the right side of the operation panel
(Open this cover when you need to add toner.)

(® Front cover
(Open this cover if a paper misfeed occurs inside the copier.)

(@ Original tray
(Depending upon the country or region where you purchased your
copier, this part may not be included.)

(5) Drawer[Cassette] No.1
(This drawer[cassette] has a storage capacity of 3,000 sheets of
standard copy paper.)

(6) Drawer[Cassette] No.2
(This drawer|[cassette] has a storage capacity of 500 sheets of
standard copy paper.)

(@ Drawer[Cassette] No.3
(This drawer[cassette] has a storage capacity of 500 sheets of
standard copy paper.)

Paper width guide release levers
(Pinch these levers and adjust the guide plates to fit the width of
the paper that is to be loaded in that drawer[cassette].)

(@ Paper length guide release levers
(Pinch these levers and adjust the guide plate to fit the length of
the paper that is to be loaded in that drawer[cassette].)

Multi-bypass tray
(Set copy paper on this tray when you want to copy onto small
paper sizes or onto special types of paper.)

@) Insert guides
(Align these guides to fit the width of the paper that is to be set on
the multi-bypass tray.)

@2 Multi-bypass extension
(Pull out this extension when copying onto 8 1/2" x 11", 8 112" x 14",
11" x 17", A4R, B4 or A3 size paper.)

@3 Right upper cover
(Open this cover if a paper misfeed occurs inside the copier.)

Right lower cover
(Open this cover if a paper misfeed occurs inside the copier.)

@9 Original size indicator lines
(Be sure to align the original with these lines whenever setting an
original on the platen.)

Platen
(Set originals here for copying. Lay originals face-down and align
the edges with the size indicator lines located on the left and rear
sides of the platen.)

(7 Handles for transport
(Pull these bars out - two on both the left and right sides of the
copier - in order to use them as handles.)

2-1
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Original table
(Set originals to be copied on this table.)

Original insert guides
(Align these guides to fit the width of the originals to be copied.)

29 Document Processor cover
(Open this cover if an original misfeed occurs.)

@) Original set indicator
(This indicator lights when originals are set in the Document
Processor.)

@ Original eject table
(Originals that have been copied are ejected and stored here.)

@) Document Processor handle
(Hold this handle when you want to open the Document
Processor.)

@9 Ejection extension

(Open this extension when using larger sized originals such as
8 12" x 14", 11" x 17", B4 and A3.)

2-2
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@9 Total counter
(This counter displays the total number of copies made on the
copier up to this point.)

@9 Fixing unit handle
(Operate this handle out if a paper misfeed occurs inside the
copier.)

@) Transfer unit handle
(Operate this handle out if a paper misfeed occurs inside the

copier.)

Transfer unit release lever
(Operate this lever when you need to pull out the transfer unit.)

@9 Transfer unit
(Pull this unit out if a paper misfeed occurs inside the copier.)

Fixing unit

@) Duplex Unit
(Pull this unit out if a paper misfeed occurs inside the copier.)
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@ Main switch
(Turn this switch ON ( | ) before copying.)

@3 Left cover
(Open this cover if a paper misfeed occurs inside the copier.)

Copy eject tray
(Finished copies are ejected and stored on this tray.)

@ Waste toner box

Waste toner box cover
(Open this cover when replacing the waste toner box.)

@) Handles for transport
(Pull these bars out - two on both the left and right sides of the
copier - in order to use them as handles.)

2-3
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2. Operation panel

PIDID
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(@ [Start] key & indicator lamp
(Press this key when the lamp in that key is lit green and you want
to start copying.)

(@ [Stop/Clear] key
(Press this key when you want to stop copying or change the
number of copies to be made.)

(® [Reset] key
(See “Initial mode” on page 2-5.)

(@ [Energy Saver] key & indicator lamp
(Press this key when you want to turn the energy-saving preheat
mode ON. Press the same key again to turn the preheat mode
OFF. See page 4-11.)

(&) [Interrupt] key & indicator lamp
(Press this key to light the lamp in that key when you want to
perform interrupt copying. See page 4-9.)

(6 [Management] key
(When copy management is turned ON, press this key after
copying in order to return to the department ID-code entry display.
See page 7-1.)

@ [¥] (default setting) key
(Press this key when you want to perform default settings as well
as those related to copy management, etc.)

Keypad
(Use these keys when you want to set the number of copies to be
made or enter other values.)

(9 Touch panel
(This panel displays such information as operation procedures,
machine status, and the various function keys.)

10 Brightness adjustment control dial

@ Brig j
(Turn this dial when you want to adjust the brightness of the touch
panel.)

2-4
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@) [Copier] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the copier functions of this machine.)

@ [Printer] key & indicator lamp
(Press this key when you want to use the optional printer functions
of this machine. The lamp in that key will light when the machine is
in the printer operation mode. The indicator to the left of the key
will either light green or orange, or will flash, depending upon the
status of the machine.)

@3 [Scanner] key & indicator lamp
(Press this key when you want to use the optional scanner
functions of this machine. The lamp in that key will light when the
machine is in the scanner operation mode. The indicator to the left
of the key will either light green or orange, or will flash, depending
upon the status of the machine.)

[Auto Selection] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the auto selection mode. See page 5-30.)

@5 [Job Build] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the job build mode. See page 5-58.)

[Repeat Copy] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the repeat copy mode. See page 5-43.)

@ [Job Queue] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the output management functions of the copier. See page 6-20.)

[Document Management] key & indicator lamp
(Press this key to light the lamp in that key when you want to use
the document management functions of the copier.
See page 6-1.)
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@ Initial mode (at the end of warm-up or when the [Reset] key is
pressed)

In the default settings prepared at the factory, paper of the same size
as the original is selected automatically and the copy magnification
ratio is set to “100%” [1:1] (under the auto paper selection mode), the
number of copies to be made is set to “1” and the image quality is set
to the text+photo mode.

NOTES

» The default settings for the initial mode can be changed using the
corresponding “copy default settings” procedure.

« It is possible for you to change the default setting for the copy
exposure in the initial mode from the “manual exposure mode” to the
“auto exposure mode”. (See “Exposure mode” on page 7-40.)

@® Auto clear function

Once a designated amount of time has passed after copying stops
(between 10 and 270 seconds), the auto clear function will
automatically engage and the copier will return to the same settings
as those after warm up (initial mode settings). (However, the copy
exposure mode and the image quality mode will not change.) Copies
can continually be made using the same settings (copy mode,
number of copies and exposure mode) if the next batch of copying is
started before the auto clear function engages.

@ Automatic drawer[cassette] switching function

If two drawers[cassettes] contain the same size of paper in the same
orientation and the paper in one drawer[cassette] runs out during
copying, the automatic drawer[cassette] switching function will switch
paper feed from the empty drawer[cassette] to the other
drawer[cassette] that still contains paper.

It is also possible to designate which drawers[cassettes] will hold the
same size and type of paper for automatic switching.

NOTE

The automatic drawer[cassette] switching function can be turned OFF.
(See “Auto drawer[cassette] switching ON/OFF” on page 7-22.)

2-5



Section 2 NAMES OF PARTS

3. Touch panel

Inch specifications

Plain
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(@ This area displays messages on the machine's status and on
operational procedures.

(® This area displays information on the size of paper in the
drawer[cassette] and the current copy magpnification ratio.

(® This area displays the current number of copies to be made.

(@ Paper size keys
(Touch these keys when you want to change the currently selected
drawer[cassette] in order to change the size of paper that will be
used. The drawer[cassette] that holds the currently selected paper
size and type of paper will be highlighted.)

® “APS” key
(Touch this key until it is highlighted when you want to have the
paper size selected automatically. See page 4-2.)

(® “Bypass” key
(Touch this key when you want to copy onto paper that is set on
the multi-bypass tray. The type of paper registered for use on the
multi-bypass tray will be indicated in the key.)

@ “AMS” key
(Touch this key until it is highlighted when you want to have the
copy magnification ratio selected automatically. See page 4-5.)

“Reduce/Enlarge” key
(Touch this key when you want to manually change the copy
magnification ratio. See page 4-6.)

® “100%” (same size) key
(Touch this key when you want to copy the original image at its
actual size “100%”.)

Copy exposure adjustment keys / Copy exposure scale
(Touch the appropriate key when you want to manually adjust the
copy exposure. The copy exposure scale will indicate the currently
selected setting. See page 4-2.)

@) “Exposure mode” key
(Touch this key when you want to access the “Exposure Mode”
screen.)

@ “Auto Exposure” key
(Touch this key until it is highlighted when you want to select the
auto exposure mode. In the auto exposure mode, the contrast of
the original will be detected and the most suitable exposure level
selected automatically. See page 4-2.)

@3 “Sort:OFF” key
(Touch this key when you want to make copies without sorting
them.)

“Sort:ON” key
(Touch this key when you want to make copies in the sort mode.)

@5 “Sort/Finish” key
(Touch this key when you want to access the “Sort/Finish” screen.
See page 5-28.)

Registration keys
(Touch the appropriate key when you want to access the
corresponding function or mode. Any function or mode in the
“Function” tab can be registered to be displayed as one of the
registration key. See page 5-54.)

@7 “Basic” tab
(Touch this tab when you want to return the display to the contents
of the “Basic” tab.)

“User choice” tab
(Touch this tab when you want to display the contents of the “User
choice” tab.)

Inch specifications

BEI
+

Proof Copy

#| User choice Function Program

-

7] Userchoice 4 Function Program

“Function” tab
(Touch this tab when you want to display the contents of the
“Function” tab.)

Inch specifications

Paper size Set

Ready to copy. i -
1 [select 2 sided/ Select Combi
{ |paper Separation orig. size ombine
Exposure Reduce Auto Batch U
i | mode /Enlarge Selection scannini P
Orig.image Margin/ Forms

quality Centering Page # Overlay ¥ Down

i [sorv Border
Fipished Erase

User choice Function Program

Cover

Mode [ Booklet

[¥] Ready to copy. it 1

100%
B . ) oo )] e )
Eco Print 3[§C‘f:,: !J Invert '! [Mwor J I A v
S

Function Program

Metric specifications

[F]Ready to copy. FhiRan ]

Select 2-sided/ Select
! |paper Split J size orig J Merge copy J
| [Exposure Reduce/ Auto Large # of
| Lmode J Enlarge J selection J originals J A w

i [Image ! Margin/ ! Page Form

{ [quality Imag. shift numbering overlay ¥ oown
i [so Erase Cover

| |Finished J Mode J Mode J Booklet J

£1 User choice Function Program

1
Eco Print !I g:iegdffn‘ !I Invert J [error J IA Up

User choice Function Program
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@0 “Program” tab NOTE
(Touch this tab when you want to register the currently selected
settings as a program, or to delete a previously registered You can change or add new keys to those displayed in the “Basic”
program. See page 5-51.) and the “User choice” tabs by following the “Customize screen layout

(Main functions)” procedure on page 7-64 or the “Customize screen
layout (Add functions)” procedure on page 7-65, as appropriate.

NOTE

If you press any key that has an arrow (B>) in its bottom right corner,
the corresponding setting screen will be displayed.

Inch specifications
[F] Ready to copy. " <

Select 2 sided/ Select Combin:
paper Separation orig. size ombine
Exposure Reduce Auto Batch A U
mode [Enlarge Selection scannin: P

100

Origimage Margin/ Forms

quality g Centerin Page # Overla ¥ oown
Sort/ Border Cover

Finished Erase Mode

Function

Metric specifications
Paper size Set
Ready to copy. R4 D
100%

Select 2-sided/ Select

N R |

Exposure Reduce/ Auto Large # of

mode Enlarge selection originals

Image Margin/ Page Form

quality Imag. shift numberin overlay

Sort/ Erase Cover

Finished 4 Mode 4 Mode 4 Booklet 4

User choice Function Program

“Register” key
(Touch this key when you want to register the currently selected
function or mode under a registration key. See page 5-54.)

“Back” key
(Touch this key when you want to return the settings for the currently
selected mode back to their previous values.)

“Close” key
(Touch this key when you want to return to the previous screen.)

Inch specifications

Ready to copy.

77%
5'/:x8'/:">8'/2x14" 11x17"->8'/:x14"

129% 64%
11x17"38'/:x11"

XY zoom 50%
8'/:x14"311x17" 11x17"35":x8'/."

200% 7 25%
5'/:x8'/:"311x17" 8'/:x14"38"/:x11"

Metric specifications
Paper size Set
Ready to copy. aaso 1
100%
(25~400)
100 | % 1 141%  A4>A3 | 75%

AMS A 52A4 11x15"3A 4
Standard | 127% 70% A3->A4
XY zoom 400% 106% 50%

- I 11x15">A3
200% 90% 25%
As>A3 Folio>Ad
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1. Loading paper

Paper can be loading into 4 locations in this copier:
the 3 drawers[cassettes] and the multi-bypass tray.

(1) Note when adding paper

After taking new paper out of its packaging, be sure to fan through
them a few times to separate the sheets before loading the paper into
a drawer[cassette] or setting the paper on the multi-bypass tray.

Set the paper in the drawer[cassette] or on the multi-bypass tray with
the side that was facing upward when you opened the package still
facing upward.

Sl
N

IMPORTANT!

Using special paper

In this copier, the type of paper loaded in each drawer[cassette] and
on the multi-bypass tray can be specified under “Paper type
(drawer[cassette] No.1 - No. 4)” on page 7-24 and “(1) Paper size and
type” on page 7-66, respectively.

Among the special paper that can be use with this copier, there is a
wide range in paper quality and construction, especially in those types
of paper noted below. For that reason, there is a greater possibility of
problems occurring during copying with these type of paper.
Whenever you do use such special paper as noted here, it is
recommended that you first make a test copy and verify the results.

<Special paper for which extra caution is recommended>
* Preprinted

* Labels *

» Prepunched

» Envelopes *?

*1: When using label sheets, be absolutely certain that there is no
possibility that the backing glue will come into contact with any part
of the copier, and that none of the labels will come off the sheet
during copying. If glue does happen to come into contact with the
drum or rollers, or one of the labels comes off inside the copier,
it can be the cause of major damage.

*2: The following types of envelopes should never be used:

» Those on which the glue is exposed.

» Those whereby glue will be exposed if the protective paper is
removed. (If the paper protecting the glue comes off inside the
copier it can be the cause of major damage.)

» Those of special construction.

» Those which have a round tab on the back and are closed with
string.

» Those which have an open window.

* Those which have a transparent film window.

IMPORTANT!

» When copying onto used paper (paper which has already been
copied onto at least one side), DO NOT use paper that is stapled or
clipped together as this can be the cause of damage to the copier
and/or create problems in the copy image.

« If you use paper that is curled at all, straighten the paper out before
loading it into a drawer[cassette] or setting it on the multi-bypass
tray, or it can cause a paper jam.

3-1
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(2) Loading paper into drawer[cassette] No.1

Up to 3000 sheets of standard copy paper (75 g/m? — 80 g/m?) or
color paper (1500 sheets side-by-side) can be loaded into
drawer[cassette] No.1.

IMPORTANT!

The type of paper loaded in each drawer[cassette] must be specified
under “Paper type (drawer[cassette] No.1 - No.4)” on page 7-24.

1 Pull the drawer[cassette] that you want to load paper into out
toward you as far as it will go.
* DO NOT pull out more than one drawer[cassette] at a time.

2 Set paper in both sides of the drawer[cassette].

3-2

IMPORTANT!

» Make sure there are no folds, etc., in the paper you load into the
drawer[cassette]. Folds, etc., can cause paper jams.

+ DO NOT load more paper than is indicated by the sticker located on
the inside of the drawer[cassette] (shown as () in the illustration).

» When you are loading paper into the drawer[cassette], make sure
that the side that was facing upward when you opened the package
is still facing upward.

NOTE

When you load paper into the drawer[cassette], the side facing
downward is the side that will be copied.

3 Gently push the drawer[cassette] back in.

NOTE

If you will not be using the copier for a prolonged period of time,
remove all paper from the drawers[cassettes] and seal it in its original
packaging in order to protect it against moisture.
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(3) Loading paper into drawers[cassettes] No.2 and
No.3

Up to 500 sheets of standard copy paper (75 g/m? — 80 g/m?) or color
paper can be loaded into drawers[cassettes] No.2 and No.3.

* Inch specifications
Each drawer[cassette] can hold paper of any size between 11" x 17"
and 5 12" x 8 1/2".

» Metric specifications
Each drawer[cassette] can hold paper of any size between A3 and
A5R.

IMPORTANT!

« In metric specification copiers, the size of paper loaded in each
drawer[cassette] must be specified under “Paper size
(drawer[cassette] No.2 & No.3)” on page 7-23.

* The type of paper loaded in each drawer[cassette] must be specified
under “Paper type (drawer[cassette] No.1 - No.4)” on page 7-24.

1 Pull the drawer[cassette] that you want to load paper into out
toward you as far as it will go.
* DO NOT pull out more than one drawer[cassette] at a time.

IS
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2 Pinch the release levers and move the paper length guide
plate to fit the length of the paper that is to be loaded in that
drawer[cassette]. The paper sizes are marked on the bottom
of the drawer[cassette].

3 Pinch the release levers and move the paper width guide
plates to fit the width of the paper that is to be loaded in that
drawer[cassette].

4 Align the paper flush against the right side of the
drawer[cassette], and then set the paper in the
drawer[cassette].

IMPORTANT!

» Make sure there are no folds, etc., in the paper you load into the
drawer[cassette]. Folds, etc., can cause paper jams.

» DO NOT load more paper than is indicated by the sticker located on
the inside of the drawer[cassette] (shown as (1) in the illustration).

» When you are loading paper into the drawer[cassette], make sure
that the side that was facing upward when you opened the package
is still facing upward.

» Be absolutely certain to adjust the paper length and width guides to
the appropriate size before setting the paper. Improper setting of
these guides may be the cause of skewed paper feed or paper
jams.

» Make sure that the paper is set securely against the paper length
and width guide plates. If there is a gap between the paper and any
guide plate, readjust the guide plates to fit the paper snugly.

3-3
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NOTE

When you load paper into the drawer[cassette], the side facing
downward is the side that will be copied.

5 Insert the appropriate paper size label into the front of the
drawer[cassette] to indicate the size of paper that is loaded
into that drawer[cassette].

6 Gently push the drawer[cassette] back in.

NOTE

If you will not be using the copier for a prolonged period of time,
remove all paper from the drawers[cassettes] and seal it in its original
packaging in order to protect it against moisture.

(4) Setting paper on the multi-bypass tray

Up to 100 sheets of standard copy paper (75 g/m? — 80 g/m?), of a
size between 11" x 17"[A3] and 5 1/2" x 8 1/2"[A6R] can be set on the
multi-bypass tray at one time. When copying onto special paper, be
sure to use the multi-bypass tray.

NOTE

The types of special paper and the number of sheets that can be set
on the multi-bypass tray at one time are as follows:

Tracing paper: 1 sheet

Letterhead: 100 sheets

Color paper: 100 sheets

OHP transparencies: 25 sheets

Standard paper (120 g/m?, 160 g/m?): 25 sheets

IMPORTANT!

» When copying onto OHP transparencies, be sure to fan through
them a few times to separate the sheets before setting them on the
multi-bypass tray.

» When copying onto non-standard size paper, perform the procedure
in “(1) Paper size and type” on page 7-66 and select the paper size.

» When setting special paper such as OHP transparencies and thick
paper on the multi-bypass tray, the type of paper must be specified
under “(1) Paper size and type” on page 7-66.

3-4

1 Open the multi-bypass tray.
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NOTE

When copying onto paper of a size larger than 8 12" x 11" or A4R, be
sure to pull out the multi-bypass extension.

2 Adjust the insert guides to fit the width of the paper that is to
be set on the multi-bypass tray.

3 Slide the paper all the way in, along the insert guides, as far
as it will go.
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IMPORTANT!

When you are loading paper onto the multi-bypass tray, make sure
that the side that was facing upward when you opened the package
is still facing upward.

Especially if the leading edge of the paper is curled at all, straighten
it out before setting it on the multi-bypass tray.

If the paper is curled at all, straighten it out before setting it on the
multi-bypass tray. (The amount of paper curl should be under 10
mm for standard copy paper and 5 mm for postcards.) Depending
upon the paper quality, paper might not be fed properly into the
multi-bypass tray.

Make sure there are no folds, etc., in the paper you set onto the
multi-bypass tray. Folds, etc., can cause paper jams.

NOTE

When you are setting paper onto the multi-bypass tray, make sure
that the side to be copied onto is facing upward.

Setting envelopes onto the multi-bypass tray

It is possible to print onto envelopes when you are using the optional
printer functions of this machine.

Up to 10 envelopes can be set onto the multi-bypass tray at one time.
Refer to the following chart for the types and sizes of envelopes which
can be used.

Type

Size

Business (Com 10)

41/8" x 91/2"

ISO DL 110 mm x 220 mm
ISO C5 162 mm x 229 mm
YOUKEI2 162 mm x 114 mm
YOUKEI4 234 mm x 105 mm

Perform the following procedure when setting envelopes onto the
multi-bypass tray.

1 Open the multi-bypass tray.

2 Adjust the insert guides to fit the width of the envelopes that
are to be set on the multi-bypass tray.

3 Open the flap and, with the flap facing away from the

direction of insertion, slide the envelopes all the way into the

multi-bypass tray, along the insert guides, as far as they will

go.

* If you do not set the envelopes in the proper orientation,
printing may be carried out onto the wrong side or in the
wrong direction.

* To register the size of envelopes that you want to use,
see “Multi-bypass tray paper settings” on page 7-66.

I
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(5) Loading paper into the Side Feeder
(an optional drawer[cassette])

Up to 4000 sheets of 11" x 8 1/2" or A4 size standard copy paper
(75 g/m? — 80 g/m?) can be loaded into the optional Side Feeder.

IMPORTANT!

The type of paper loaded in the Side Feeder must be specified under
“Paper type (drawer[cassette] No.1 - No.4)” on page 7-24.

1 Hold down the paper plate up/down switch located on the
right side of the Side Feeder.

NOTES

« If there is no paper in the Side Feeder, the paper plate inside the
Side Feeder will already have been lowered automatically to its
lowermost position.

« If the right cover to the Side Feeder is open, the paper plate will not
move even if you press this switch.

2 Open the right cover to the Side Feeder.

NOTE

If you open the upper cover as well, it will be easier to load paper into
the Side Feeder.

3-6

3 Align the paper flush against the left side of the paper plate,
and then set the paper in the Side Feeder.

IMPORTANT!

» Make sure there are no folds, etc., in the paper you load into the
Side Feeder. Folds, etc., can cause paper jams.

+ DO NOT load more paper than is indicated by the label located on
the inside of the Side Feeder (shown as (1) in the illustration).

» When you are loading paper into the Side Feeder, make sure that
the side that was facing upward when you opened the package is
still facing upward.

NOTE

When you are loading paper onto the Side Feeder, make sure that the
side to be copied onto is facing upward.

4 Close the upper cover, if necessary, and then close the right
cover.

NOTE

If you will not be using the copier for a prolonged period of time,
remove all paper from the Side Feeder and seal it in its original
packaging in order to protect it against moisture.
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2. Setting originals

(1) Setting originals in the Document Processor

The Document Processor automatically feeds and scans each
original, one by one, for copying. You can also have two-sided
originals turned over automatically in order to make two-sided copies
or separate copies from each side.

(D Cautions when using the Document Processor

DO NOT set originals of the follow types in the Document Processor.

In addition, when using perforated sheets or originals with punch

holes, DO NOT insert the end with the perforations or holes first.

» OHP film and other transparencies

« Carbon paper, crumpled originals or originals with strong folds, and
soft originals such as vinyl

« Originals which are not rectangular, wet originals, and originals with
adhesive tape or glue

« Originals with clips or staples (In order to use such originals, remove
the clips or staples and straighten any crumples or folds before
using them. Failure to do so may cause originals to misfeed.)

« Clippings or originals with very slippery surfaces

« Originals with wet correction fluid

« Originals with folds (If you must use such originals, smooth out the
folded portions before setting them in the Document Processor.
Failure to do so may cause originals to misfeed.)

(@ Originals that can be set in the Document Processor

» Sheet originals

* Paper weight:
One-sided originals: between 35 g/m? - 160 g/m?
Two-sided originals: between 50 g/m? - 120 g/m?

* Size: Max. 11" x 17" or A3 - Min. 5 12" x 8 1/2" or A5R

* Number of sheets:
100 sheets (under 11" x 8 1/2" or A4 size [75 g/m? or 80 g/m?])
70 sheets (over 8 172" x 14" or B4 size [75 g/m? or 80 g/m?])
30 sheets (when using the auto selection mode)

(®How to set originals in the Document Processor

1 Adjust the original insert guides to fit the size of the originals.

NOTES

+ Before setting any new originals, remove any originals that are
remaining on the original ejection table. If ejected originals are left
on the original eject table, they may cause other originals to
misfeed.

* Be sure to fan through them a few times to separate the sheets
before setting originals in the Document Processor.

2 Arrange the originals in order and set them face up (first
page face up for two-sided originals) onto the original table.
Slide the leading edge of the originals all the way into the
Document Processor, as far as they will go.

* When setting large size originals such as 8 1/2" x 14",
11" x 17", B4 or A3, be sure to open the ejection extension.
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IMPORTANT! 3 Hold the Document Processor handle and close the

Document Processor.
DO NOT set more originals than indicated on the sticker that is * Leave the Document Processor open whenever you are

attached to the rear original insert guide. If more than the acceptable using an original that is over 4 cm thick.

number of originals is set, the originals may not feed properly.
IMPORTANT!

Avoid placing excessive pressure on the platen when closing the
Document Processor. Too much pressure on the platen may cause
the glass to break.

NOTE

When copying from open-faced originals (books, etc.), shadows may
appear around the outside edges of, or up the middle between,
the copy images.

(2) Setting originals on the platen

To make copies from originals that cannot be set in the Document A CA U I I O N

Processor (books, magazines, etc.), lift open the Document Processor

and set one original at a time on the platen. DO NOT leave the document processor open as

there is a danger of personal injury.

1 Hold the Document Processor handle and lift the Document

Processor open.

* Before opening the Document Processor, remove any
originals that are on the original table and the original eject
table to prevent them from falling off the Document
Processor when it is opened.

2 Set the original face down on the platen and align it with the
appropriate original size indicator lines on the left side of the
platen.
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3. Adding toner

Add toner when “Add toner” is displayed. Although a few copies can

still be made once this message is displayed, you should add toner as

soon as possible.
* DO NOT add toner unless this message is displayed.

* Touch the “Adding toner” key to have the procedure for adding toner

displayed on the touch panel.

Inch specifications

P: S S
[F]Ready to cop e

Add toner.

s
Y
g 0
laip | Reduce
[ mx__| -

2 118 B Bypass

Auto
Colour E: Plain Exposure
3 11x8"
Plain Reduce Exposure
[Enlarge mode

Basic

Metric specifications

P: S S
[F]Ready to copy. Wi 1

Y

1 RAD
4

2p40) Auto
Color 9 Exposure
E
Ba? e

Program

A CAUTION

DO NOT attempt to incinerate the toner bottle or the
waste toner box. Dangerous sparks may cause
burns.

A CAUTION

DO NOT attempt to force open or destroy the toner
bottle or the waste toner box.

1 Open the cover on the right side of the operation panel.

2 Turn the new toner bottle upside down and tap the bottom
portion about 10 times or so.

3 Hold the bottle firmly and shake up the contents by turning it
upside down and then right-side up 10 or more times in the
manner shown in the illustration.

10/\

4 Next, hold the bottle horizontally and shake it back and forth
10 or more times.

10

G

LEM \’WDTD

5 Fit the hole in the toner bottle (located below the V) over the
metal pin (shown as 1 in the illustration) that is protruding out
of the toner supply slot.
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6 Turn the bottle clockwise 90 degrees and the toner in the
bottle will be emptied into the copier.
* Be sure to turn the bottle all the way until it stops, so that
the M on the bottle is aligned with the A on the main body
of the copier.

8 Tap the sides of the bottle about 10 times or so in order to
get all of the remaining toner out.

9 Pushing down on the toner bottle, turn it back
counterclockwise to its original position and slowly remove it
from the toner supply slot.

A CAUTION

DO NOT attempt to incinerate the toner bottle or the
waste toner box. Dangerous sparks may cause
burns.

A CAUTION

DO NOT attempt to force open or destroy the toner
bottle or the waste toner box.

1 0 Close the cover on the right side of the operation panel.

@ After use, ALWAYS dispose of the toner bottle and
the waste toner box in accordance with Federal,
State and Local rules and regulations.

IMPORTANT!

DO NOT tap the top (bottom) of the bottle as there is a danger that
toner might spill.
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4. Replacing the waste toner box

Replace the waste toner box when “Check waste toner box.” is 2 Open the cover to the waste toner box.

displayed.

* DO NOT replace the waste toner box unless this message is g J
displayed. 0 0

Inch specifications

Check waste toner box. O

1.0pen lower left cover.

2.Take out the waste toner box. k 0
3.Replace with a new waste toner box.
4.Close cover.

Metric specifications

g Check waste toner box.

1.0pen lower left cover.
2.Take out the waste toner box.
3.Set a new waste toner box.
4.Close cover.
0

e 0\
A CAUTION »

DO NOT attempt to incinerate the toner bottle or the
waste toner box. Dangerous sparks may cause
burns.

3 Remove the waste toner box from the copier.

4 Cover the opening to the waste toner box with the attached
seal.

S
A CAUTION N

DO NOT attempt to force open or destroy the toner
bottle or the waste toner box.

1 If the optional Document Finisher is installed on your copier,
open the front cover to the Document Finisher, pull the
release lever towards you and detach the Document Finisher

from the copier.
IMPORTANT!

* The waste toner box is NOT reusable.
« Give all used waste toner boxes to your service representative.
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A CAUTION

DO NOT attempt to incinerate the toner bottle or the
waste toner box. Dangerous sparks may cause
burns.

A CAUTION

DO NOT attempt to force open or destroy the toner
bottle or the waste toner box.

5 Set the new waste toner box into the copier.

=»

6 Close the cover to the waste toner box.

If necessary, reattach the Document Finisher to the copier.
Then, push the release lever back into in its original position
and close the front cover to the Document Finisher.

@ After use, ALWAYS dispose of the toner bottle and
the waste toner box in accordance with Federal,
State and Local rules and regulations.
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1. Basic copying procedure

i
Vil
4%//

11/
/1],

/

W/ m
M
M

1. Warm-up

Turn the main switch ON ( | ). At the end of warm-up, “Ready to copy.”
will be displayed.

NOTE

If you set the originals that you want to copy and press the [Start] key
while the copier is still warming up, copying will begin as soon as
warm-up is finished.

2. Setting the originals

Set the original(s) that you want to copy in the Document Processor
or on the platen. If you set an original on the platen, place it at the left-
rear corner of the platen and align it with the appropriate original size
indicator lines.

NOTE

Refer to “2. Setting originals” on page 3-7 for more detailed
information on setting originals.

B Si S
Ready to copy. T

1 118" :
Plain Al AMS

2 11x8'%" Auto
Color Exposure

Reduce Exposure
/Enlarge mode

Function Program

Paper Size  Set
Aadp

(4]

Auto
Exposure

Reduce/ Exposure
Enlarge mode

Function Program

Metric specifications

3. Selecting the desired functions

Select from among the copier's various modes and functions.

S

/-Enlarging/reducing the copy image (Page 4-5.)

« Interrupt copying (Page 4-9.)

» Making 2-sided copies from various types of originals (Page 5-1.)

» Copying each image of open-faced (books, magazines, etc.) or
2-sided originals onto separate sheets (Page 5-4.)

 Creating a margin on the copies (Page 5-6.)

» Centering the copy image (Page 5-8.)

» Adding a space next to the copy images for making notes
(Page 5-9.)

» Making copies with clean edges (Page 5-11.)

« Fitting the image of either two or four originals onto a single copy
page (Page 5-13.)

« Printing page numbers on the copies (Page 5-16.)

» Overlaying one image over another (Page 5-20.)

» Making booklets from sheet originals (Page 5-22.)

» Making booklets from books (Page 5-25.)

» Automatic sorting of copy sets without the Document Finisher
(Page 5-28.)

» Automatic rotation of the copy image (Page 5-29.)

» Copying different sized originals at the same time (Page 5-30.)

» Adding a front and/or back cover to your copy sets (Page 5-32.)

« Feeding paper as a backing sheet for OHP transparencies
(Page 5-37.)

« Inverting black and white (Page 5-39.)

» Making mirror image copies (Page 5-40.)

» Making a test copy prior to large volume copying (Page 5-41.)

» Making more of the same copies after a copy job is finished
(Page 5-43.)

» Copying a large volume of originals in one operation (Page 5-48.)

« Easily add covers and insert sheets between various sets of

~

\originals in one operation (Page 5-58.) /
4-1
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1 11x8'7%" 1
M -

2 11x8'%" B
Color [ _Plain
H [ 11x8"
Plain

Inch specifications

|1 A4
I -

2A40 B Bypass
Colour & Plain
Plain

Metric specifications

4. Selecting the paper size

When the “APS” key is highlighted on the touch panel, copy paper of
the same size as the original will be automatically selected. In order to
copy the original onto a different size of paper without changing the
size of the image, touch the paper size key that corresponds to the
paper size that you want to use.

NOTES

« You can stop the copier from automatically selecting the paper size.
(See “Paper selection” on page 7-46.)

« It is also possible for you to specify one drawer[cassette] that will be
selected automatically regardless of the size of paper loaded in that
drawer.

(See “Default drawer[cassette]” on page 7-48.)

4-2

100 | %

AMS

Sort:On

Auto
| Exposure
|
Reduce Exposure
/Enlarge mode

Sort/ A
Finished

Inch specifications

100 %

]

Sort:Off

Sort:On

‘ Sort/ 4
Finished

AMS

100 %

Auto
Exposure

Reduce/ Exposure
Enlarge mode

Metric specifications

5. Adjusting the copy exposure

Adjustment of the copy exposure is generally accomplished manually.
If you want to make the exposure darker, touch the right exposure
adjustment key to move the arrow under the exposure scale to the
right; If you want to make the exposure lighter, touch the left exposure
adjustment key to move the arrow under the exposure scale to the
left.

If you want the copy exposure to be adjusted automatically, touch the
“Auto Exposure” key until it is highlighted. The contrast of the original
will be detected and the most suitable exposure level selected
automatically.

Inch specifications

P Si
Ready to copy. EH%E;‘J*‘Z;“ Set 1

Auto

Metric specifications

—

[F)Ready to copy. Tasn ™ 1
100%

[(Pregsier I pasc {10 cose 1§

NOTES

* It is possible for you to make adjustments to the auto exposure
mode if the overall copies come out too dark or too light.
(See “Auto exposure adjustment” on page 7-51.)

« It is also possible for you to change the default setting for the copy
exposure to the auto exposure mode.
(See “Exposure mode” on page 7-40.)
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v i
M i
Select Border
orig. size Erase
e
,g:*‘%:%
Form
Qverla {

Function Program

2-sided / Image
Split quality

User choice

Metric specifications

6. Selecting the image quality

The image quality is selected according to the type of original.
Touch the “User choice” tab and then the resulting “Orig. image
quality” [“Image quality”] key that is displayed within that tab in order
to access the “Orig.image quality” [“Image quality orig.”] screen.

Inch specifications

P: Si
[F] Ready to copy. i ]
i 100%
[ Register ;

TexttPhoto Text+Photo:Set this mode to copy orig.

with mixed text and photo
Photo:Add a dimensional effect of photo
|

Text :Copy a pencil or fine line.

Metric specifications

Ready to copy. “BiRan 1
1008
RRegister § “Close

Text+Photo:Set this mode to copy
original mixed (text & photo).

Photo:Add a dimensional effect of photo.

Text :Copy pencil & fine line clearly.

Text+photo mode: Touch the “Text+Photo” key until it is highlighted.
Select this mode when the original contains a
mixture of both text and photographs.

Photo mode: Touch the “Photo” key until it is highlighted. Select
this mode to bring out the depth in photographs.
Text mode: Touch the “Text” key until it is highlighted. Select
this mode especially to reproduce originals written
in pencil of which contain thin lines.
NOTES

« It is possible for you to select the image quality mode that will be
the default setting in the initial mode. (See “Original quality” on
page 7-42.)

« It is also possible for you to adjust the copy exposure in each of
the image quality modes. (See “Manual exposure adjustment
(text+photo mode)” on page 7-53, “Manual exposure adjustment
(text mode)” on page 7-54 and “Manual exposure adjustment
(photo mode)” on page 7-55.)

Paper Size
L' 11x8'/."

[Enlarae

Metric specifications

7. Setting the number of copies to be made

Use the keypad to change the number of copies to be made that is
displayed on the touch panel to the actual number that you want to
make. Up to 999 copies can be made at one time.

NOTE

It is possible for you to limit the number of copies (or copy sets) that
can be made at a time. (See “Copy limit” on page 7-60.)

8. Start copying

Press the [Start] key. Once the lamp in the [Start] key is lit green and
“Ready to copy.” is displayed, copying is possible.

Inch specifications

Now copying.

Or\% pafe

11x815"
1:sided

Count/Set

LU 11xg'%" ... Plain
1:sided

Output

=.lop/Rear.

Sort

EJ |

Change
Exposure

Metric specifications

Original

1-sided

AL

np

- J00..........

Count/set

ﬁ

M Bl Pan....

1-sided

Output

Cancel

. top/ Rear

Sort

@

=%,

Change
Exposure
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iy

9. At the end of copying

Finished copies will be ejected onto the copy eject tray.

IMPORTANT!

Up to 250 copies can be stored on the copy eject tray.

M
i

A CAUTION

If the copier will not be used for a short period of time
(overnight, etc.), turn the main switch OFF (O).

If it will not be used for an extended period of time
(vacations, etc.), remove the power plug from the
outlet for safety purposes during the time the copier
is not in use.
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2. Enlarging/reducing the copy image

Select the size of paper that you want to copy onto by

(1) Auto magnification selection mode

With this mode, the original image is enlarged/reduced automatically

according to the selected paper size.

IMPORTANT!

812" X 11" (Ad) /
@@'G’

11" X17":129%

(A3)
(141%)

touching the appropriate paper size key.
Touch the “AMS” key. The corresponding magnification ratio

will be displayed.

Inch specifications

Ready to copy.

'8 Bypass
B Plain

]

Auto
Exposure

Par:er Size

L 11x8'/:

Exposure
mode

Sort/
Einished

Set

a /Enlarge

St KK 51" X 81/2": 64%
B D

S €D (A5)
S <R K| (70%)

If you use this mode most often, select “AMS” under “Default
magnification ratio” on page 7-50.

1

Set the original to be copied.
The copier will automatically detect the size of the originals
and select copy paper of that same size.

Inch specifications

Paper Size  Set

Ready to copy. el

mm
i
= 11x8/" {® Bypass Auto
Color [E: Plain Exposure
2 H:Ii/z Reduce Exposure
/Enlarge mode

User choice s Function

Program

Metric specifications

Ready to copy.

Paper Size  Set
luAdp

Merge copy

Reduce/
Enlarge

Metric specifications

Ready to copy. Pager So_ 5o :

=

Plain
2 Al B Bypass
Colour [E Plain

Auto

Exposure

3 g‘ 40 Reduce/ Exposure
ain Enlarge mode

Press the [Start] key to begin the copying procedure.
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(2) Zoom mode

With this mode, the magnification ratio can be set to any 1%
increment between 25% and 400% (between 25% and 200% when
using the Document Processor).

1

25%

400%

Set the original to be copied.

Touch the “Reduce/Enlarge” key. The “Reduce/Enlarge”
screen will be displayed.

Inch specifications

Ready to copy.

1 11x8':"
Plain
2 11x8'%"
Color
3 11x8'%"
Plain

Reduce
/Enlarge

P

Metric specifications

Ready to copy.

R Auto
o
Reduce/ Exposure
Enlarge | mode

Userchoice g1 Tunciion Program

Finished

Touch the “+” key or the “-” key to change the displayed

magnification ratio to the desired setting.

* The desired magnification ratio can also be entered directly
by touching the “#keys” key and then using the keypad.

Inch specifications

Ready to copy. i st

100%

— .

(25-400)
% 154% 7%

AMS 51:x81:'>8x14" | 11x17'>8//x14"
129% 64%

8/x11'211x17" 11x17°98Yx11"
400% 21% 50%

| 8/:x14'>11x17" 11x17°55:xB1:"
200% 78% 25%

# Keys ] 58> 117" ] 81l 4'>81/x11"

Metric specifications

[ Ready to copy. R 1

(25-400)

141% 75%
11x15'3A 4

106%
11x15">A3

127% 70% A3>A4
Fm—)AB Ad4->A5

90%

Press the [Start] key to begin the copying procedure.
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(3) Preset zoom mode 3 Touch the preset zoom key that corresponds to the
magnification ratio that you want to use.

With this mode, the magnification ratio can be set to one of the pre- o

set ratios: Inch specifications

[Available magnification ratios]

Ready to copy. Par:e: sizev

Inch specification

Reduction 25% et
50% (11" x 17" — 512" x 8 112") L
64% (11" x 17" — 8 12" x 11")
77% (11" x 17" — 8 12" x 14")
78% (8 12" x 14" — 8 12" x 11")
Enlargement 121% (8 12" x 14" — 11" x 17") Metric Speciﬁcations
129% (8 12" x 11" — 11" x 17")
154% (5 1/2" x 8 1/2" — 8 172" x 14") [F] Ready to copy. PR
200% (512" x 8 12" — 11" x 17") T
400%
B ﬁg;’:j 7% 11x15">A 4
Metric specification ek
Reduction 25% * o 11x15'>A3
50% % 90% FolosAt %

70% (A3 — A4, A4 — A5)
75% (11" x 15" — A4)
90% (Folio — A4)
Enlargement 106% (11" x 15" — A3) NOTE
(
(
(

127% (Folio — A3)

141% (A4 — A3, A5 — Ad)
200% (A5 — A3)

400%

You can also change the magnification ratio in 1% increments by
touching the “+” key or the “” key, as appropriate.

4 Press the [Start] key to begin the copying procedure.
1 Set the original to be copied.

2 Touch the “Reduce/Enlarge” key.
The “Reduce/Enlarge” screen will be displayed.

Inch specifications

Ready to copy. i ancs

1 11x81"
Plain SO

2 11x8/" { B Bypass
Color B Plain

3 11x8'%"
Plain

Auto
0%
Reduce Exposure
/Enlarge mode

User choice ﬂ Function

Sort/
Finished

Program

Metric specifications

P: Si Set
Ready to copy. ?%:n;rr‘a 0

{123 ]
55 (maa: ] Merge copy
Y L2 ]
2 pal Aulo §
[ox NGRS
28 ade Reduce/ Exposure Sort/
Enlarge mode Finished

Basic g User choice & Function

e —
[ Plain

Program
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(4) XY zoom mode 3 Touch the “XY zoom” key.
The screen to select the magnification ratio will be displayed.
With this mode, it is possible for you to select the length and width of
the copy image separately. The magnification ratio can be set to any Inch specifications
1% increment between 25% and 400% (between 25% and 200%

when using the Document Processor).

Ready to copy. A

100%

154% 7%
5'/:x8'/.">8'/:x14" 11x17"->8'/:x14"

11x17"28'/:x11"

8'/:x11">11x17"

XY zoom 121% 50%
8'/:x14">11x17" 11x17"35'/:x8'/."

< 78% 25%
81/x14'38)

|

X %

A % 141% A 4->A3 5%
- ©oLAvs A 5>A4 11x15'>A 4

100% 127% 70%  AS>A4
Lt J S

Folio>A3

i XY zoom ] [f; 400% 106% ix15'>AS 50%
200% 90% 25%
1 Set the originals to be copied. e

2 Touch the “Reduce/Enlarge” key. 4 Touch the “+” key or the “-” key, as appropriate, specify the
The “Reduce/Enlarge” screen will be displayed. desired magnification ratio for the width and then the length

of the image. It is also possible for you to enter the desired
Inch specifications ratio directly by touching the corresponding “#keys” key and

then using the keypad.

[I¥] Ready to copy. R

| @)
Auto
Exposure
Reduce Exposure
/Enlarge mode

Basic g User choice ﬂ Funotion Program

Inch specifications

o Paper Size Set
1 11x8'/ I
Plain Ready to copy. 1) 11x8
2 e LB =
Color
3 11x8'%"
Plain

Y 100% X 100%

{25~400) {25~400} Check direction

Check direction of
M : 0 PR original top side

B Bypass
B: Plain

Sort/
Finished

Metric specifications

Ready to copy. T :

Metric specifications

Ready to copy.

Reduce/Enlarge

Auto

Exposure
Reduce/ Exposure
Enlarge mode

User choice g Function Program

{25~400)

| B
OB e x| | S

t ] L+ 1

G ] |
= - ]
\

5 Touch the appropriate key on the right side of the touch
panel to specify the direction in which the original was set.

6 Press the [Start] key to begin the copying procedure.
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3. Interrupt copying

Interrupt copying is useful if, during one copy job, you want to copy
other originals at different settings. Once the rush job is completed,
the interrupted copy job can be resumed at the same settings as

before.

1

2

3

123 A
$

12

A3

Press the [Interrupt] key to light the lamp in the [Interrupt]

key. “Interrupt mode OK” will be displayed.

* Management

o

@6 ®
@ ® ©

D@ @ we (AN

@ Energy Saver

Stop/
(%) 32
(O

Remove the originals that were currently being copied and

put them aside.

Set the new originals and perform the desired copy

procedure.

4

When copying is completed, press the [Interrupt] key once
again, and replace the newly copied originals with the ones
removed before. Then, press the [Start] key. The interrupted
copy job will be resumed.

* Management nterrupt Energy Saver
o ® ) ©®
Reset @ \

>

©/.  Stop/
A Clear

@ ®O
@ @ ®
®

© @ @

9
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4. Job reservation

Copy jobs can be scheduled even while another copy job is in NOTE
progress any time the “Reserve next copy” key is displayed.

Job reservation is not available any time the “Reserve next copy” key

Inch specifications is grayed out or when it isn't displayed at all.
Now copying.
Orig. page Count/Set Output . )
||’ 1/999 2 Set the originals to be copied.
i |
Rear Sort
g@ B aﬂ 3 Select the settings and functions that you want to use for that
copy job.

Metric specifications

Original Count/set Output
w [ o5 =)

Inch specifications

[F] Ready to copy. (Job reservation) e

Orig.image

(= 100% [TT= o G| - ] ERIR| ‘SM or | =

1-sided APS 1-sided ] Y § educe

o % e o |

3 11x87:"
J Plain /F*Eend‘:rcgee ! Exposure l :onri-s/hw I -
| User choice s Function Program

You can enter the corresponding copy settings and scan in the Metric specifications
originals in preparation for your copy job even before the other job is

completed. [F) Ready to copy. (Jobreservation) BT

Once that job is finished and print out is possible, the operation for the
reserved job will begin automatically.

T RAD B
=

1 Touch the “Reserve next copy” key. e ; Expoee l o — !
e —— /] : am

Job resrv.
finished

The “Ready to copy. (Job reservation)” screen will be
displayed.
Inch specifications

Now copying. ) o )
4 Press the [Start] key. Scanning of the originals will start.

Orig. page Count/Set Quipu Once all of the originals have been completely scanned,

Reserve |
"’ 1/999 ﬁ [ the touch panel will return to the screen in step 1.

Functi

11x8'/" 100% L 11x8'"
r
1 sided APS 1 sided [pause
Rear Sort
@ EEN
!

Metric specifications

Original Count/set Output
wp [ 1/999
Al 100% [T RI=] Stop ]
1:sided APS. ..1:sided [Change
Rear Sort
= =)
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Section 4 BASIC OPERATION

5. Energy-saving preheat function

If you press the [Energy Saver] key, even while the main switch is still
turned ON, the copier will enter the energy-saving preheat mode.
When the copier is in this preheat mode, the light the lamp in the
[Energy Saver] key will be the only lit indication on the operation
panel.

To resume copying after the preheat function has been activated,
press the [Energy Saver] key once again.

It will take the copier less than 30 seconds to return to a copy-ready
state.

Energy Saver

NOTE

The energy-saving preheat mode will also engage automatically in
this copier if no operation is performed for a predetermined period of
time. (See “Auto preheat time” on page 7-28.)

6. Auto shut-off function

This function automatically turns the main switch OFF ( O ) if no

operation has been performed on the copier for a certain period of

time (15 to 240 minutes). When you want to make copies again,

simply turn the main switch back ON ( | ).

* The factory default setting is for the auto shut-off function to engage
after 90 minutes.

@® More about the auto shut-off function

The auto shut-off function is a power-saving feature which
automatically turns the main switch to the copier OFF ( O ) when a
certain time elapses without any operation being performed.

Copiers are generally in a standby mode more than they are in actual
operation, so power consumption in the standby mode occupies a
large part of overall consumption. Having the copier turned OFF ( O )
automatically after a certain amount of time reduces unnecessary
power consumption in the standby mode or at night if the copier
happens to be left on accidentally. The result is a lower electricity bill.

=

Q\\\\

~—_ =~

\ \

SSso

S SNz

S SUSSS

SSSS
X3

NOTES

¢ In order to change the amount of time that will elapse before the
auto shut-off function engages, see “Auto shut-off time” on
page 7-27. In order to disable the auto shut-off function, see “Auto
shut-off ON/OFF” on page 7-35.

« |If the optional printer kit is installed in your copier, the copier will
enter the energy-saving preheat mode whenever the auto shut-off
function engages. In this state, when the copier detects data for a
print job, it will automatically recover to a print-ready state and
printout of the corresponding information will begin.
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Section 5 OTHER CONVENIENT FUNCTIONS

1. Making 2-sided copies from various types of originals [2-sided copy modes]

With these modes, 2-sided copies can be made from a variety of
originals including open-faced (books, etc.) or 2-sided originals.

(1) Making 2-sided copies from a 2-sided original

With this mode, a 2-sided original is copied and the front and back
sides of the copy paper are used so that the copy looks just like the
original.

<Original> <Finished copy>
“Left/Right” “Left/Right”
15 ] iy
2 - 2
“Left/Right “Top”
15 1
2 -
1 —1e
“Top” “Left/Right”
/ /
1 - 1 >
“Top” “Top”
1] 1]
—1e —12

IMPORTANT!

* Inch specifications
Only paper sizes between 11" x 17" and 5 1/2" x 8 1/2" can be used in
this mode.

» Metric specifications
Only paper sizes between A5R and A3 can be used in this mode.

(2) Making 2-sided copies from an
open-faced (books, etc.) original
With this mode, the two facing pages of a book or magazine are

copied separately onto the front and back sides of the copy paper by
simply pressing the [Start] key.

<Original> <Finished copy>
“Left” “Book — Duplex”
172 H
“Left” “Book — Book”
1 2 %
“Right” “Book — Duplex”
H
“Book — Book”

IMPORTANT!

* Inch specifications
Only 11" x 17" and 8 1/2" x 11" size originals can be used in this
mode.

» Metric specifications
Only A5R, A4R and A3 size originals can be used in this mode.

5-1



Section 5 OTHER CONVENIENT FUNCTIONS

(3) Making 2-sided copies from one-sided originals

With this mode, multiple one-sided originals are copied onto the front
and back sides of the copy paper. If you are copying an odd number
of originals, the back side of the last copy page will be blank.

w

e
-

NOTE

The image that is copied onto the back side of the copies can also be

rotated 180 degrees.

@ If you chose the “Left/Right” [“Left/Right binding”] setting for
finished copies:

The back side of the copies will be created with the same
orientation as the originals.

(@ If you chose the “Top” [“Top binding”] setting for finished copies:
The image that is copied onto the back side of the copies will be
rotated 180 degrees. If you then bind the copy set at the top, the
images will be oriented in the same direction when flipped up like
a calendar, etc.

abc §
def

‘®

def

5-2

Set the originals to be copied.

Touch the “Function” tab. The content of the “Function” tab
will be displayed.

Touch the “2 sided/Separation” [“2-sided/Split"] key.

The “2 sided/Separation” [“2-sided/Split"] screen will be
displayed.

Inch specifications

Ready to copy.

1 Select
{ |paper

Paper size Set

2 sided/ Select Combin
Separation orig. size ombine

| [Exposure Tieauce Auto Batch
{ |mode g [Enlarge d Selection J scanning J A

Down

Border
Erase

Metric specifications
[/ Ready to copy. FiRin 1

i 100%
1 [select 2-sided/ Select
1 Lpaper g Split J size orig J Merge copy
{ [Exposure Heauce/ Auto Large # of A
{ Lmode Enlarge selection originals P
1 [image Margin/ Page Form
{ |quaity g Imag. shift J numbering overlay W Down
| sov Erase Cover
Finished g Mode J Booklet J

User choice Program

If you are copying from 2-sided originals, touch the

“2 sided — 2 sided” key. If you are copying from open-faced
originals, touch the “Book — 2 sided” key. If you are copying
from 1-sided originals, touch the “1 sided — 2 sided” key.

If you selected “2 sided — 2 sided” or “Book — 2 sided”,

go to the next step. If you selected “1 sided — 2 sided”,

go directly to step 5.

Inch specifications

[E]Ready to copy. T

100%

Able to copy 1 sided (separate) or
18 2 sided copy using 1 sided original,
2 sided Book original or 2 sided original.
1 sided

Metric specifications

[F]Ready to copy. Pa}p%,eﬁz; A :

Able to copy 1-sided (separate) or
2-sided copy using 1-sided original
book original or 2-sided original.




Section 5 OTHER CONVENIENT FUNCTIONS

Specify the binding direction of the originals. 6 Follow the instructions on the right side of the touch panel

I and verify the direction in which the originals were set.
Inch specifications

<for 2-sided originals> <for open-faced originals>
IMPORTANT!

. If the designation for the direction that the originals are set is not
W NWEGETT . | correct, copying may be accomplished incorrectly.

Inch specifications

<for 1-sided or 2-sided originals>  <for open-faced originals>

Paper size Paper size
wA40

Metric specifications Finshed 1 Gheck drecton )P S
Sheck drecton of EEk side dirsction 16 back.
<for 2-sided originals> <for open-faced originals> Fopen from g@ &) @ @ Pl

= = =)
Left top
=

W

5] Register;

Metric specifications

<for 1-sided or 2-sided originals>  <for open-faced originals>

Finished

Select the binding direction you want for the finished copies. @El/EEI Check direction of

4| Finished
] 3 Set book original top
EEg EE side direction to back

original.

Left/Right
binding

Top
binding

Inch specifications

<for 1-sided or 2-sided originals>  <for open-faced originals>

Finished Check direction
AYIE Check directiol
=1/ 15 original top sid|

‘ Open from |

7 Press the [Start] key.
' Scanning of the originals will start.
top

If you set the originals in the Document Processor, copying
will start automatically.
If you set an original on the platen, a message will appear

<for 1-sided or 2-sided originals>  <for open-faced originals> telling you to set the next original. In this case, go to the next
step.

| | 0 |EEhi @ @ @ ra(z)
= =/l = | EE]
i : | binding | D:}Tex

Metric specifications

binding Book Clear

HDEOO
@@@ Start

-

8 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

9 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.



Section 5 OTHER CONVENIENT FUNCTIONS

2. Copying two-page originals onto separate sheets

[Page separation/Split copy modes]

(1) Page separation/Split copy from book originals 1 Set the originals to be copied.

With this mode, the two facing pages of an open-faced original such
as a book, a magazine, and the like are each copied onto a separate
sheet of paper.

—_———

12-12
21~12

IMPORTANT!

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

3 Touch the “2 sided/Separation” [“2-sided/Split"] key.
The “2 sided/Separation” [“2-sided/Split"] screen will be

o displayed.
Inch specifications
+ Only 11" x 17" and 8 1/2" x 11" size originals and 11" x 8 1/2" size Inch specifications
copy paper can be used in this mode. Depending upon the size of
the originals, the image will be enlarged or reduced to fit the size of _ Ready to copy.

the copy paper. [ (EE | e ) (oo )
Metric specifications B .j Fange W | Seccion J Seanning J
. L. . . . { [ Origimage Margin/ Page # Forms
» Only A3 size originals and A4 size copy paper can be used in this LM LM Lage—'.! LM
; C
mode. e o [ ) (oo ) [mooe ]

Function

Metric specifications
(2) Page separation/Split copy from 2-sided originals Readyto copy. v
With this mode, the two sides of a 2-sided original are each copied St _.j S J e J Merge copy
onto a separate sheet of paper. N R A R
DG (e ) (e ) (B )
1 | Ehienes ;i o J Hoge J Bookiet J

ﬁ 1 1 2 User choice Function Program
=)
A1 1 2
=)

]
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Section 5 OTHER CONVENIENT FUNCTIONS

Touch the “2 sided — 1 sided” key or the “Book — 2 sided” 6 Follow the instructions on the right side of the touch panel
key, as appropriate to the type of originals being copied and and verify the direction in which the originals were set.
the type of finished copies to be made.

Inch specifications IMPORTANT!
[F] Ready to copy. s 1 If the designation for the direction that the originals are set is not
100%

correct, copying may be accomplished incorrectly.

s ] Inch specifications
i
e 1sided Able to copy 1 sided (separate) or 1 <for 1-sided or 2-sided originals>  <for open-faced originals>
— .22 sided 2 sided copy using 1 sided original, 1
2 sided 2 sided Book original or 2 sided original. ]
-1 sided -2 sided i Paper size
Book Book ] LU 11xg
>1sided ) _-2 sided ; 100%
. e Check direction
Metric SpeCIfIC&tIOﬂS Check direction of Set the book original
original top side. top side direct to back

o

Ready to copy.

Close

Able to copy 1-sided (separate) or
2-sided copy using 1-sided original,
2-sided book original or 2-sided original

—2-sided

Metric specifications

Book Book ] ) . - -
2lsded &] <for 1-sided or 2-sided originals>  <for open-faced originals>
Paper size et Paper size
AdD Aa
100%
Specify the binding direction of the originals. |
Check direction Check direction
Inch specifications Sneck pirection of Side Siveciion o bagk.

ame e | £

<for 2-sided originals> <for open-faced originals>

Original

/)

Open from
leftright

Open from
top

7 Press the [Start] key. Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

Metric specifications

<for 2-sided originals> <for open-faced originals> If you set an original on the platen, a message will appear
i~ cony telling you to set the next original. In this case, go to the next
step.

D@ @ @
DO® @

binding

Clear

DO
@ @ @ Start

-

8 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

9 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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3. Making a margin space on the copies [Margin mode]

(1) Standard margin

Inch specifications

The image of the original can be shifted to the left or right and up or
down to make a margin (blank) space on the copy. The width of each
margin can be set to any 1/8" increment between 1/8" and 3/4".

A setting of “0” will leave no margin space.

Metric specifications

The image of the original can be shifted to the left or right and up or
down to make a margin (blank) space on the copy. The width of each
margin can be set to any 1 mm increment between 1 mm and 18 mm.
A setting of “0” will leave no margin space.

ww@ %{%@
e8| | xee
Y@ "';;“'W'Lé;"
e | = | Tie
48 LT
‘W/W@ " @
i@ = e
aAAN **M
200 %68
: Wl @
e | | e
%68 | es

NOTES

« It is also possible for you to select the default setting for the location
and width of the margins. (See “Margin width” on page 7-58.)

« If you select to have a left margin created during 2-sided copying
and the location for the back side margin is set to “Auto”, a right
margin that is the same width as the margin on the front side will be
automatically created on the back side of the copies.

5-6

(2) Separate front and back margin settings

Inch specifications

When you are making 2-sided copies, the margin positions and widths
can be selected separately for the front and back sides. The width of
each margin can be set to any 1/8" increment between 1/8" and 3/4".
A setting of “0” will leave no margin space.

Metric specifications

When you are making 2-sided copies, the margin positions and widths
can be selected separately for the front and back sides. The width of
each margin can be set to any 1 mm increment between 1 mm and 18
mm. A setting of “0” will leave no margin space.

I
>

1 Set the originals to be copied.

IMPORTANT!

Set originals so that the top edge is facing either the back or the left of
the copier. Setting them in the wrong direction may cause the margin
to be created in the incorrect position.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

3 Touch the “Margin/Centering” [“Margin/Imag.shift”] key.
The “Margin/Centering” [“Margin/Image shift”] screen will be
displayed.

Inch specifications

Paper size Set

Ready to copy. o

Combine !J

| [Select 2 sided/ Select
1 aper Separation orig. size

1 [Exposure IHeduce J Auto Batch
{ |mode /Enlarae Selection scannin

1 [origimage Margin/ Forms

| [quaity g Centering J Page # Overiay

{ [Sorv Border Cover

1 | Finished J | Erase I! Mode D! Booklet |!

Function 34 Program

Metric specifications

Ready to copy.

Paper size Set
1

WAdD

Select 2-sided/

1 Select
size orig J Merge copy J
{ [Exposure I Reduce/ .! Auto Large # of
{ Lmode Enlarge selection originals

aper Split

Image Margin/ Page Form

1 quality Imag. shift numbering overlay

Cover ! !
Mode Booklet

Function




Section 5 OTHER CONVENIENT FUNCTIONS

Touch the “Margin” key. The screen to set the front side 7 If you want to create a margin on the back side of the copies
margin will be displayed. that lines up with that on the front side, touch the “Auto” key.
If you want to set the margins for the front and back sides

separately, touch the “Front/Back margin” key. The screen to

Ready to copy. P?E,;;ﬁ‘i;,, Set 1 set the back side margin will be displayed.

Inch specifications

Inch specifications

Ready to copy.

None Reposition image to left/right or

/ top/bottom, and also center image
Margin on paper

Back page margin
N —— Check direction of
1 lfi"m original top side.
’ Auto If "AUTO" is selected for duplex @ @
| | —— copying, rear will have same margin
. . . 1 | Front/Back setting as that for the front page. @ /‘@
Metric specifications { |maen . .
] Cnr . B
N - =
Ready to copy. AdD 1
100%

Margin/Image shift

Metric specifications

Ready to copy.

Reposition image to left/right or
top/bottom and center image on paper

Margin
Check direction
Check direction of
original

If "AUTO" is selected at the duplex @ @ @ @

copying, back side will have same margin

setting as that for the front page =
& Va

TP it o

| Baceare [

Auto

Front/Back
margin

Use the up/down and left/right cursor keys to select the
desired location and width of each margin.

Inch specifications

Ready to copy.

8 Use the up/down and left/right cursor keys to select the
desired location and width of each margin.

Front page Check direction
Check direction of

ongmanope_ ] Inch specificatiOns
-None :
N =

Paper size Set

Ready to copy. 1 11xg ]
00

Close

Back page Check direction
(0~%) Check direction of
original top side.

R
Metric specifications LYy | e EE
Paper size Set | N E /@ /@
[EjFicady to ooy _ i Ld1 55 -~
Check direction

(0~18; Ca] Check direction of Metric specifications

original

[ 0]m B EE ?
P Paper size Si
E’ @ ?‘ Ready tO COpy. Iil N1D et ]
Margin Rl I Auto = ! —
st S S ot : o Back page Check direction

{0~18> Check direction of
original

Lok = Bl Ee

If you are making 2-sided copies, touch the “Back page

in” “ A . 1 Front/Back {0~18) 5
margin” key. The “Back page margin” screen will be | LS " L= ] =
displayed. Lo 55 =3

Inch specifications
Follow the instructions on the right side of the touch panel
and verify the direction in which the originals were set.

Front page Check direction
Check direction of
[ A | S IMPORTANT!

@] C1
@ @ If the designation for the direction that the originals are set is not
= 2. | correct, copying may be accomplished incorrectly.

[ Lefttop 1
|

[F] Ready to copy. B 9

Metric specifications

apersize  Se Press the [Start] key.
Ready to copy. i e
_ y i o " 1 1 0 Copying will start.

Front page Check direction
{0~18} Check direction of
original

| e ~ = |
‘ Margin 2 /, Wi ]
Left i T ]

Back page ‘ Back Edge Left top 1
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4. Centering the copy image [Centering/Image shift mode]

With this mode you can center the image on the copy paper when you Touch the “Centering” [“Imag.shift’] key. The “Centering”
copy onto a paper size that is larger than that of the original. [“Imag.shift”] screen will be displayed.

Inch specifications

Paper size Set

Ready to copy. R ]

, ‘ H RS Reposition image o lefright o
wAh A AR ] top/bottom, and also center image
%00 oy |} 1 [ vargin on paper
77777777 { || centering ]

Metric specifications

[ Ready to copy. Mhine > 1

1 Set the originals to be copied.

] Reposition image to left/right or
] top/bottom and center image on paper.
Margin

IMPORTANT! o]
{ |l

Set originals so that the top edge is facing either the back or the left of

the copier. Setting them in the wrong direction may cause the image

to be copied in the incorrect position. 5 Follow the instructions on the right side of the touch panel
and verify the direction in which the originals were set.

Inch specifications

Ready to copy.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

‘Check direction
Check direction of
original top side.

Touch the “Margin/Centering” [“Margin/Imag.shift"] key. The 1 3
3 “Margin/Centering” [“Margin/Image shift”] screen will be p | Nore e Bl EyE
displayed. Margin Able to center scanned image on paper. @

Centering

2
Left top

Inch specifications

Papersiza  Set Metric specifications
LU 11x81. '|
100%

Select 2 sided/ Select Combine
paper Separation orig. size

Exposure Reduce Auto Batch
mode /Enlarae Selection scannin

" Check direction
Check direction of
original.

Able to center scanned image on paper. /‘@
Va a

‘ Back Edge | [

T corner,

Origimage Margin/ Forms
quality g Centering Page # Overlay
Sort/ Border Cover

Finished ﬂ ngse ii Mode li I Booklet

jlroncton g, Progan

Metric specifications

Paper size Set
[ Ready to copy. taen l IMPORTANT!
Select 2-sided/ Select ] . . ) ) - .
paper LS.EH_'} @s_'j LM_"V'J If the designation for the direction that the originals are set is not
oo g [Requcer I [Auo g ongals J correct, copying may be accomplished incorrectly.
oy g I gt ﬂ Piering j vt J
Eorned g ot Hode g Booklet J

#] userchoice #  Function Program

6 Press the [Start] key.
Copying will start.
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5. Adding a space next to the copy images for making notes [Memo mode]

With this mode you can leave a space for adding notes next to the 1 Set the originals to be copied.
copied image. It is also possible to fit the images of 2 originals onto
the same copy page along with a blank space for each.
2 Touch the “Function” tab and then the “¥ Down” key.

@ Copying one original onto one copy page (layout A) The content of the next portion of the “Function” tab will be

displayed.

Yy Yy Eww@ “ » “ ” ;

Eﬁ% » i S| Ef@ 3 'tl)'ou;h tlhe l;/lemo pages” key. The “Memo pages” screen will

oL T gﬂ@é 5*63 e displayed.
Inch specifications

Y¥ & Ready to copy. MR
W W ? (<) 0% ]

® o |ii®| | =S —
i® -» VY . | oo (i)
? @ Eco Print 3[§C‘f:,: !J Invert '! ‘ Mirror .! I A v l

Modify Select of

#1 Userchoice #] Function Program

Metric specifications

Paper size Set
[F)Ready to copy. tiasn
OHP back !l Test copy !l Memo !é
Eco print !l g:‘e}’dfn‘ Invert J ‘ Mirror .! IA Up l
Modif Select of
S R

Function Program

4 Touch the “Layout A” key or the “Layout B” key, as
appropriate. The screen to make the layout settings will be
displayed.

Inch specifications

NOTE

Only originals and copy paper of standard sizes can be used in this
mode.

Border line Check direction
Check direction of
original top side.

e e |

Layout A ... Dotted

Layout B - - Borders

Check direction of
original.

g@@

Dotted

- - Cropmark

5-9
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5 Select the desired direction of the layout.
Inch specifications

<Layout A> <Layout B>
to copy.

Layout

- - Borders = = Borders

Metric specifications

<Layout A> <Layout B>

Layout

—son ()| — .

Dotted -+ Dotted

- - Cropmark - - Cropmark

6 Select the type of the borderline that you want to use to
separate the different areas.

7 Press the [Start] key.
Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

D@ @ w@)
ORORONHE

HE®®
@ @ @ Start

-

8 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

9 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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6. Making copies with clean edges [Border erase modes]

(1) Erasing blemishes from edges of copies (Sheet
erase mode)

Inch specifications

With this mode, shadows, lines, etc., that occur around the edges of
copies made from sheet originals can be erased. The width of the
border to be erased can be set to any 1/8" increment between 1/8"
and 3/4". A setting of “0” will result in no border being erased.

(The width of the border that will be erased is shown as (@) in the
illustration.)

Metric specifications

With this mode, shadows, lines, etc., that occur around the edges of
copies made from sheet originals can be erased. The width of the
border to be erased can be set to any 1 mm increment between 1 mm
and 18 mm. A setting of “0” will result in no border being erased.
(The width of the border that will be erased is shown as (@) in the
illustration.)

Al

L4l

NOTE

It is possible for you to change the default setting for the width of the
erased border. (See “Erased border width” on page 7-59.)

(2) Erasing blemishes from the edges and middle of
copies made from books (Book erase mode)

Inch specifications

With this mode, you can make clean copies, even from thick books.
The width of the outside border to be erased can be set to any 1/8"
increment between 1/8" and 3/4". The width of the center area to be
erased can be set to any 1/8" increment between 1/8" and 1 1/2".

A setting of “0” will result in no border being erased. (The width of the
outside border that will be erased is shown as (@ in the illustration,
while the width of the center area is shown as (©).)

Metric specifications

With this mode, you can make clean copies, even from thick books.
The width of the outside border to be erased can be set to any 1 mm
increment between 1 mm and 18 mm. The width of the center area to
be erased can be set to any 1 mm increment between 1 mm and

36 mm. A setting of “0” will result in no border being erased.

(The width of the outside border that will be erased is shown as @) in
the illustration, while the width of the center area is shown as (®).)

abcdefghijk

abcdefghijk
abcdefghijk

abedefghijk

abcdefghijk
abedefghijk
abcdefghijk
abedefghijk abedefghijk
abedefghijk

abedefghijk
abcdefghijk
abcdefghijk
abcdefghijk
abedefghijk
abedefghijk

NOTE

It is possible for you to change the default setting for the width of the
erased borders. (See “Erased border width” on page 7-59.)
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1 Set the original to be copied.

Touch the “Function” tab. The content of the “Function” tab
will be displayed.

Touch the “Border Erase” [‘Erase Mode”] key. The “Border
Erase” [“Erase Mode”] screen will be displayed.

Inch specifications

Paper size Set
Ready to copy. 11 110

100%

Select 2 sided/ Select Combi
paper Separation orig. size ombine
Exposure Reduce Auto Batch
mode 4 [Enlarge 4 Selegtion J scanning !! A v
Orig.image I Margin/ Forms
quality g Centering Page # Overlay W Dovn
Sort/ Border Cover
Finished ﬂ [E_r;_,se li Mode li I Booklet l!

Do ool _Funcion P

Metric specifications

Ready to copy.
Select ; 2-sided/ Select i
paper Split Size orit Merge copy
Exposure Reduce/ Ao Large # of
mode g Enlarge g selection !i griginals J A v
image Margin/ Page ; Form
quality g I\maq shift 3 numberin overla ¥ Down
Sort/ Erase Cover
Finished é Mode !; Mode !; Booklet !]

User choice g Function

Program

4 Touch the “Sheet Erase” [‘Border erase”] key or the “Book
Erase” key, as appropriate. The screen to set the outside
border and the center area will be displayed.

Inch specifications

Ready to copy.

Paper size Set
LY 11xe1
100%

Close

Erase the border shadow of original
or shadow from centor of book.

Sheet
Erase

Book
Erase

Metric specifications
Paper size Set
Aan

100%

@ Ready to copy.

[ Register ]

Erase edge of original or center of book
and copy.

5-12

5

6

Touch the “+” key or the “-” key to change the displayed

border width to that desired.

* In metric specification copiers, the desired border width can
also be entered directly by touching the “#keys” key and
then using the keypad.

Inch specifications

—
Ready to copy. W o
100%
i [_@Regster] )

(©0-17)

Center [ 1 /2|

None

Sheet
Erase

Book
Erase

Metric specifications

[F]Ready to copy. P:.%f[;nsfeu s 1

6 |mm Center [biie

{0~18)

Bor¢ zrlii 4

§ | None
{ | Border
erase

Book
erase

Press the [Start] key.
Copying will start.
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he image of either two or four originals onto a single copy page

[Combine/Merge Copy modes]

With this mode, the images from either 2 or 4 originals can be
reduced and then combined onto a single copy. The borderline of
each original can also be marked with either a solid line or a dotted
line.

D ®
o|l® 2

NOTE

Only originals and copy paper of standard sizes can be used in this
mode.

(1) 2in1

Use this mode when you want to copy two originals onto one sheet.
This mode can also be used in conjunction with the 2-sided copy
modes in order to copy four originals onto one sheet.

(When setting the originals on the platen, be sure to set the originals
in the correct order: 1 and then 2.)

) 4in1

Use this mode when you want to copy four originals onto one sheet.
This mode can also be used in conjunction with the 2-sided copy
modes in order to copy eight originals onto one sheet.

(When setting the originals on the platen, be sure to set the originals
in the correct order: 1, 2, 3 and then 4.)

...........

...........

...........
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1
2

5-14

Set the originals to be copied.

Touch the “Function” tab. The content of the “Function” tab
will be displayed.

Inch specifications

Ready to copy.

Paper Size Set
LU 11x8

oy
2 11x8'%" Auto
Color Exposure
3 11x8'%"
/Enlarge mode

Basic g User choice g Function

B Bypass
B Plain

Program

Metric specifications

Ready to copy.

Merge copy

-
Plain
EN T B Bypass
Colour [ Plain
3 R4l

Plain

T Auto

K
Reduce/ Exposure
Enlarge mode

User choice g Function

Sort/
Finished

Program

Touch the “Combine” [“Merge copy’] key. The “Combine”
[“Merge copy”] screen will be displayed.

Inch specifications

Ready to copy.
Select 2 sided/ Select Combi
paper Separation orig. size ombine
Exposure Reduce Auto Batch
mode g [Enlarge !; Selegtion !; scanning g] A v
Orig.image Margin/ Forms
quality g Centering g Page # Overla ¥ Down
Sort/ d .i
Fin

Paper size Set

LY 11x8t '|
10r

!

Cover
Mode

Border

Booklet

o)

Function

Metric specifications

Ready to copy. Pa,'%E;?Si;eD St :

Select 2-sided/ Select

paper g Split ﬂ size orig. Merge copy J
Exposure Reduce/ Auto Targe # of AU
mode Enlarge selection originals P
Image i Margin/ i Page Form

quality Imag. shift numbering overlay ¥ bown
Sort/ Erase Cover

Finished 4 Mode g Mode é Booklet J

Function

Basic Program

5

6

Touch the “2 in 1” key or the “4 in 1” key, as appropriate.
The screen to make the layout settings will be displayed.

Inch specifications

Paper size Set
Ready to copy. LIRS
Non 2 or 4 original pages can combine on
ane page.

1

Metric specifications
[ Ready to copy. Mhinin >

00

[ Register

2 or 4 originals can be printed
on one page

Select the desired direction of the layout.

Inch specifications

= Solid

----- Dotted e Dotted

= = Borders

Border line Layout Border line

= Solid

= = Borders

Dotted

Select the type of the borderline that you want to use to
separate the images.

- - Cropmark
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Press the [Start] key.
Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

D@ @ (D)
@ ® ® (%) &
@ ® ©

® © ®

s—

Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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8. Printing page numbers on copies [Print page humbers mode]

When you make copies from multiple originals, you can have page 3 Touch the “Page #” [‘Page numbering”] key. The “Page #”

numbers printed on the corresponding copies in numerical order from [“Page numbering”] screen will be displayed.

the first original. There are three styles of page numbers to choose

from: “-1-", “P.1” and “1/n”.

* If you select “1/n” as the style of page numbers, the denominator will Ready to copy.
indicate the total number of pages.

Inch specifications

Paper size

Auto
Selection

Select 2 sided/ Select Comb
paper Separation orig. size ombine

1 [Exposure Reduce
1 |mode [Enlarge

Batch
scannin

|
I

Cover
Ci= Mode

[ul|

Function

Metric specifications

E] Ready to copy.

Paper size Set
UL AR

]

%, - { [Seect 2-sided/ Select
il l
= { |paper !i Split size ori Merge copy
Al 1 [Exposure Reduce/ [Au\o J Large # of
Bl | lmode g Enlarge !] selection originals A w

Dl ;
—) | o
o £ 1 [ qualt Imag. shift numberin overla ¥ oown

1
= ]
I—%& 1 [so Erase Cover
{ | Finished J Mode !! Mode Booklet J

Al— User choice Function Program
Bl £

— 4 Touch the key that corresponds to the style of page numbers
that you want to use. The screen to make settings for that

Ol style will be displayed.
253565 Inch specifications
Paper size Set
‘ None P.1 Page # can be added on bottom of copy.
NOTE
Page numbers will be printed relative to the middle of the bottom of Metric specifications

the page. (The arrow in the illustration indicates the direction in which

the originals are set.) loce

[ Ready to copy. Mhine > 1

Abcde % Page # can be added on bottom of copy.
- €« 3 =
- <
Abcde 3
- € g8 =
<
-1-

Set the originals to be copied.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.
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5

If you want printing of the page numbers to be started from a
page other than the first page, touch the “Setting 1st page”
key.

The “Setting 1st page” screen will be displayed.

Inch specifications

Ready to copy.

Paper size

Start page # Start #

! 1
Setting Setting
1stpage start # ;

Denominator #

Check direction of
original top side.

R iEe
=

TS rage

Last page Auto

Sefting Set denom-
lastpage | inator # :

IS
e

Metric specifications

[/ Ready to copy. Fhren 1

100%

Back l

page # Start # Check directi

1 4 Check direction of
Setting Setting
1st page start page g

original
Denominator #

Tasipage #

Last page Auto

Setting Set
last page Denomin,

Touch the “+” key or the “-” key to select from which page
printing of the page numbers will start.

Inch specifications

Paper size

Ready to copy. 11 11x8

100%

Setting 1st page

{1~10} Check directi

Check direction of
original top side.

e E |
=2 = |
e |

Metric specifications

Ready to copy. FhiRin >
100%

Close

Check direction of

Setting 1st page

e e
=D

‘BackEdge F Lefttop ]
(S | C O 1

Touch the “Close” key. The touch panel will return to the
screen in step 5.

8

10

If you want the first page number that is printed to be
something other than “1”, touch the “Setting start #” [“Setting
Start page”] key. The “Setting start #” screen will be
displayed.

Inch specifications

Ready to copy.

Paper size

Start page # Start #
1 1

Setting

1stpage

Finish Page #
Last page Auto

Setting Set denom-
lastpage M | inator # ]

Check direction of
original top side.

‘Denominator #

Metric specifications

[F]Ready to copy. Fhinin ™ 1

10088

page #

Check direction of
original.

1
Setting - -
e E® D
Last page # ‘Denominator #

Setting Set
lastpage B | Denomin. # M

Left top
B|_corner

‘ Back Edge

Touch the “+” key or the “-” key to select the first page

number that will be printed.

* The desired page number can also be entered directly by
touching the “#keys” key and then using the keypad.

Inch specifications

Paper size Set
LY giaxt 1
1

Ready to copy.

{1~999}

Check direction of

original top side.
=R e
=] = =,
Lefttop

Metric specifications

[F]Ready to copy. Pﬁ;l%neu;ngﬁeu s 1

Close

{1~099) Check direction
Check direction of
original.
i amE e
L=] > /== )
Left toy

Touch the “Close” key. The touch panel will return to the
screen in step 8.
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11

12

5-18

If you want the last page number that is printed to be on a
copy other than that for the last original, touch the “Setting
last page” key. The “Setting last page” screen will be
displayed.

Inch specifications

[F) Ready to copy. Pagersice

Start page # Start # heck dire

Check direction of
original top side.

R Ee

Finish Page #  Denominator #

1 1
Setting Setting
istpage Py | start# ;
None
. '
Setting Set denom-
last page inator # :

Metric specifications

[F] Ready to copy. Fhnen 1
003

Start page # Start

" Page numbering
heck dir
Check direction of

1 1
Setting Setting original
e
e
Last page # —
/= M= )

Denominator #

e Auto

Setting Set
last page K| [ Denomin. # I

‘ Back Edge

Touch the “Manual” key.
The screen to designate the last page will be displayed.

Inch specifications

Ready to copy.

Setting last page

Paper size Set

Check direction of
original top side.

Metric specifications

Ready to copy.

Check direction of

e e
=D

Left top ]
orner ]

‘ Back Edge | Left top :
| & orner ]

1

14

15

Touch the “+” key or the “-” key to select, counting from the
final copy, how many pages you do NOT want to have page
numbers printed on.

Inch specifications

@ Ready to copy.

Setting last page

Check direction of
original top side.

Check direction of
original.

Touch the “Close” key. The touch panel will return to the
screen in step 11.

If you selected the “1/n” style, the “Set denominator #”
[“Set Denomin. #'] key will be displayed.

If you want to manually select the denominator for the page
numbers, touch the “Set denominator #” [‘Set Denomin. #”]
key. The “Setting denominator #” screen will be displayed.

Inch specifications

Ready to copy.

;

Metric specifications

Ready to copy.

Paper size
LU 11x87 '|

art page Start
1 ] Check direction of
s s original top side.
etting etting
B e

Finish Page #  Denominator #

Last page Ao

Setting
last page

[#Register i
Start # Check direc
Check direction of
original.

meiEe
=,

‘ Back Edge

page

1 1
Setting Setting
1st page start page I

Denominator #

Last page #
Last page

Setting
last page
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1 Touch the “Manual” key.
The screen to designate the denominator will be displayed.

Inch specifications

Paper size Set
LY 11xg1

Check direction E

Check direction of
original top side.

= e
==
Bl |

Metric specifications

Ready to copy.

Setting denominator #

Paper size Set
LuAaD

Check direction of
original

1 7 Touch the “+” key or the “-” key to select the desired
denominator for the page numbers.
* The desired denominator can also be entered directly by
touching the “#keys” key and then using the keypad.

Inch specifications

Ready to copy.

Setting denominator #

Paper size
LY gt '|

Check direction of
original top side.

e E |
=2 = |
e |

(1~089)

Manual

Paper size Set

A0
100%

Close

Setting denominator #

Check direction of
original

[ ]
e
= =

‘ BackEdge | A 1
(S | C O 1

Manual

1 8 Follow the instructions on the right side of the touch panel
and verify the direction in which the originals were set.

Inch specifications

Paper size Set
LU 11x8y:"

Finished Check direction
=] /13 Check direction of 7 Set the book original
@Q/E@ original top side. ¢ top side direct to back.

= = D,
Left top
corner

leftright. ...
Open from
top

Metric specifications

Paper size Paper size
wA40

[@ Regist
“Finished Check direction Finished Check direction
Check direction of

original EEp Side divaction o bagk.
(B8
D,

= =

1 9 Press the [Start] key.
Copying will start.
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9. Overlaying one image over another [Form overlay mode]

This mode can be used to scan the first original (the “form”) into 3 Touch the “On” key.

memory and have its image overlaid onto copies made from The screen to set the shading level of the form image will be
subsequent originals. It is also possible to register and store in displayed.

memory, in advance, the images that you want to use as original

Inch specifications

[F] Ready to copy. Paluif'fliiw .

forms.

o Use the first scanned image as a form

for copy after second original image.
(Al =& ]
Bl=[8]
Metric specifications
| C | » |O| R Paper size Set
eady to copy. A0

1

a 1st scanned image can be used as a form

1 for copy after second original image
NOTE on i

Refer to “(2) Form registration” on page 6-1 for the procedure to
register images as forms.

4 Touch the “+” key or the “-” key to select the level of shading
that you want to use for the original form.
1 Touch the “Function” tab. The content of the “Function” tab The desired shading level can be set to any 10% increment
will be displayed. between 10% and 100%.
* A sample of the effect that the selected shading level will

produce will be displayed to the right of the entry field.
2 Touch the “Forms Overlay”[“Form overlay”] key. The “Forms

Overlay’[“Form overlay”] screen will be displayed.

ver . PI; fi first the .
InCh SpeCIfICatIOnS ace from first then press start

Inch specifications

. Close

[F) Ready to copy. e T

Select 2 sided/ Select Comb

paper Separation orig. size ombine

Exposure Reduce Auto I Batch J

mode g [Enlarge g Selegtion g scannina A v

100%

RBCD

Scan form once

Form
Selected

Orig.image Margin/ Forms

quality g Centerin Page # Overla) W Doun
Sort/ Border Cover

Finished g Erase !; Mode !i Booklet J

Program Metric specifications

#1 User choice Function

Metric specifications e Bt Koy,

Paper size Set
Ready to copy. LIAaD 1
T e " i 10086
Select 2-sided/ Select
aper Split g size orig. !i Merge copy
Exposure Reduce/ Auto I Large # of J
mode g Enlarge g selection g oricinals A v

(10~100)

RBCO

Scan form once

Form
selection

image Margin/ Page Form

quality g Imag shift !; numberin overla ¥ oo
Sort/ Erase Cover

Finished ﬂ Mode ﬂ Mode g Bookiet

User choice Function _ #  Program

5 If you want to use a previously registered image as the form,
touch the “Form Selected” [“Form selection”] key and go to
the next step.

If you want to scan in a new image, go directly to step 9.
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Touch the “Loading Form” key. 9 If you are using the Document Processor, make sure that the
A list of registered forms will be displayed. original that you want to use as the form is on top of the
originals that you want to copy.

Inch specifications

If you are using the platen, set the original that you want to
use as the form.

1 0 Press the [Start] key.

Loading Overlay first scanned image onto
i scanned mage o o eptrd o Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

Metric specifications

| Form selection

1 1 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

Overlay 1st image on the scanned
= image or on registered form.

oadmg i
Form

1 2 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
Select from that list the image that you want to use and then
touch the “Close” key. The touch panel will return to the
screen in step 4.

Inch specifications

Form 1200dpi

% Form 004 1xere @ & 1
% Form 003 gt [ ¥
|Loading

Form ¥ Form 002 1xe [
¥ Form 001 1er B

[31[=] The arrow means direction of registered form.
Set original and form directions.

Form 1200dpi | | 4
i#¥ Form006 [[Td] o]

#¥ Form005 nadl o} & ;
¥ Form004 1002308 [0 m
¥ Formo03 M =

%% Formo02 nMa B
[F1[=] The arrow means direction of registered form.

Set original and form directions.

Set the originals that you want to copy and go directly to step
10.
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10. Making booklets from sheet originals [Booklet/Stitching mode]

With this mode, you can use 1-sided or 2-sided originals to make
open-faced, two-sided copies in such a way that the finished copies
can be stacked and folded into a booklet format. You can also select
to have color paper or relatively thick paper fed as front and/or back
covers to the copy sets.

NOTES

Inch specifications

* Only 11" x 8 12", 8 12" x 11" and 11" x 17" size copy paper can be
used in this mode.

« If the optional Document Finisher is is installed on your copier, you
will be able to select center stapling. If the optional Center-Folding
Unit is installed as well, you will be able to center fold those stapled
sets. Only 11" x 17" and 8 1/2" x 11" size copy paper can be center
folded and stapled.

« It is possible for you to change the drawer[cassette] that will be used
to feed the cover sheets. (See “Cover drawer[cassette]” on
page 7-49.)

Metric specifications

» Only A3, B4, A4, and A4R size copy paper can be used in this
mode.

« If the optional Document Finisher is is installed on your copier, you
will be able to select center stapling. If the optional Center-Folding
Unit is installed as well, you will be able to center fold those stapled
sets. Only A3, B4, and A4R size copy paper can be center folded
and stapled.

« It is possible for you to change the drawer[cassette] that will be used
to feed the cover sheets. (See “Cover drawer|[cassette]” on
page 7-49.)

\/

@ If “Left” is selected as the binding direction...

Copying will be performed so that the stacked and folded pages of the
finished copies read from left to right.

(@ If “Right” is selected as the binding direction...

Copying will be performed so that the stacked and folded pages of the
finished copies read from right to left.

O) DY

-

¢

5 4
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(® If “Top” is selected as the binding direction...

Copying will be performed so that the stacked and folded pages of the
finished copies read from top to bottom.

"

@ It is possible for you to select whether or not to copy onto the
front and/or back cover sheets.

Front cover Back cover

Do NOT copy

Copy on outside

Copy on inside

Copy on both sides

L2 L&t | L2 | L
NS

NOTES

« The asterisk “¥%” indicates the side of the cover on which copying
will be accomplished.

 The illustrations above are an example of when “Left” is selected as
the binding direction.
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1 Set the originals to be copied in the Document Processor. 5 Specify the binding direction of both the originals and the
finished copies.

Inch specifications

! ‘
IMPORTANT. 2 Sided mode. Pa\iTrSIZ:‘/;"

If you are using the platen, be absolutely certain to set the first original

[ARegister

first. Original Stitching Check direction

X Check direction of
@@ off original top side.
ed

- ST EE fEE |
one Frontovr Wy ]
2-sided Open from ]

Touch the “Function” tab. The content of the “Function” tab Open from
will be displayed. - - )

Metric specifications

Touch the “Booklet” key. The “Booklet” screen will be Duplex Mode.
displayed. k
Inch specifications o SHENNS | ook direstian of

off original

100%

Ready to copy. L1 11381 ] : =
q Select 2 sided/ Select Combi

paper Separation orig. size ombine

Exposure Reduce Auto Batch

mode ﬂ [Enlarge g Selegtion g scanning J A v

N 2 =
i | o ), ), |
Book 2-sided Top Center Left top
—Booklet Top/Botiom Staple Back Edge [ i

o [y o [ ) [om d [Woon |
Eoahed 4 ey A 6 If the optional Document Finisher is installed on your copier,
Uercnoco J] Funcion ] the “Saddle Stitch” [‘Center Staple”] key will be displayed
and you will be able to select center stapling.
Metric specifications If the optional Center-Folding Unit is installed as well, you will

Ready to cop Papersize — Set be able to center fold those stapled sets.
_ y y- o ” In this case, if you DO want the center stapling operation, or

Sotect !i Z-sided/ !i Select !i Merge copy !! the center stapling and folding operation, to be performed,
Xpostr u v " touch the “Saddle Stitch” [“Center Staple”] key and go to the
e ) B ) (B )R ) (A ] st [ ple’l key and g

X .
ey o e o [hommemg o [, ] [Wooom |

St o (B (G | [oowe ) If you do NOT want either operation to be performed, go

Userhace JI_runcton _fl “eregen directly to step 8.

Inch specifications

4 Touch the “Booklet” key. The screen to specify the binding 2 sided mode. T
direction of the originals and the finished copies will be ¢ — = =
. @Registerl
dlsplayed. Original Finishing Stitching Check direction
A Check direction of
Inch specifications i) o onee R e

Openirom JNEETE g@ &) @ CI
left Front cvr i

[F]Ready to copy. e
i ] 5

1 [ Edit one or two sided original pages

] [ —— and out put a book
Booklet Use Book-booklet for book original.
{ | SBookiet
i —— Stitching Check direction
. Check direction of
. T . off original.
Metric specifications

- En| e
[FReady to copy. Pa:%fu:fieu s 1 N = |

Book 2-sided P Left top
—Booklet Top/Bottom Back Edge  [ymat ]

{ o— Edit 1- and 2-sided originals
 S—— and output as book
1| sooket Use Book—booklet for book original

{1 |=Bookiet
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7 Touch the “Saddle stitch” key or the “Bind & Fold” key, as

appropriate.

* It is possible for you to center staple, or center staple and
fold, up to 16 copy sheets (64 layout pages) at one time.

Inch specifications

Saddle
1 stitch
i Bind &
Fold

Metric specifications

uplex Mode

Saddle
Stitch
[ N
1 Bind
& Fold

NOTE

The “Bind & Fold” key will only be displayed when the optional
Center-Folding Unit is installed on your copier.

8 If you want to add covers, touch the “Stitching Front cvr”
[“Stitching Front cov.”] key and go to the next step.
If you do NOT want to add covers, go directly to step 10.

Inch specifications

Original Finishing
ety

99 W

Open from
left

Finished
o

Left
binding
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Stitching
off

Stitching
Front cvr

Paper size Set
L 11x8%:"
10

Check direction
Check direction of
original top side.

ELE e

Saddle [

Paper size
u]

10

Stitching

Off

ing
Front cov.
Center
Stapl

Check direction of
original.

e EE

l Check direction

Touch the “Cover” key and select whether or not (and where)
to copy on each of the front and back covers.

Inch specifications

Paper size
1

1x8

Close

Front cover Rear cover

Back copy

Back copy

| [ Nooower |
i { 2 sided
| cover copy

Front copy

Front copy

Press the [Start] key.
Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

®
® @
©
(®)

Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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11. Making booklets from book originals [Book to Booklet mode]

With this mode, you can add covers, and either copy onto them or
not, so that the finished copy sets will appear like a magazine, etc.

NOTES

Inch specifications

» Only 8 12"x 11" and 11" x 17" size originals and 11"x 8 12", 8 1/2"x 11",
and 11" x 17" size copy paper can be used in this mode.

« If the optional Document Finisher is is installed on your copier, you will
be able to select center stapling. If the optional Center-Folding Unit is
installed as well, you will be able to center fold those stapled sets. Only
11" x 17" and 8 1/2" x 11" size copy paper can be center folded and
stapled.

« It is possible for you to change the drawer{cassette] that will be used to
feed the cover sheets. (See “Cover drawer[cassette]” on page 7-49.)

Metric specifications

» Only A3, A4R, and A5R size originals and A3, A4, and A4R size copy
paper can be used in this mode.

« If the optional Document Finisher is is installed on your copier, you will
be able to select center stapling. If the optional Center-Folding Unit is
installed as well, you will be able to center fold those stapled sets. Only
A3, B4, and A4R size copy paper can be center folded and stapled.

« It is possible for you to change the drawer[cassette] that will be used to
feed the cover sheets. (See “Cover drawer[cassette]” on page 7-49.)

AP

S

® With a cover

The original that will be used as the cover will be scanned first so that,
when the finished copies are folded, that page will act as the front and
back cover to the copy set.

® Without a cover

When the finished copies are folded, the front and back of the copy
set will be blank.

ANCAD A
IR [
A ﬁ\

1 Set the open-faced (book, etc.) original to be copied.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

3 Touch the “Booklet” key. The “Booklet” screen will be
displayed.

Inch specifications
Paper size Set
Ready to copy. L 118 ]
i 10%%
1 [select 2 sided/ Select Combi
{ |paper Separation orig. size ombine
Exposure Reduce Auto Batch
{ | mode !! [Enlarge J Selection J scannin A v
i [Origimage Margin/ Forms J
quality l! Centering ;! Page # J Overlav ¥ Down

[ Booklet J

I Userchoice #]  Function ﬁ Program

Cover

Mode

Sort/ Border
Finished

Erase

Metric specifications

Ready to copy.

| [Select 2-sided/ Select

q aper Split Size orit

] [Exposure Reduce/ Auto

| lmode !] Enlarge !] selection !] A w

i [image Margin/ Page Form

! |qualty !] Imag. shift !] numbering !] overiay ¥ down
{ [sow Erase Cover

! | Finished J Mode DI Mode DI [ Booktet Dl

Function ﬁ Program

4 Touch the “Book — Booklet” key. The screen to specify the
binding direction of the originals and the finished copies will
be displayed.

Inch specifications

Ready to copy.

] Edit one or two sided original pages
and out put a book.

i | Booklet Use Book-booklet for book original

{ | Book

1 |_2Booklet

Metric specifications

[¥] Ready to copy. le%fn;nsﬁeu st 1

'

Edit 1- and 2-sided originals
{ and output as book
1 | _Booklet Use Book—booklet for book original

1 [TBook
| | =Bookiet

5-25



Section 5 OTHER CONVENIENT FUNCTIONS

5

5-26

Specify the binding direction of both the originals and the
finished copies.

Inch specifications

Paper size Set

Set first page. 1 o0
Press "Start" key. HII] 11x8'/: '|
Check direction P
None
Booklet

Original copy front

Set the book original
off top side direct to back.

Copy on .
o
25 )
Saddle
Stitch ‘)

Paper size
Set first page. D S

Press "START" button.

Set book original top
side direction to back

)
2% )

Copy front
Off
Copy on
front cov. by
Center
Staple

None
Booklet

Book
Booklet

If the optional Document Finisher is installed on your copier,
the “Saddle Stitch” [“Center Staple”] key will be displayed
and you will be able to select center stapling.

If the optional Center-Folding Unit is installed as well, you will
be able to center fold those stapled sets.

In this case, if you DO want the center stapling operation, or
the center stapling and folding operation, to be performed,
touch the “Saddle Stitch” [“Center Staple”] key and go to the
next step.

Inch specifications

Paper size Set
LY 11x8':"

Close

Set first page.

Press "Start" key. 100%
i

Original Finishing copy front Check direction
5 A Set the book original
= i off top side direct to back.
pen from Copy on
s

Book Open from
Right right

Va

Saddle
Stitch l

->Booklet

Metric specifications

P -
Set first page. aﬁfr size Set
Al

Press "ST/

Close

Check direction
Set book original top
off side direction to back

P

Va

[ARegister

Original Finished Copy front
-

2

Copy on

Booklet

Center
Staple
P ——

If you do NOT want either operation to be performed, go
directly to step 8.

7

NOTE

Touch the “Saddle Stitch” key or the “Bind & Fold” key, as

appropriate.

* It is possible for you to center staple, or center staple and
fold, up to 16 copy sheets (64 layout pages) at one time.

Inch specifications

Set first page.

key.

Saddle
q stitch
i Bind &
Fold

Metric specifications

Paper size
WA

uplex Mode

e ——)
Saddle

Stitch
[ R
{ Bind
& Fold
| M b

The “Bind & Fold” key will only be displayed when the optional
Center-Folding Unit is installed on your copier.

8

If you want to add covers, touch the “Copy on front cvr” key.
The “Copy on front cover” screen will be displayed.

At this point, if you do NOT want to copy onto the covers, go
directly to step 10.

Inch specifications

Paper size

L] 11x8
10

Set first page.
Press "Start" key.

Check direction
Set the book original
off top side direct to back.

Copy on .
front ovr g £ Q@
s
Saddle
Stitch 1

Finishing copy front
i
7

None

Booklet

Open from
right

Metric specifications

Paper size Set
@ Set first page. LUA4D
Press "START" button. 100%

[FRegister i Back ] Close ]
Copy front Check direction
25, Set book original top
side direction to back

E ‘z i o
Copy on ! .
— | (5o S { g@
Book Right
Booklet Right binding m

Book Center
Booklet Staple

Finished
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9 Touch the “On” key.

Inch specifications

Set the book original
top side direct to back.

When selecting "ON" for copying on the

off front cover, follow the instruction. I

1. Scan front cover book original
On 2. Start scan book originals A

Metric specifications

Paper size Set
uAaQ

Check direction
Set book original top
side direction to back.

When selecting "ON" for copying on the .
Ooff front cover, follow the instruction £ g

i 1. Scan front cover book original
il on 2. Start scan book originals. ).

IMPORTANT!

If you DO want to copy onto the covers, be absolutely certain to set
the original that you want to have copied onto the cover first.

1 0 Press the [Start] key.
Scanning of the original will start.

When a message appears telling you to set the next original,

go to the next step.

D@ @ wa(2)
©, Stop/
Clear

@O ®
D®®
po® (=

-

1 1 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

1 2 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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t the Document Finis

[Sort/Finished mode]

Since copying in this mode is performed after multiple originals are 3 Touch the “Sort/Finished” key. The “Sort/Finished” screen will
scanned and memorized, copies can be sorted into the required be displayed.
number of sets even without the optional Document Finisher.

atic sorting of copy sets wi

Inch specifications
[/ Ready to copy. B e 1

i 100%
1 [select 2 sided/ Select Combi
{ |Lpaper Separation orig. size ombine

Exposure Reduce Auto Batch

mode J [Enlarge !! Selection J scanning J A v

When “Sort:ON” and “1 set” are selected

{ [Origimage Margin/
{ | quaiy Centering

] Sort/ Border
Finished Erase

Forms
Page # '! Overlay !J W Dpown
Cover J
Mode

[ Booklet

Basic i User choice

1 .
_|| —_ _.—i_i

1 ||
When “Sort:OFF” and “Output each page”
are selected

Metric specifications

Ready to copy.
{1 [Select i 2-sided/ ! Select
{ |paper Split size orif Merge copy
1 [Exposure Reduce/ Auto Large # of
q mode Enlarge selection originals
i [Tmage Margin/ Page Form
1 | quality Imag. shift numberin overlay

|| R |
User choice Function Program
1 Ny
3 4 Touch the “Sort:ON” key.
.

Inch specifications

Paper size Set
WAdD

Paper size Set
(when there is paper loaded of the same Ready to copy. i ]
size but different orientation)

=
Sort:OFF 1

Metric specifications

NOTES

« If you do not have paper of the same size but different orientations
available for paper feed, copies will be ejected without being PapersZORT:
‘sorted” n this way) B "]

* You can also select whether or not the Sort mode will be the default
setting in the initial mode. (See “Sort mode ON/OFF” on page 7-56.)

1 Set the originals to be copied.

2 Touch the “Function” tab. The content of the “Function” tab

Touch the “1 set” key.
will be displayed.

Press the [Start] key.
Copying will start.

5-28



Section 5 OTHER CONVENIENT FUNCTIONS

13. Auto rotation function

If the orientation of the original is different from that of the paper 3 Touch the “No rotate” key.
loaded in the drawers[cassettes], the image will be automatically

turned 90 degrees counter-clockwise for copying. No special setting is
required in order to use this function. Ready to copy.

Inch specifications

i | Norotate ; When original and paper have different

[ C— direction, image will be rotated
=

Metric specifications

N
[F] Ready to copy. Wy >

1| Norotate i When original and paper have different

[ C— direction, original will be rotated
T automatically.

IMPORTANT!

* Inch specifications
This function will only work with 5 12" x 8 1/2" or 8 172" x 11" size copy
paper.

» Metric specifications
This function will only work with A5R or A4 size copy paper.

NOTE

You can also select whether or not the Auto Rotation mode will be the
default setting in the initial mode. (See “Auto Rotation mode ON/OFF”
on page 7-57.)

If you want to disengage the auto rotation function, perform the
following procedure.

1 Touch the “Function” tab and then the “¥ Down” key.
The content of the next portion of the “Function” tab will be
displayed.

2 Touch the “Auto Rotation” key. The “Auto Rotation” screen
will be displayed.

Inch specifications

[ Ready to copy. B 1

OHP I I Memo I
11K backin Proof Copy ages
Orig. set
Eco Print i !! Invert '; { Mirror J [A Up ;

100%

{ [ Moaity Select of
A

Function Program

Metric specifications
[ Ready to copy. i~ 1
i 100%

] Test co Memo
[ | oveoeck !! Py !! femo !!

Orig. set
Eco print ol Invert d [Mwor .! [A Up i

Modify Select of
Cop J Qutput

#1 Userchoice #{ Function Program
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14. Auto selection/Filing mode

With this mode, when you are using the Document Processor without @® Matching finished sizes (Filing)
pressing one of the paper size keys, and thereby, specifying a desired
paper size, originals will be checked one by one for their size, and you
can select to either have paper of the same size as each original
selected automatically (auto selection) or to have the originals all
copied onto one single size of copy paper (filing).

m(C

All originals will copied onto the same size copy paper.

11"X17" 11"x8 1/2" A
(A3) (A4)

| ) <7glo
8 1/2"X14" 81/2"X11"
(Folio) (A4R)
B4 B5
R 2 Set the originals to be copied in the Document Processor.
2 Press the [Auto Selection] key.
The lamp in the [Auto Selection] key will light and the auto
selection/filing mode screen will be displayed.
NOTES
PN

* You can set up to 30 originals in the Document Processor in this / AN

mode. [ Job Build Auto Se\ec(ion) ' Mal
Inch specifications — ] L— ] O
* Only 11" x 8 12" and 11" x 17", or 8 12" x 14" and 8 12" x 11", size ,_&

originals can be used together in this mode, and the originals must

be arranged together so that their widths coincide. @ @ ‘
Metric specifications
» Only A4 and A3, B5 and B4, or A4R and Folio, size originals can be @ @ |

used together in this mode, and the originals must be arranged

together so that their widths coincide. @ @ |

3 Touch the “Auto selection” key or the “Electronic Filing” key,

@ Differing finished sizes (Auto selection) as appropriate

Each original will copied onto the same size copy paper as that

original. If you selected “Auto selection”, go directly to step 6.

If you selected “Electronic Filing”, go to the next step.

Inch specifications

3C o calo i

Able to copy mix size originals at
one time using Document processor.

selection
Electronic

{ | _Filing

Metric specifications

Ready to copy. Pagersae

ﬁ Able to copy mixed size originals at
| [ ———

one time using Document processor.

Auto
selection
Electronic

Filing
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4 Specify the size of the very first original to be copied and
then touch the “Close” key.
The touch panel will return to the contents of the “Basic” tab.

Inch specifications

Paper size Set
Place originals in Document processor.
9 P L 11x81"

1

Auto Selection m
[

Off

Able to scan mix size originals at
one time using Document processor,
and copy them in unified paper size.

Auto
selection

Paper size
waap

Close

off Able to scan different size originals at
S A one time using Document processor,
]| Auo A3LHBAL/ and copy them to unified paper size.
1 selection Folio

NOTE

In order to have the binding direction set properly for stapling or hole
punching, etc., finished copies, be sure to specify the size of the very
first original being copied.

5 Select the desired drawer[cassette].

Inch specifications

.
[ Ready to copy. finktr T

1 11x87"

Plain ort:Off

8 Bypass Auto

E: Plain Exposure SortOn
Exposure '; Sort/ J
mode Einished

MG

2 A0 s Bypass
Colour [ Plain
Plain

Reduce/ Exposure
Enlarge mode

User cnoice g Function

Sort/
Einished

Program

6 Press the [Start] key.
Copying will start.
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15. Adding a front and/or back cover to your copy sets [Cover mode]

With this mode, you can select to have color paper or relatively thick paper fed as front and/or back covers to your copy sets.

NOTE

It is possible for you to change the drawer|[cassette] that will be used to feed the cover sheets. (See “Cover drawer[cassette]” on page 7-49.)

You can select separately whether you want both sides or only one side of both the front and back covers to be copied onto, or to have either or
both of them left completely blank. Select also whether or not you even want to include a back cover at all.

Front cover Back cover

2 sided copy[Duplex Copy]*

Front copy 1

Back copy*

Blank

No back cover

* The illustrations above show the result when sets of 2-sided copies are being made.
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1
2

3

Set the originals to be copied.

Touch the “Function” tab. The content of the “Function” tab
will be displayed.

Touch the “Cover Mode” key. The “Cover Mode” screen will be
displayed.
Inch specifications

Paper size Set

Ready to copy. 111 1121 ]
1005

| [Select 2 sided/ Select
paper Separation orig. size
Exposure Reduce At Batch
mode [Enlarge !i Selection !i scanning J A v
| [origimage Margin/ Forms
1 | quaii Centerin Page # Overla) W Down
1 [sorv Border 'i Cover 'i
| |Finished Erase Mode

Basic g User choice Q Function g Program

Metric specifications

[ Ready to copy. i 1
[ ) B ) [ewo)

Boore ) [t ) (Mo ) [l ) [Aw ]
et o [ o [P o [, ] [Woow ]
| | () | G

Basic é User choice g Function g

Booklet J

Program

Touch the “Cover” key. The screen to make the front cover
settings will be displayed.

Inch specifications

Ready to copy.

Paper size Set
LY 11x8'" '|
_100% e —

Cover Mode

Front cover

Insert Color or Thick, etc paper

as a front/back cover.

Able to copy on same paper.

[HSet the cover paper for specify
drawer.

Metric specifications

[ Ready to copy. FiRin 1

Cover Mode

Insert front & back cover paper (Colour/
Thick etc...) to head & end of copy.

Set cover paper in dedignated
paper cassette.

5

Select the desired settings for the front cover.

Inch specifications

Paper size Set

Rear cover

Back copy
2 sided
Front copy copy Cover

Metric specifications

Ready to copy.

Paper size Set
LALD

Close

Back cover

No cover

Cover

Touch the “Cover” key or the “No cover” key, as appropriate,
to select whether or not you want to include a back cover.

If you selected “Cover”, the screen to make the back cover
settings will be displayed.

Inch specifications

Ready to copy.

Cover Mode

Paper size Set
L 11x8%"

Close

Sack copy

2 sided
Front copy copy

Metric specifications

Ready to copy. P:I%E:Eswielj Set ]

Close

Cover Mode

Select the desired settings for the back cover.

Inch specifications

Ready to copy.

Cover Mode

No cover

| Blank Back copy

{ 2sided
Cove Front copy copy

Back copy

2 sided
Frontcopy | copy

Metric specifications

[F)Ready to copy. Fhinin >

Cover Mode

=

25
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8

9

10

5-34

Press the [Start] key.
Scanning of the originals will start.

If you set the originals in the Document Processor, copying
will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

DO @ w@
®O® @

990 @=
oo (=
s

Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.



Section 5 OTHER CONVENIENT FUNCTIONS

16. Original size selection mode

With this mode, if you manually select a size for the original, only that 4 If you want to select a standard scanning size, touch the key
size image will be scanned for copying. Use this mode as well when that corresponds to the desired size and then go directly to
copying from originals of non-standard sizes. step 7.

If you want to select the dimensions of the scan area
manually, go to the next step.

Inch specifications

== 81" x 11" Ready to copy.

A4

Metric specifications

Ready to copy. Papersize
NOTES
* You can register the size of non-standard originals that you often — Umoxfo;
use as a custom original size. (See “Custom original size” on - .
,?\aL?/\(/aA7Y-g3) dard d | he ol 18y 200X200mm
. set non-standard sized originals on the platen. — e

» Once you select the original size under this mode, you can copy
with originals set on the platen even with the Document
Processor open.

« If this mode is used in combination with the Centering/Image shift

NOTE
mode, you can, for example, have the image of non-standard
sized originals centered on standard sized copy paper. (See If you have registered a custom original size, you will be able to
“Centering/Image shift mode” on page 5-8.) select that size for use in this mode. (See “Custom original size” on
page 7-43.)

Set the originals to be copied.
Touch the “Input size” key. The screen to set the dimensions

of the scan area will be displayed.
2 Touch the “Function” tab. The content of the “Function” tab

will be displayed.

3 Touch the “Select orig. size” [“Select size original’] key. The
“Select original size” screen will be displayed.

Inch specifications

[F]Ready to copy. e 1
i [Select d Izwea/ d Is;\ect 'ﬂ Combine ‘!

paper Separation orig. size

" e ;i Seicion M |soanning J A v
1 S o | Cerier g Page # v J ¥ oown ]
R ) S ) R

1008

Function Program

Paper size Set
1

Lipap

paper 4 Split !i Merge copy
1 [Exposure Reduce/ AUG Large # of
1 Lmode % | Enlarge i |selection originals
1 [mage Margin/ Page Form
| |quat imag. shift numberin overla
{ [sorv Erase Cover
Finished 4 Mode J Mode J Booklet

ol Function 4 Program
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6 Based on the left rear corner of the platen being a setting of
“0”, touch the “+” key or the “-” key to change the dimensions
of the scan area to the desired setting.

* In metric specification copiers, the dimensions can also be
entered directly by touching the “#keys” key and then using
the keypad.

Inch specifications

[ Ready to copy. e > 1

+ I 1 Set original on platen and input
- < scanning range. (Y side, X side)

Metric specifications

[ Ready to copy. asn ™ 1

{50~432}

37%/‘\ s 5],

| Msorats - . Scanning range can be set with
{ | Selectsize X-Y direction when original is

] placed at left rear corner.

Ll nputsize [N -

7 Press the [Start] key.
Copying will start.
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17. Feeding paper as a backing sheet for OHP transparencies

[Transparency + backing sheet mode]

When 2 or 3 transparencies are piled on top of one another, static 1 Set the originals to be copied.

electricity can cause problems. This mode automatically places a

backing sheet between the transparencies during copying for easy

handling. You can also select whether or not to have the image of the 2 Set the transparency film on the multi-bypass tray.
original copied onto the backing sheet, or even make multiple

copies from the same original.

IMPORTANT!

When copying onto transparencies, ALWAYS use the multi-bypass
tray.

IMPORTANT!

 Fan through the transparencies before setting them.

» Up to 25 transparencies can be set on the multi-bypass tray at
one time.

» Make sure that paper of the same size and orientation as the
transparencies has been loaded into a drawer[cassette].

@® Copying onto the backing sheet

With this setting, after the original is copied onto the transparency, the
same image will be copied onto the backing sheet as well. (The
asterisk “*” in the illustration indicates the transparencies.)

3 Touch the “Function” tab and then the “¥ Down” key.
The content of the next portion of the “Function” tab will be
displayed.

4 Touch the “OHP backing” [‘OHP back”] key. The “OHP
backing” [“OHP back”] screen will be displayed.

Inch specifications

Ready to copy.

| [ oHP Memo
backing !] Proof Copy !] ive !I
Orig. set
Eco Print i !l Invert '; { Mirror 'I IA Up ;

1 [ Modify Select of
A

Function Program

Metric specifications
@ Leaving the backing sheet blank

With this setting, the original will be copied onto the transparency but [F]Ready to copy. PBiRiD
the backing sheet will be left blank. (The asterisk “*” in the illustration

P . | [ || oHP back Test copy Memo
indicates the transparencies.) A “—4“—4 Lﬂq

Orig. set
direstion Invert d [ Mirror

Eco print

1 [ Wodity Select of
q COp:! J Output

User choice  #{ Function  #1  Program
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5 Touch the “Copy” key or the “Blank” key, as appropriate.

Inch specifications

Paper Size Set

Ready to copy. 111 11x87"
100%
[ Register I |

Insert a blank paper between piece of
OHP film, or copy to a OHP back paper.

[Place the OHP film in the bypass

Metric specifications

Paper size Set
Aap

Ready to copy.

.

Insert blank paper between OHP films or

copy to OHP back paper

[ Place OHP film on bypass.

6 Press the [Start] key.
Copying will start.
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18. Inverting black and white [Invert mode]

With this mode, you can make copies where the black and white 5 Touch the “On” key.

areas of the image are inverted (or reversed).

* If multiple inverted copies are being made, “Please wait Now
cleaning” may be displayed. [ Ready to copy. e

Inch specifications

W\

q Copy the scanned image with reversing
black and white parts

BB

Metric specifications

[ Ready to copy. Hain 1
— .

7
%
¥

>

A
T

Copy scanned image with
black and white parts reversed.

Set the originals to be copied.

2 Touch the “Function” tab. The content of the “Function” tab

will be displayed. 6 Press the [Start] key.

Copying will start.

3 Touch the “¥ Down” key. The content of the next portion of
the “Function” tab will be displayed.

4 Touch the “Invert” key. The “Invert” screen will be displayed.

Inch specifications

10086

[F]Ready to copy. T 1

1 OHPE !l I .! Memo
otat B | backin Proof Copy Memo
Orig. set

] Momfy ; Select of I
1 Col Quitput

User choice  #| Funcion  #1  Program

Metric specifications
[ Ready to copy FhiRan
—) -

Memo
l Test l
OHP back I est copy J femo
1 | Ecoprint !a g;gc‘f;“ !I Invert g { Mirror J [‘ Up

| G )

User choice Function Program
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19. Making mirror image copies [Mirror image mode]

With this mode, you can make mirror image copies.

5 Touch the “On” key.

Inch specifications

[ Ready to copy. B e ™ 1
Of

100%

;
Reverse scanned image left to right,
o mirror image

Metric specifications

Ready to copy. Er

Set the originals to be copied.

Reversed scanned image left to right

2 Touch the “Function” tab. The content of the “Function” tab as a reflection in the mirror.
will be displayed.

3 Touch the “¥ Down” key. The content of the next portion of

the “Function” tab will be displayed. @ Fressthe(Star key.

Copying will start.

4 Touch the “Mirror” key. The “Mirror” screen will be displayed.

Inch specifications
[FReady to copy. Pager ize

{ I [o+P Memo
1K . !i Proof Copy !l v J
Orig. set
Eco Print i !i Invert '; I Mirror J [A Up i

100%

Modify Select of

Basic é User choice a Function g Program

Metric specifications
[F]Ready to copy. i > 1

1005
| . (o ) [~ ] [ER )
Eco print g;fc'“sjn‘ Invert .i IMmr '! [A Up i

Basic g User choice a Function Q Program
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20. Making a test copy prior to large volume copying [Proof mode]

5 Touch the “On” key.

With this mode, you can use the same settings to create a single set
of test copies in order to verify the results prior to actually starting to
make a large number of copies or copy sets. This way, if there is a
problem with the copies, you can cancel print out in order to change
the settings and eliminate a great majority of miss-copying.

Set the originals to be copied.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

3 Touch the “¥ Down” key. The content of the next portion of
the “Function” tab will be displayed.

4 Touch the “Proof Copy” [“Test copy”] key. The “Proof Copy”
[“Test copy”] screen will be displayed.

Inch specifications
[ Ready to copy. T 1

1 OHP Memo

W Foteton @9_4 Proof Gopy LM

Orig. set

1 | Ecorrint !i Orig. et !] | mvert .i [ Mirror J [A Up i

10086

1 [ Moaify Select of

Function

Metric specifications

Paper size Set
Ready to copy. A0 1
Auto Memo
1 Orig. set
{ | Ecoprint !a i !I ‘Inverl é [Mwor J [‘ Up ;
1 [ Modify Select of
;

Function

Inch specifications

Ready to copy.

When "On" is selected, copying stops
after one set is ejected
This is useful for checking finishing

Metric specifications

[ Ready to copy. “Hais 1

If *On* is selected, copying stops after
one set is ejected
Finishing result can then be checked.

Press the [Start] key.
Scanning of the originals will start.

If you set the originals in the Document Processor, creation
of the test copy set will start automatically.

If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying of the test copy set will
start.
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Once the test copy set is complete, a screen will be
displayed in order to verify whether or not you want to make
the initially designated number of copy sets at the present
settings, and the copier will enter a waiting-to-copy state.
Check the test copies.

Inch specifications

Check proof copy.

When stopping and retry press "Cancel" key.
When continue to print, pre: art” key.

Orig. page Count/Set Output

np 0/99
100% L 11x8':"
APS "B ided
“Rear Sort/Staple/Punch
7% 22

Job130

Metric specifications

Check test copy.

To stop and retry , press "Cancel” key.
To continue to print, press "Start" key.

Original Count / set Output

np 0/999
A4 [) 100% U1 A4 [}

olopRear Sort/Staple/Punch
@& L= Change
= =% B2
JOB130

@ If there is no problem with the copies...
Press the [Start] key and copying of the initially designated
number of copy sets will start.
If you want to change the number of copies to be made,
press the [Change Preset] key and enter the actual number
of copies you do want to make.

@ If there is some problem with the copies...
Touch the “Cancel” key to cancel the copy job and start the
procedure from the beginning.
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. Making more of the same copies after a copy job is finished

[Repeat copy mode]

With this mode, if you think you might want to make another set of the Touch the “Modify Copy” key. The “Modify Copy” screen will
same copies even after the initial copy job is finished, simply turn the be displayed.

repeat copy mode ON and you can make the necessary number of
additional copies later. In order to maintain privacy, you can make it
necessary to enter a security code in order to use the repeat copy Ready to copy. R, &
mode so that, if the entered code doesn’t match the registered

100% ]
security code, it will not be possible to use the repeat copy mode. T
[ Eco Print J acfaf;: !J Invert J { Mirror J IA Up ;

Inch specifications

Metric specifications
[ Ready to copy. MiRin 1

100%
H Memo
OHP back !l Test copy !l oo !l

- Orig. set
[ Eco print J i Invert J { Mirror J IA Up ;

Modify Select of

#] Userchoice #§ Function 4  Program

5 Touch the “On” key.

NOTES Inch specifications
« All data for repeat copying will be deleted when the main switch Ready to copy. P e S 1

100%

is turned OFF.

+ Repeat copying registration is not available for print out under Securty -
document management or with the form overlay mode. E |:|
« You can prohibit repeat copying as well as make repeat copying Whan select [On], data can ba saved
. . C « . You can recall and re-print at anytime
the default setting in the initial mode. (See “Repeat copying ON/ You can set the password to secure

OFF” on page 7-61.) saved document.

Metric specifications

100%

(1) Registering a copy job for repeat copying [F] Ready to copy. . o > “ ]

Security

1 Set the originals to be copied. -Lﬁ"
When select [On], job ca_n be saved
oo o e o oot o
document.
2 Touch the “Function” tab. The content of the “Function” tab

will be displayed.

If you want to register a security code, go to the next step.
3 Touch the “¥ Down” key. The content of the next portion of

) ) ) If you do NOT want to register a security code, go directly to
the “Function” tab will be displayed.

step 7.
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6 Touch the “#keys” key to highlight that key and then enter the
security code that will enable repeat copying for these
originals.

Inch specifications

Paper Size Set

Ready to copy. e ]

Security

When select [On], data can be saved
You can recall and re-print at anytime.
You can set the password to secure
saved document.

Metric specifications

[ Ready to copy. “Haie 1

When select [On], job can be saved
You can recall and re-print at anytime.
You can set a password to secure saved
document

NOTES

» The security code can be between 1 and 8 digits long.

« If you forget the security code that you enter here, repeat copying
will not be possible for these originals. Be sure to keep some sort
of record of the security code.

7 Press the [Start] key.
Scanning of the originals will start.

8 If you set the originals in the Document Processor, copying
will start automatically.
If you set an original on the platen, a message will appear
telling you to set the next original. In this case, go to the next
step.

9 Replace the first original with the next one and press the
[Start] key. Scanning of that next original will start.

1 0 Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.
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(2) Printing out with the repeat copy mode

Once you press the [Repeat Copy] key, the “Modify copy” list will be
displayed so that you can verify the copy jobs that are registered for
repeat copying. It is possible to reprint, check the contents of, and
delete the copy jobs that are registered in this list.

(M Reprinting a registered copy job

1 Press the [Repeat Copy] key. The “Modify copy” list will be
displayed.

N\

- 5 Job Queue Repeat Copy 1) Job Build & Ay

]TZ’TKT:’T)F:’_] O

K<

2 Select the copy job that you want to reprint and touch the
“Reprint” key.

Inch specifications

Job i User Original Set Registration Type
10/10 22:37 Normal

10/10 22:40 Normal

1

s L4l
10 2 10/10 22:45 Normal f ? %

6

10/10 22:50 Normal

1
[Re,,,m ;;] ooe | [T )

Modify Copy 10/10 22:50

Job User Original Set Registration Type
119 @ 7 1 10/10 22:37  Norm copy
120 @ 3 5 100 22:40  Norm copy
121 @ ——————m 10 2 10/10 22:45 Norm copy |§ g
[T I—— 1 6 10/10 22:50 __ Norm copy
Reprint d Delete i Check 'l
10110 22:50 §

Modify copy

If you designated a security code when you registered the
copy job for repeat copying, the code input screen will be
displayed. In this case, go to the next step.

If you did NOT designate a security code when you
registered the copy job for repeat copying, the screen to
select the number of copies or copy sets to be made will be
displayed. In this case, go directly to step 4.
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Use the keypad to enter the appropriate security code and
the touch the “Enter” key. If the entered code matches the
registered one, the screen to select the number of copies or
copy sets to be made will be displayed.

Inch specifications

Enter the re-print code.

|

Metric specifications

|

NOTES

« To reenter a mistaken security code, touch the “Clear” key.
« If you touch the “Stop” key, the touch panel will return to the
screen in step 2.

5

Touch the “+” key or the “-” key to set the number of copies
or copy sets to be made.

Inch specifications

Metric specifications

|

Touch the “Printing” key.
Print out will start.

(@ Checking the contents of registered copy jobs

1 Press the [Repeat Copy] key. The “Modify copy” list will be

displayed.

N\

1 Job Build

—)

- > Job Queue Repeat Copy

] TZ’TKTZ’_])

& Ay

O

R

2 Select the copy job that you want to check the content of and

touch the “Check detail” key.

Inch specifications

Original Set Registration

Type

10/10 22:37

Normal

10/10 22:40
10/10 22:45

)
o JENIEROREN

10/10 22:50

Normal
Normal

Normal

[ Chedk
Delets i details d

10/10 22:50

Job User Original Set | Registration Type

R 7 1 1010 22:37  Norm copy

120 @ - - 3 5 100 22:40  Norm copy

121 @ 10 2 10M0 22:45  Norm copy
6 10/10 22:50

Check |
Reprint '3 Delete i detolis '3

La ]
¥

Modify copy

10/10 22:50

If you designated a security code when you registered the
copy job for repeat copying, the code input screen will be
displayed. In this case, go to the next step.

If you did NOT designate a security code when you

registered the copy job for repeat copying, the “Check
details / Reprint” screen will be displayed. In this case,

go directly to step 4.
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3

4
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Use the keypad to enter the appropriate security code and
the touch the “Enter” key. If the entered code matches the
registered one, the “Check details / Reprint” screen will be
displayed.

Inch specifications

Enter the re-print code.

Clear

Metric specifications

nter the re-print code.

Check the contents of the selected job. You can also check
the content of the first page of the copy job by touching the
“Print from 1st” [‘Head print”] key.

Inch specifications

Item Details
Username @ ———————
Jobname  —m—m———
Orig. page 3
Set 5
Print size 11x8 %"
Input source copy
Registration date 1010 22:40
Output Output tray
Job120

Metric specifications

Check details / Reprint

Item Details
Username  cm——mmmo
Jobname  —mmme——
Original 3
Set 5
Print size A4l
Input source Copy
Registration date 1010 22:40
Output Output tray

Job120

Once you have finished checking the content of the copy job,
touch the “Close” key. The touch panel will return to the
screen in step 2.

If you want to check the contents of another registered copy
job, repeat steps 2 through 5.

Touch the “Close” key. The touch panel will return to the
contents of the “Basic” tab.

(3 Deleting a registered copy jobs

Press the [Repeat Copy] key. The “Modify copy” list will be
displayed.

0 Job Build @ Al

Select the copy job that you want to delete and touch the
“Delete” key. A verification screen will be displayed.

Inch specifications

Registration Type

10/10 22:37 Normal
10/10 22:40 Normal
10/10 22:45 Normal

Normal

Check
details

Reprint

10/10 22:50

Original Set Registration Type
10/10 22:37 Norm copy

1010 22:40  Norm copy m
10/10 22:45 Norm copy |{ W §

Q___ Norm copy

Modify copy 10/10 22:50

Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Job #: 117

User name : -~

Job name : -

Delete this job. Do you really want to delete?

Metric specifications

Job #: 117

Username : -

Job name : _ -

Delete this job. Do you really want to delete?

o R

If you selected “Yes”, the selected copy job will be canceled
and the touch panel will return to the screen in step 2.

If you selected “No”, the touch panel will return to the screen
in step 2 without canceling the selected job.
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If you want to cancel another registered copy job, repeat
steps 2 through 3.

Touch the “Close” key. The touch panel will return to the
contents of the “Basic” tab.

5-47



Section 5 OTHER CONVENIENT FUNCTIONS

[Batch scanning mode]

With this mode, you can scan multiple sets of originals and then have
them all copied at the same time. Scan one set of originals of the
same type and then register that as a single step in the copy job, and
you can copy an extremely large volume of originals in one batch.
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Set the originals to be copied.

Touch the “Function” tab. The content of the “Function” tab
will be displayed.

Touch the “Batch scanning” [‘Large # of originals”] key.
The “Continuous scanning” [“Multiple scanning”] screen will
be displayed.

Inch specifications
z
Ready to copy. e
St
peper ﬂ Soparation ﬂ ong aize
moe ﬂ e ﬂ Selection ﬂ Scaoning ﬂ A v

100

I Combine ';

Orig.image Margin/ Forms

quality g Centering g Page # Overla ¥ oown
Sort/ Border Cover

Finished ﬂ Erase I; Mode I; Booklet I;

Function Program

Metric specifications

Paper size Set
Ready to copy. liRaD 1
100%
Select 2-sided/ Select
po o E ) [Seeag ) e
Exposure Reduce/ Auto Large # of
mode Enlarge selection originals

Image Margin/ Page Form
uality Imag. shift numberin overla
Sor/ Erase Cover
Finished ﬂ Mode ﬂ Mode ﬂ Booklet ﬂ

Function

4

7

Touch the “On” key.

Inch specifications

Place originals then press Start key.

Paper Size Set

Copy scanned images off.
Platen as one job or scanned originals
using document processor.

Metric specifications

Paper size Set
1

LIEE?IID '|

original.
Press Start key.

=)

Originals scanned through the platen
and Document Processor can be
processed as one copy job.

Press the [Start] key.
Scanning of the originals will start.

D@ G wa(?)

©/. \ Stop/
A Clear

o) &

Start

®» Q@ ®
@@
OJORC)

-

Replace the first originals with the next set and press the
[Start] key. Scanning of those next originals (the next step in
the copy job) will start.

Once you have finished scanning all of the originals, touch
the “Scanning finished” key. Copying will start.



Section 5 OTHER CONVENIENT FUNCTIONS

23. Saving on toner use [Eco print mode]

With this mode, you can reduce the amount of toner that is used to
make the copies.

Use this mode with, for example making test copies, when you do not
especially need to print out high quality copies. You can also make
the eco print mode the default setting in the initial mode. (See “Eco
print mode ON/OFF” on page 7-44.)

* Images will be printed out relatively lighter than normal.

With the eco print With the eco print
mode turned OFF mode turned ON

DY QOO
)

¢S O

Set the originals to be copied.

2 Touch the “Function” tab. The content of the “Function” tab
will be displayed.

3 Touch the “¥ Down” key. The content of the next portion of
the “Function” tab will be displayed.

5

6

Touch the “Eco print” key. The “Eco print” screen will be
displayed.

Inch specifications

[F]Ready to copy. e >

Auto OHP Memo
R = R
Orig. set
Eco Print P !J Invert J [Mmor J IA Up

100%

Modify l Select of
Coj Quiput £

#1 Userchoice #] Function Program

Metric specifications
[F]Ready to copy. i 1

100%
Auto Memo
e e g
Eco print Orig. set Ilnven J [Mmr .! IAU
direction P
Wodty Select of
R

User choice Function Program

Touch the “Off” key or the “On” key, as appropriate.

Inch specifications

Ready to copy.

Itis possible to reduce
toner consumption.
[image is light

Eco print is saving toner consumption,
and it is economically.

Metric specifications

[¥] Ready to copy. i > 1
[ Fregsed

Eco Print
Toner consumption
can be reduced.
Image resolution reduced
Eco Print enables toner consumption

reduction.

Press the [Start] key.
Copying will start.
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24. Original set direction

It is necessary to specify the direction in which the originals were set Touch the “Rear” [‘Back Edge”] key or the “Left top corner”
whenever you use the 2-sided copy modes, the page separation/split key, as appropriate.
copy modes, the margin mode, the centering/image shift mode, the P

. Inch specifications
memo mode, the border erase modes, the combine/merge copy
modes, the print page numbers mode, the booklet/stitching mode, the Ready to copy. Paper Size
auto selection/filing mode, the staple mode (optional) and the punch

mode (optional). You can also use the following procedure to perform Chaok drastion
the setting as well. 1 Check direction of

"Check direction original” can be shown
at right side of display.
Follow the steps. If setting mode is

wrong, incorrect copy will result.

1 Touch the “Function” tab. The content of the “Function” tab 7

will be displayed.

Metric specifications

Ready to copy.
Orig s diecion ___

Paper size
1

2 Touch the “¥ Down” key. The content of the next portion of
LAap

the “Function” tab will be displayed.

3 Touch the “Orig.set direction” key. The “Orig.set direction”
screen will be displayed.

"Check direction original’ can be shown
at right side of display.
Follow the steps. If setting mode is

InCh SpeCificationS wrong, incorrect copy will result - Leittop
! -Comer

Paper size Set

Ready to copy. 1) 118 ]

OHP Memo

backina li Proof Copy J pages J
ccop Orig. set \vert ¥ AU
co Print direction nvert irror P

10086

Modify Select of
S

Basic g User choice g Function g Program

Metric specifications

Ready to copy. FhiRen 1
Eco print !; g;‘egc"f;: !i Invert '; I Mirror J [‘ Up ;

Modify Select of
S

Basic é User choice g Function g Program
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25. Memorizing frequently used settings [Program function]

Up to eight combinations of copy modes and other functions
displayed on the operation panel can be registered as a single
program using this function. You can also register a name for each
registered program.

(1) Registering a program
1 Set the desired copy modes, etc., to be registered.

Touch the “Program” tab. The content of the “Program” tab
will be displayed.

3 Touch the “Register” key.

Inch specifications

[F] Ready to copy. PaperSize el

Recall Reaq./delete

Register

Delete

Basic g User choice Q Function

Metric specifications

[ Ready to copy. Piren 1

100%

Recall Rea./delete

Delete

g Change
N name

Basic é User choice é Function _ Jl  Program

4 Touch any key that is marked “No registration” and that
corresponds to the program key (1 — 8) under which you
want to register the settings. The screen to register a name
for that program will be displayed.

Inch specifications

Select program number.

.| Noregistration 5.|  Noregistration
2. No registration B. No registration
3. No registration 7. No registration
4. No registration 9. No registration

Metric specifications

1. No registration 5. No registration
2. No registration B. No registration
3. No registration 1. No registration
4. No registration 8. No registration

5 Use the displayed keyboard to enter the desired name and
then touch the “End” key.

Inch specifications

Enter name.

16 letter limit including #
BN BN
o e e I Je 10 Qe D I - 1= ]
[ U E 3 O TN U O O N O

N £ KN £ KN O P O O B B O
fesnice (= Joc Je Jv Qo Ln Lo . T2 17 0

Metric specifications

Enter user name:

Limit: 16 letters inc. # key

' | O
S 3 3 R (S B E 0
3 0 O T
CLL L L L L L LT L)
N 0 1 I D B WA

NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.

6 Touch the “Yes” key or the “No” key, as appropriate.
If you selected “Yes”, the selected program will be registered
and the touch panel will return to the screen in step 3.
Copying is now possible using the settings that were
registered under that program.

Inch specifications

Register program.

Program # : 1
Program name :Catalog A

The set program is registered. Is it correct?

] ]

Metric specifications

Register program.

Program # : 1
Program name : Catalog A

The set program s registered. Is it correct?

] =)
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(2) Using programmed settings to make copies

1 Touch the “Program” tab. The content of the “Program” tab
will be displayed.

2 Touch the program key under which the settings that you
want to use are registered.

Inch specifications

[F]Ready to copy. s ]

1

Recall

Reg./delete
1. Catalog A E.| FieA Register
2.| CatalogB E.| FieB

Delete
3.| CatalogC T
d.| cCatalog D E_[ List A Change

Program

Basic JI Userchoice_JI™ ~Funcion

Metric specifications

Ready to copy. i 1

100%
Reg./delete

Change

Recall

File A

u

E.
.| Catalog B 6.| FieB
T

w

Catalog C

=

Catalog D 8. { List A l

Basic g User choice a Function a Program

3 Set the originals to be copied and press the [Start] key.
Copying will start using the settings that were registered
under that program.

(3) Changing a registered program name
1 Touch the “Program” tab. The content of the “Program” tab
will be displayed.

2 Touch the “Change name” key.

Inch specifications

Ready to Copy. Paper S‘ngw Set

Recall Reg./delete
1. | Catalog A G.| FileA
2.| CatalogB b.| FileB
3.| CatalogC 7
Cha
4. [ Catalog D 8. [ List A l oy

Basic g User choice a Function

Metric specifications

—
[F]Ready to copy. ?%.;;nsfeu s 1

Recall Reg./delete

.| Catalog B

.| Catalog C

.| Catalog D 8.| ListA

Basic g User choice g Function
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3 Touch the program key (1 — 8) for which you want to change
the registered name.
The screen to register a name for that program will be
displayed.

Inch specifications

Registration name change

1.| catalog A 5. ‘ File A
2.| catalog B 6. ‘ File B
3.| catalogC 7. No registration
4. catalog D 8. [ List A

Metric specifications

Select the number for changing name.

1.| catalog A G.| FileA
2.| CatalogB 6. FileB
3.| catalogC T. No registration
4.| Catalog D 8. List A

4 Touch the “«”, “=”, “Back” and/or “Del.” keys to delete the
currently registered name and, once you enter the desired
name for that program, touch the “End” key.

Inch specifications

Enter name

16 letter limit including #
el-)l :
(N O 0 E3 E2 OO O KO O B I ]
o Je Je T Jo Jo T Je Je Je Jr ]

o T Yo T I 1o T Jo 10 1o 12 ] v
fesmree (2 Yoo Y Jv Jo Yo Yo 1 T/ 12 |
|

Catalog |

Metric specifications

Enter user name: !
1 Limit: 16 letters inc. # key
| o |

(R O £ E3 3 OO O KO O K I
o Je T Te T Ju 10 Je T Je Je )

ol o Te T I 10 T o 6 10 10 ] v
[esnirt ][z Jx Jc Jv o In I ] {7 1. |
]

NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.

5 Once “The set program is registered. Is it correct?” is
displayed, check the entered name and, if it is correct, touch
the “Yes” key.

The touch panel will return to the screen in step 2.
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(4) Deleting a registered program

1 Touch the “Program” tab. The content of the “Program” tab
will be displayed.

2 Touch the “Delete” key.

Inch specifications

[FReady to copy. PagerSze

100%

Reg./delete

Recall

{ 2.| cataogB 6.| FileB

{ 3.| catalogC 7

; Change

{ 1| catalogD a_[ ListA

Basic g User choice g Function

Metric specifications

[]Ready to copy. Wi

Program

10088

Recall Reg./delete
| s [ren
] 2.| catalogB 6.| FileB

3.| Catalog C 1.

List A

Program

] d.l Catalog D 8.

Basic é User choice a Function

Change
name

3 Touch the program key (1 — 8) that corresponds to the
program that you want to delete.

Inch specifications

Delete registration

Select the number of progr:

1.| catalog A 5.| FileA
2.| CatalogB 6. File B
3.| CatalogC 7. No registration
4.| catalog D 8. [ List A

Metric specifications

Select the number of program to delete

1.| CatalogA 5. File A
2. Catalog B 6. File B
3. Catalog C 7. No registration
4.| Catalog D 3. List A

4 Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Delete program.

Program # 1
Program name Catalog A

This program will be deleted. Are you sure?

R

Metric specifications

Delete program.

Program # 1
Program name Catalog A

This program will be deleted. Are you sure?

=] )

If you selected “Yes”, the selected program will be deleted and the
touch panel will return to the screen in step 2.

If you selected “No”, the touch panel will return to the screen in step 2
without deleting the selected program.
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26. Registration keys

You can register up to 3 functions and/or modes, from among those 3 Touch the “4 in 1” key and then the “Register” key.
displayed in the “Function” tab, under the registration keys. The
functions and modes in the “Basic” tab and the “User choice” tab can
be registered under registration keys as well.

Inch specifications

T

(1) Registering a function or mode under a function - e
TR Check direction of
key S | ciginai op sice
—e || ERD LT
Perform the following procedure when you want to register a function doted =
. n —" a y a
or mode under a registration key. TR 7 [ -

TO register a fUnCtiOn or mode Under a registration key’ refer 10 the o —— e B
following sample procedure (which shows how to register the “4 in 1”

) : } Metric specifications
combine/merge copy mode under a registration key).

[ Ready to copy. Fhni > 1

G T

o Boraer nne Check
IMPORTANT! Sheck direction of
i |5 original

In order to register functions and/or modes under registration keys, @ a @ L
you must first turn the setting ON under “Registration keys ON/ B ] Dotied =D,
OFF” on page 7-63. - - - Cropmark ‘ Back Edge

o ) 4 In the “Register” screen, touch the “Register” key once again.
1 T‘?”Ch the Function” tab. The content of the “Function” tab The screen to register functions and/or modes under
will be displayed. registration keys will be displayed.

Inch specifications

2 Touch the “Combine” [‘Merge copy”] key. The “Combine” .
« ” ’ : Select item
[“Merge copy”] screen will be displayed.
Inch specifications
[¥) Ready to copy. it 1
100%
pove o [Boemion o [Ssee o |[comome )
e ﬂ Earge ﬂ Shiection j sonng o | Up ]

Orig.image Margin/ Forms
quality Centering Page # Overlay W Down

Sort/ Border Cover
Finished g Erase é Mode !i Booklet J

Function

Metric specifications

o

#[ User choce 41

Program

Metric specifications
Paper size Set
Ready to copy. 1AdD ]
1008

Select ; 2-sided/ Select i

paper Split Size orit Merge copy

Exposure Reduce/ Auto Large # of
mode Enlarge selection originals
Image Margin/ Page Form

uality Imag. shift numbering overlay

Sort/ Erase Cover

Finished é Mode !; Mode !; Booklet

|

User choice Function
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5

Touch the registration key under which you want to register
the function. “Register this selecting mode. OK?” will be
displayed.

Inch specifications

Select the number of program to registered

No
registration

2 LMo
- [A registration

No
registration

Metric specifications

Select the number of program to registered

No
registration

No
2 registration

Touch the “Yes” key. The “Combine” [“Merge copy”] screen
will be displayed again.

Inch specifications

Register this function

Register No. 1

Register this selecting mode. OK?

e | =]

Metric specifications

Register this function.

Register No. 1

Register this selecting mode. OK?

e [

NOTE

If, in the screen to register functions and/or modes under
registration keys, you select a previously registered key, the
following screen will be displayed.

Inch specifications

Register this function.

This number is already registered

Register No. 1

Register this selecting mode. OK?

o]

]

Metric specifications

Register this function.

This number is already registered

Register No. 1

Register this selecting mode. OK?

[ YES i [ NO i

If you selected “Yes”, the selected function will be registered under
the registration key.

If you selected “No”, the touch panel will return to the screen in
step 5 without registering the selected function.

Touch the “Close” key. The “Combine” [‘Merge copy”] key will
now appear on the right side of the touch panel as a
registration key.

Inch specifications

Paper size Set

Ready to copy. %‘Elmgv;xn“ ]

Select 2 sided/ Select Comb
paper Separation orig. size ombine

Exposure Reduce Auto Batch AU
mode [Enlarge Selection scannin P

Orig.image Margin/ Forms

guality J Centerin Page # Overlay Down
Sort Border Cover

Fipished !] Erase J Mode DI Booklet J

#1 User choice Function Program

Metric specifications
—
Ready to copy. e
pepsr J S J 255‘;'”9%‘!] Mevsewwﬂ
o J Erirge. J selsoion J g J A v }

Image Margin/ Page Form I W down i

quality orig. Imag. shift ;! numbering |! overlay J

Sort/ Erase
Finished Mode

Cover
Mode

[ Booklet

User choice Function Program

NOTE

The functions and modes in the “Basic” tab and the “User choice”
tab can be registered under registration keys as well. A “Register”
key will be displayed in the screen for those function and modes
which can be registered under the registration keys.
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(2) Deleting a registration key

Perform the following procedure when you want to delete a
registration key.

1

2

5-56

Touch the registration (to the right of the “Basic” tab) that you
want to delete. (Example: “Combine” [“Merge copy”])

Inch specifications

Ready to copy. it

Y

T 11 @
z 11x8)" Auto
Color Exposure
3 11x8'"
Plain Exposure
mode J

Colour
Plain

B Bypass Auto
B Plain Exposure

Reduce/ Exposure
Enlarge mode

User choice g Function Program

In the resulting screen for that function or mode (example:
the “Combine” [“Merge copy”] screen), touch the “Register”
key. The “Register” screen will be displayed.

Inch specifications

Check direction
Check direction of
original top side.

—we || EREEE
e Dotted
- - Borders

Metric specifications

[F]Ready to copy. P?EUEFEQD st 1

Check direction
Check direction of
original

— sod =R e
. | Left top

In the “Register” screen, touch the “Delete” key once again.
The screen to delete registration keys will be displayed.

Inch specifications

=

Metric specifications

Touch the registration key (1 — 3) that corresponds to the
program that you want to delete. “Are you sure you want to
delete?” will be displayed.

Inch specifications

Select the number of program to delete

1. é Combine
2 [ quality

3 Reduce
: /Enlarge

Metric specifications

Delete registration

Select the number of program to delete.

1. [% Merge Copy

2. ; quality

Reduce/
3. é Enlarge
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5

Touch the “Yes” key. The “Combine” [“Merge copy”] screen
will be displayed again.

Inch specifications

Delete registration.

Register No. 1

Are you sure you want to delete?

1 ]

Metric specifications

Delete registration.

Register No. 1

Are you sure you want to delete?

YES l INO

Touch the “Close” key. The “Combine” [‘Merge copy”] key will
be deleted from on the right side of the touch panel.

Inch specifications
¥ Ready to copy. AR 1

TR R @
Fion
= 118l Auto
Color {1 Plain Exposure
3 11x8'%"
Plain Reduce Exposure
[Enlarge mode

| User choice s Function

Program

Metric specifications

Ready to copy.

APS

1 Plain E
B Bypass
[ Plain

(e

1z naD Auto

] Colour Exposure

 E]

] iU Reduce/ Exposure
Enlarge mode

Basic g User choice g Function

Sort/
Finished

Program
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27. Easily add covers and insert she tween various sets of
one operation [Job build mode]

The job build function enables you to scan different sets of originals NOTE
into memory in separate steps and then copy them all at one time.
Each set of scanned originals is then seen as one step in the copy This procedure will assume that the color paper to be used as the
process and you can select different copy modes for each step front cover and the middle insert (originals “A” and “C”), as well as for
(enlarge/reduce, border erase, original type [2-sided originals, 1-sided the back cover, will be set on the multi-bypass, and that there is plain
originals or open-faced book originals]). You can choose to have a copy paper loaded in drawer[cassette]No.1.

blank sheet of paper fed in between each set of originals, as well as
have front and rear covers included for the full set, AND do this all

during 2-sided copying! @ Step 1: Accessing the “Job build” screen

1 Press the [Job build] key.
The “Job build” screen will be displayed.

A-1

N\

bue 2> Repeat Copy 12 Job Build Auto Selection

) FZ’T&T:’T (—)

)<

(1) Using the job build mode @ Making the settings that apply to all steps
First, the settings for the 2-sided copy modes and the repeat copy
The following procedure shows one way of using the job build mode mode must be made.

and explains how to perform that operation under the situation
indicated in the examples below.

NOTES
[Example]
<Finished copies>
(The asterisk “*” in the illustration indicates the blank sheets.)

*» The repeat copy mode is used to enable you to make an
additional number of copy sets later.

« It is also possible to select other settings and functions, as
desired, besides those given in the example procedure. (See “(2)
Selecting the settings and functions” on page 5-63.)

A/ *®
1)
*

2 Touch the “1 sided/2 sided” key.
The “1 sided/2 sided” screen will be displayed.

Inch specifications

Ready to Job build. st 1

Place originals then press Start ke

LU 11x8% 1-sided

Select Orig 1 sided/ page
paper type 2 sided S ]

<Originals> el
"1 sided copy-Left .
None AMS === Finished page #:0
Foves ) [ foee o (S o
Quality f Edit i

A B C D

i Metric specifications
11 2 2-1 Ready to Job build.
1 [ Rezcl o Job b

Basic

S (o (o
Select Original 1-sided/ blank page i
paper type 2-sided - i
1-sided Copy-Left i
None AMS — Finished page #:0 ]
Reduce/ Orig. set ]
Finished g Enlarge g direction g

Qualy  f Eat §
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3

Touch the “2 sided copy” key and then touch the “Open from
left” [“Left binding”] key. Finally, touch the “Close” key. The
touch panel will return to the screen in step 2.

Touch the “On” key.
Touch the “Close” key. The touch panel will return to the
screen in step 4.

Inch specifications

Ready to Job build. - 1
Pl als th s Start k rr— e

_-Close M

inishex Check direction

Inch specifications

Ready to Job build. = 1
! Pl iginals th Start k - -

Close

Check direction of

D original top side.
A E R

When select [On], data can be saved
You can recall and re-print at anytime
You can set the password to secure
saved document

Metric specifications

Ready to Job build. =
Set original. Press Start key. ]

Metric specifications

Ready to Job build.

Set original. Press Start key.

/ 2-sided Copy

| binding __
Right
binding
Top
binding

Check direction of

G0
R Ee
= .

When select [On], job can be saved.

You can recall and re-print at anytime.
You can set a password to secure saved
document.

Left top 1

Touch the “Edit” key. Then, in the resulting screen, touch the
“Modify Copy” key. The “Modify Copy” screen will be
displayed.

@ Making the settings for the first original (“A” in the illustration on
page 5-58.)

The multi-bypass is to be selected for color paper feed under the

“Select paper” screen.

Inch specifications

Ready to Job build. 1

Place originals then press Start ke,

Job Build - Step1_

Off Auto falil

Border Select Modify
Erase orig.size

None None C,]

Copy
Margin/ Select of
Centering J Page # g Output g
Basic { Quality f Edit

Insert page

T
Finished page # : 0

Metric specifications

Ready to Job build. st 1

Set original. Press Start key.

Job Build - Step1

Erase J Select ‘; Modify ‘; blank page
Mode size orig. COJ

2:sided Copy-Left

None None Finished page #: 0.

Margin/ Page Select of
Imag.shift numberin Output

Basic f Qualy

Edit

Touch the “Select paper” key. The “Select paper” screen will
be displayed.

Inch specifications

ady to Job buil

Place originals then press Start ke

1-sided 2 sided copy Insert
Original page
type ;
Print from
Rear page

..2.sided copy-Left .
Finished page #:0

AMS Back Edge
- Reduce Orig. set
Finished ﬂ [Enlarge g direction J
Quality i Edit i

Basic

Metric specifications

Ready to Job build. set 1

Set original. Press Start ke

1-sided 2-sided Copy Insert
Original blank page
type S ——
2:sided Copy-Left rintom
Finished page #: 0 Rear page

AMS Back Edge
Reduce/ ; Orig. set l

Finished g Enlarge direction
Quality f Edit j

Basic

5-59



Section 5 OTHER CONVENIENT FUNCTIONS

8

Touch the “Bypass” key.
Touch the “Close” key. The touch panel will return to the
screen in step 6.

Inch specifications

Ready to Job build. | Set !

lace originals then press Start key.

2z 11x8%"
Color
3 11x8%"
Plain

B Bypass
[F: Plain

[ |

Metric specifications

Ready to Job build.

et original. Press Start key.

Close

B Bypass
E PI;\n l

Set the first original (“A”) to be copied. Press the [Start] key.
Scanning of the originals will start.

@ Step 2: Leaving the back side of the first original (“A”) blank
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Touch the “Print from Front page” key.
Leaving the back side of the original blank will allow the next
copy to start on the front side of the next page.

Inch specifications

Scan next original(s). Set
Place the originals and press start key. '|
Press "Scanning finished" key when starting col

LU 11x88" 1-sided 2 sided copy
=)
paper type
2 sided copy-Left
None Al Back Edge Finished page #:1

Nextcopypage:Rear ..

MS

Reduce Orig. set

[Enlarge direction
Quaity i

Metric specifications

Scan next original(s). Set
Place the originals and press start key. '|
Press "Scanning finished" key when starting copy.

Job Build- Step2

LAl 1-sided 2-sided Copy

Select Original
paper type

AMS Back Edge
Reduce/ Orig. set
Enlarge direction

Quality j Edit {

2sided CopyLeft ..
Finished page #: 1
Next copy page: Rear

None

Print from
front page
Scanning
finished

@ Step 3: Making the settings for the second originals (“B” in the

illustration on page 5-58.)

Drawer[Cassette]No.1 is to be selected for plain paper feed under the
“Select paper” screen.

1

11

12

Touch the “Select paper” key. The “Select paper” screen will
be displayed.

Inch specifications

next original(s).
Place the originals and press start key.
Press "Scanning finished

y when starting copy.

1 sided 2 sided copy Tnsert
Original page
N 3 2 sided copy-Left
.2.51d0d COPY-LOM . e
AMS Back Edge Finished page #:2 ;gg‘r'ge

Next copy page: Front

Reduce Orig. set
/Enlarge direction
Quality { Edit f

Scanning
finished ]

Metric specifications

Scan next original(s).
Place the originals and

ss start key.
P finished" key wh

1-sided 2-sided Copy
Original blank page
AMS Back Edge Finished page # 2 T | Primtfrom

Next copy page: Front

Reduce/ Orig. set
Enlarge direction
Quaity  F Eat F

Scanning
finished

Touch the key that corresponds to drawer[cassette] No. 1.
Touch the “Close” key. The touch panel will return to the
screen in step 10.

Inch specifications
Ready to Job build. Set
I als th press Start ke ]
"

28 Bypass

[ _Plain

a 11x8%"
Plain

Metric specifications

. Set
Ready to Job build. 1 |

Set original. Press Start key.

= B Bypass
lour, 3B Plain

3 A4 D 4A10

Set the second originals (“B”) to be copied. Press the [Start]
key.
Scanning of the originals will start.
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@ Step 4: Making the settings for the third original (“C” in the
illustration on page 5-58.)
The multi-bypass is to be selected for color paper feed under the

@ Step 5: Leaving the back side of the third original (“C”) blank

1 6 Touch the “Print from Front page” key.

“Select paper” screen.

1

Touch the “Select paper” key. The “Select paper” screen will
be displayed.

Inch specifications

s start ke

Sci
I 1-sided 2 sided copy
Select Original page
aper type b
Rear page
Reduce Orig. set Next copy page: Front
/Enlarge direction

i,
Quality Edit finished

Metric specifications

Scan next original(s).
Place the originals and press start key.
Press "Scanning finished" key when starting copy

Job Build- Step4

1-sided 2-sided Copy
-2 ‘ORY.

AM;
Reduce/ Orig. set Next copy page: Front
Enlarge direction

Quaity  F Eat F

Scanning
finished

Leaving the back side of the original blank will allow the next
copy to start on the front side of the next page.

Inch specifications

Scan next original(s). Set
Place the originals and press start key.
P shed” key when st

L 11x8%” 1-sided 2 sided copy
-
paper. ; type J "
2 sided copy-Left
None Back Edge Finished page #:5

AMS
Reduce Orig. set
/Enlarge direction
Quality i Edit j’

| Finished

Scanning
finished

Basic

Metric specifications

Scan next original(s).
Place the originals and press start key. '|

Press "Scanning finished” key when starting copy.

Job Build - Step5

WAL 1-sided 2-sided Copy
Select Original blank page
paper | type ;
< 2-sided Copy-Left
None Back Edge Finished page #:5

Next copy page: Rear

inished

AMS
Reduce/ Orig. set
Enlarge direction

Qualty  § Eat f

Basic

Scanning
finished ]

@ Step 6: Making the settings for the fourth originals (“D” in the
illustration on page 5-58.)

Drawer[Cassette] No.1 is to be selected for plain paper feed under

the “Select paper” screen.

1 4 Touch the “Bypass” key.

15

Touch the “Close” key. The touch panel will return to the
screen in step 13.

Inch specifications

Ready to Job build. set 1

Place originals then press Start key.

B Bypass
[Z Plain

pain ]

Metric specifications

. Set
Ready to Job build. 1

Set original. Press Start key.

Select paper

Set the third original (“C”) to be copied. Press the [Start] key.
Scanning of the original will start.

Touch the “Select paper” key. The “Select paper” screen will
be displayed.

Inch specifications

S
Place the originals and press start key.
Pres: finished" key when starting copy

Job Build - Step6

2 sided copy

1-sided
..2.sided copy-Left .

Select Original
aper. type ]
AMS Back Edge Finished page #:6

Reduce Orig. set Next copy page: Front
[Enlarge direction

Scanning

i Qualty  # eat f finished

Metric specifications

Scan next original(s).
Place the originals and press start key.
Press "Scanning finished” key when starting cop

Job Build - Step6

Ll 1-sided 2-sided Copy
Select Original blank page
aper type ;
o AMS Back Edge Finished page #: 6 A
D mehed Reduce/ i Orig. set ! Next copy page: Front
H . Enlarge direction

Scanning
finished

Basic

Qualty Edt F
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1 8 Touch the key that corresponds to drawer[cassette] No. 1.

Touch the “Close” key. The touch panel will return to the
screen in step 17.

Inch specifications

2

Touch the “Bypass” key.
Touch the “Close” key. The touch panel will return to the
screen in step 20.

Inch specifications

Ready to Job build. Set Ready to Job build. Set
Place originals then press Start key. ] Place originals then press Start key. ]

S

B Bypass
[F: Plain

4 11x8%"
Plain,

B Bypass
2 Plain

pain_ ]

Metric specifications
Metric specifications

Ready to Job build. Set 1
Set original. Press Start key. |

:

eady to Job build.

Set original. Press Start key.

B Bypass
[ Plain

4« R0

Plain,

22 Touch the “Insert page” [“Insert blank page”] key.

1 9 Set the fourth originals (“D”) to be copied. Press the [Start] Inch specifications

key.
Scanning of the originals will start.

Scan next original(s).
Place the originals and press start key.
Press "Scanning finished” key when starting copy.

Cancel

: i i LY 11x8% 1-sided 2 sided copy
@ Step 7.. Making .the settings for a blank rear cover Wiy e
The multi-bypass is to be selected for color paper feed under the -_ -_ - T T T
None A Back Edge Finished page #:8

“Select paper” screen.

Finished

MS Print from ]
Rear page [

Reduce Orig. set Next copy page: Front ]
/Enlarge direction _ i
i,

Quality Edit finished i

Basic

2 Touch the “Select paper” key. The “Select paper” screen will

be displayed.
Metric specifications

Inch specifications

Scan next ori
Place the ori

ss start key.
finished" key when starting cop

Cancel

Cancel

LAl 1-sided 2-sided Copy
2-sided Copy-Left

None Back Edge Finished page #: 8

AMS
Finished Reduce/ Orig. set ..Next copy page: Front_ ..
inished Enlarge direction
Seig i Basic Quaity Eat F
finished ] i .

23 The job build set-up procedure is complete. Touch the
“Scanning finished” key. Copying will start.

Print from

rear page 3
Scanning i
finished 3

2 sided copy Insert

Select Original page ]
1 aper. » pe. 3
] .2.sided copy:Left ... [Prntirom ]
AMS Back Edge Finished page #:8
{| Reduce Orig. set Next copy page: Front ]
nsned [Enlarge direction

Quaiy it f

Basic

Metric specifications

Scan next original(s).
Place the originals and press start key.

Inch specifications

Scan next original(s).
Place the originals and press start key.

2-sided Copy-Left ——
Back Edge .2:sided Copy:left | ... ”
9 Finished page #: 8 Print ror

Reduce/ Orig. set Next copy page: Front 3
Enlarge direction 3
i = |

Quality Edit finished i

i I o= 1-sided 2-sided Copy i
Select paper Driginal - bankpace ] §
] AMS i

LU 11x8" 1-sided 2 sided copy d
paper 7 type ; - 3
- 2 sided copy-Left Frintrom i
None AMS acl e inis " 3
i Reduce Orig. set Next copy page; Front i
Finished
[Enlarge direction =
i
Quality Edit finished

Basic

Metric specifications

can next original(s).
lace the originals and
f

Cancel

LAl 1-sided 2-sided Copy ]
Select Original blankpage ] 1
paper 5 type 3 3
None AMS Back Edge - e .
rear page ]

Reduce/ Orig. set Next copy page: Front i
Enlarge direction 1
i, = )|

Quality Edit finished

Job Build - Step8

Finished

Basic
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24 If there are no problems with the copy set you made, then (@ Specifying the type of originals
you can use the repeat copy mode to make any additional This procedure specifies the type of originals being copied between
number of copy sets as desired (see “(2) Printing out with the 1-sided, 2-sided and open-faced.

repeat copy mode” on page 5-44).
With the content of the “Basic” tab displayed, touch the
(2) Selecting the settings and functions “Original type” key. The “Original type” screen will be
displayed.
(@ Selecting the paper
This procedure selects the size of the copy paper.

_ . . [ Ready to Job build. 1
With the content of the “Basic” tab displayed, touch the Place originals then prass Start key. —

“Select paper” key. The “Select paper” screen will be

Inch specifications

displayed. LU 11x88  ioidod 1 sided copy
Selecl Orlgmal 1 sided/
paper 2 sided 1 siiar
Inch specifications Noms — Pl e
i Reduce i Orig. set !
Finished
H Set [Enlarge direction
Ready to Job build. 1
Place originals then press Start ke Quality f Edit f

Metric specifications

.Ready to Job build. ]

1-sided 1 sided copy Insert
Selecl Original 1 sided/
paper E}E 4 2 sided 4 s
1.sided copy-Left
i Back Edge Finished page #:0

Reduce Orig. set
Finished J [Enlarge g direction g
TR | WY | DT

WAl 2 1-sided Copy Tnsert
Select ; Ongmal 1-sided/ I
paper type 2-sided P ——

Metric specifications None [: ] e B —

Reduce/ Orig. set
Finished
i Set L—'j LE"‘*’LJ LM
Ready to Job build. 1 — —

2 Select between “1 sided”, “2 sided” and “Book”, in
accordance with the originals being copied.

i 1-sided 1-sided Copy
Select Original 1-sided/ blank page
L Lot 2ol 1-sided Copy-Left

AMS Back Edge Finished page #: 0

Reduce/ Orig. set
Finished 4 Enlarge g direction g
_pasc f[ oway Jf[ e f

Inch specifications

-Ready to Job build. set

o originals then pross S

rlgmal type

2 Touch the key that corresponds to the drawer[cassette]
which contains the desired size of copy paper, and then
touch the “Close” key. The touch panel will return to the

reen in 1. |
screen in step
Inch specifications

Ready to Job build. st . i
l Place originals then press Start key. ] Metric specn‘lcatlons
Ready to Job build. e
[Fieady o Job, ggg

P
2 11x8%" B Bypass
Color B: Plain
3 11x8%" 4 11x8%"
Plain Plain

Metric specifications

1 sided

Ready to Job build. Set 1
Set origit Py

Start key.

NOTES
« If you selected “1 sided”, verify the direction in which the originals
: were set.
B e - If you selected “2 sided”, specify the binding direction of the
R originals and then verify the direction in which the originals were
| set.
« If you selected “Book”, specify the binding direction of the
originals.

Touch the “Close” key. The touch panel will return to the
screen in step 1.

5-63



Section 5 OTHER CONVENIENT FUNCTIONS

(® Selecting between 1-sided or 2-sided copies
This procedure selects the type of finished copies to be made
between 1-sided and 2-sided.

With the content of the “Basic” tab displayed, touch the “1
sided/2 sided” key. The “1 sided/2 sided” screen will be
displayed.

Inch specifications

Ready to Job build.
Pl Is th S ke

L 11x88 1-sided Insert

Select Griginal 1 Sided/ page ]

paper type 2 sided 3
1.sided CODY-LOH . ]

None e “Finished page #:0
Reduce Orig. set
Finished J [Enlarge J direction 4

Quaity Edt §

Metric specifications

Ready to Job build.

LAdo 1-sided
Select Original 1 slded/ blankpage  § §
paper type 2 sided i i
e ]
None AMS = Finished page #:0 i
Reduce/ Orig. set
Finished J Enlarge J direction g

Quaity eat f

NOTE

The setting in regard to making either 1-sided or 2-sided copies can
only be made in the first step of the job build mode and will apply to
all steps in the copy job.

Touch the “1 sided” key or the “2 sided” key, as appropriate,
and then select the binding direction you want for the
finished copies.

Follow the instructions on the right side of the touch panel
and verify the direction in which the originals were set.

Inch specifications

Place originals then press Start key.

Ready to Job build.

Check direction
Check direction of
original top side.

B e |
~ ]

Open from
right

Ready to Job build.

Set original. Press Start key.
Check direction

Check direction of

e e |

IMPORTANT!

If the designation for the direction that the originals are set is not
correct, copying may be accomplished incorrectly.
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3

Touch the “Close” key. The touch panel will return to the
screen in step 1.

(@ Selecting how to finished up the copy sets

If the optional Document Finisher is installed on your copier, this
procedure lets you select whether to staple or hole punch the finished
copy sets.

NOTE

With the content of the “Basic” tab displayed, touch the
“Finished” key. The “Finished” screen will be displayed.

Inch specifications

Ready to Job build.

Place originals then press Start ke

LU 11x8% 1-sided 1 sided copy
Select Original 1 sided/ page
paper pe 2 sided e

1 sided copy-Left

Mono Back Edge Finished page #:0
Reduce ; Orig. set ;
Finished ] [Enlarge direction
Quality f Edit f

Metric specifications

Ready to Job build. 1 |

Job Build-Step 1

Al =z 1-sided 1-sided Copy i
Select Orgina T-sided/ blankpage § 4
paper 2-sided - ]

1-sided Copy-Left ]

AMS Back Edge Finished page #: 0

Reduce/ Orig. set
Finished g Enlarge g direction g
.
Basc f|...Qualty f Eat f

The setting in regard to how the copy sets will be finished can only be
made in the first step of the job build mode and will apply to all steps
in the copy job.

2

Select how you want the copy sets to be finished by touching
the “Staple mode” key, the “Saddle Stitch” [‘Center Staple” ]
key or the “Punch mode” key, as appropriate.

Follow the instructions on the right side of the touch panel
and verify the direction in which the originals were set.

Inch specifications

Ready to Job build. ElElEl_

Place originals then press Start key.

Offset Staple Check direction
% Check direction of
JJ original top side
. (= )| BPET
mode mode )
Seaie 2. =
Stich : P Lo o
Rear f_comner

Metric specifications

(L e A . ____999__

Staple Check direction

EJJJ None None Check direction of original
K B E
Mode |_Mode

=3,
Staple ¥ T
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IMPORTANT!

If the designation for the direction that the originals are set is not
correct, copying may be accomplished incorrectly.

3

Touch the “Close” key. The touch panel will return to the

screen in step 1.

(6 Making copies at an enlarged or reduced magnification ratio
This procedure selects the magnification ratio of the finished copies.

1

3

With the content of the “Basic” tab displayed, touch the
“Reduce/Enlarge” key. The “Reduce/Enlarge” screen will be

displayed.

Inch specifications

R ady to Job build.

(® Specifying the direction that the originals were set
This procedure specifies the direction of the set originals.

With the content of the “Basic” tab displayed, touch the
“Orig.set direction” key. The “Orig.set direction” screen will be
displayed.

Inch specifications

Ready to Job build. st 1
Place originals then press Start key.

L 11x8%” 1-sided 1 sided copy
Select Original 1 sided/ page
aper type 2 sided -
1 sided copy-Left
None AMS Bock Eoe Finished page #:0
) Reduce Orig. set
Finished g [Enlarge g direction J

Metric specifications

R ild.

Set ]

LAl 1-sided

Select Original 1-sided/ blank page
paper type 2:sided

..dzsided Copy-Left
None AMS Racl Edna

Finished page #:0

Finished

LU 11x8e" 1-sided 1 sided copy
Select Original T sided/
paper o 2 sided
None avc Back Edge Finished page #0
N Reduce Orig. set
Finished J [Enlarge g direction g

Reduce/
e

Orig. set
direction

Earn 7

Metric specifications

Ready (6] g{aob build.

Insert
blank page

A 1-sided 1-sided Copy
Select Original 1-sided/
paper type 2-sided
1-sided Copy-Left
None LS Back Edge Finished page #: 0
Reduce/ Orig. set
Finished !J Enlarge g g

Select the desired magnification ratio.
If you want to have the copy magnification ratio selected
automatically, touch the “AMS” key.
If you want to manually set the magnification ratio, touch the
“#keys” key and then enter the desired ratio with the keypad,
or touch the “+” key or the “-” key to change the displayed
magnification ratio to the desired setting in 1% increments.
You can also select the magnification ratio by touching the
preset zoom ratio keys at the right that corresponds to the

desired ratio.

Inch specifications

Ready to Job build.

Place originals then press Start key.

(25~400)

XY zoom !

154 %
5//,x81/,"8/x14"

77 %
11x17" —8Y:x14"

129 %
81/:x11" >11x17"

64.%
11x17" —8'/:x11"

121 %

8'/:x14" —8'/:x17"

50 %
11x17" —5'/:x8'/"

Metric specifications

78 %

8'/:x14" —-8'/:x11"

25 %

A o

" (25-400)

Close

Standard

141% A d=A 3
A5:A4

75%
11x15% 4

127%

Folio+A 3

FEETY
7% g apn

106%

11x15"+f 3

50%

Touch the “Close” key. The touch panel will return to the

screen in step 1.

2 Touch the “Rear” [‘Back Edge”] key or the “Left top corner”
key, as appropriate, according to the direction of the
originals.

Inch specifications

Ready to Job build.

Place originals then press Start key.

Check direction

Check direction of
Arininal tnn side

“Check direction original” can be shown
at right side of display.

Follow the steps. If setting mode is
wrong, incorrect copy will result

Metric specifications

A Set
L e 099

Check direction
Check direction of

“Check direction original* can be shown
at right side of display.

Follow the steps. If setting mode is
wrong, incorrect copy will result.

| Lefttop

IMPORTANT!

If the designation for the direction that the originals are set is not
correct, copying may be accomplished incorrectly.

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.
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@ Setting the scanning density
This procedure sets the copy exposure for the finished copies.

Setting the image quality
This procedure sets the image quality according to the type of
originals being copied.

1
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Touch the “Quality” key. Then, in the resulting screen, touch
the “Exposure mode” key. The “Exposure mode” screen will

be displayed.

Inch specifications

Ready to Job build.

Place originals then press Start key.

Text+Photo Off
rint

I v 4
Exposure Orig. image
1| Lmode » Lquaity J o

Quality

1 sided copy-Left
Finished p

Metric specifications

. Set

Text + Photo

R
1 [ [ Exposure Image
mode 13 quality

§ Quality 4

off
Eco Print ;

Insert
blank page
Jzsided Copy-Left ...
Finished page #: 0

If you want to have the copy exposure selected
automatically, touch the “Auto” key.

If you want to manually set the exposure, touch the “Manual”
key and then touch the “Lighter” key or the “Darker” key to
move the cursor on the exposure scale and adjust the

exposure as desired.
Inch specifications

Ready to Job build.

lace originals then press Start ke,

Metric specifications

Ready to Job build.

Touch the “Close” key. The touch panel will return to the

screen in step 1.

1

Touch the “Quality” key. Then, in the resulting screen, touch
the “Orig. image quality” key. The “Orig. image quality”
screen will be displayed.

Inch specifications

[ Ready to Job build. st 1
Place originals then press Start key.

Density 4 Tovtiohotn off
rint

Exposure [Orlg.lmage l
mode g quality !; Eco P

Quality 4

Metric specifications

Ready to Job build. set 1
t original. Press Start ke -

Insert
blank page

Manual 4 Tavt . Dhntn off
rint

Exposure Image oo P
mode quality

Finished page #: 0

Select the image quality mode by touching the “Manual” key
and then touching the “Text+Photo” key, the “Photo” key or
the “Text” key, as appropriate.

Inch specifications

. Set
[ Ready to Job build 9939

e gl

Text+Photo : Set this mode to copy orig.

with mixed text and photo
Photo : Add a dimensional effect of photo
Text :Copy a pencil or fine line.

Text+Photo: Set this mode to copy
original mixed (text & photo).

Text+Photo

Photo: Add a dimensional effect of photo.
Text : Copy pencil & fine line clearly.

Touch the “Close” key. The touch panel will return to the
screen in step 1.
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(@ Turning the eco print mode ON
This procedure allows you to turn the eco print mode ON in order to
save on toner use.

1 Touch the “Quality” key. Then, in the resulting screen, touch
the “Eco Print” key. The “Eco Print” screen will be displayed.

Inch specifications

. Set
Ready to Job build. 1

Place originals then press Start key.

Density 4 Text+Photo alil

Exposure Orig. image
o !J qua !; Eco Print

Quality 3

Metric specifications

Ready to Job build. set 1
Set i

I. Press Start ki

Manual 4 Text + Photo [alia
rint

Exposure Image
o R | X

“Finished page #:0

NOTE

The setting in regard to whether or not to use the eco print mode can
only be made in the first step of the job build mode and will apply to all
steps in the copy job.

2 Touch the “On” key to turn the eco print mode ON.

Inch specifications

Ready to Job build.

ther

Eco Print
It is possible to reduce
toner consumption
[image is a little light
Eco Print is saving toner consumption,and it
is economically.

Metric specifications

Ready to Job build. set
oo 0o og

Eco Print
Toner consumption

can be reduced

Image resolution reduced

Eco Print enables toner consumption
reduction

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.

Selecting the sheet erase mode
This procedure selects the sheet erase mode in order to erase the
shadows, lines, etc., that can occur around the edges of copies.

1 Touch the “Edit” key. Then, in the resulting screen, touch the
“Border Erase” [‘Erase Mode”] key. The “Border Erase”
[“Erase Mode”] screen will be displayed.

Inch specifications

Ready to Job build
Place originals then press Start key.

Set ]

e
I Border Select '; I Modify J
Erase orig.size Coj
Y Lo B "3 sdedcopyie
— None Tray A Finished page #:0
Margin/ Select of
B I g
Basic ; Quality f Edit

Metric specifications

Ready to Job build
Set . Pi Start ke
Ste

Set

Erase Select Modify blank page
Mode b |sizeorig. co .
— None Tray A "Finished page #: 0
Margin/ Page Select of
Imag.shift numberin; Output
Basic  J Qualty  # Edit

2 Touch the “Sheet Erase” [‘Border erase”] key and then set
the desired border width.

Inch specifications

Ready to Job build. set

Place originals then press Start key. gqg9

Erase the border shadow of original.

Metric specifications

. Set
[F)ieady, o Job puid _______ 11

Close

Erase edge of original copy.

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.
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@ Manually selecting the size of the originals
This procedure allow you to select the size of the originals manually
using the touch panel.

1

3
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Touch the “Edit” key. Then, in the resulting screen, touch the
“Select orig. size” [“Select size orig.”] key. The “Select orig.
size” [“Select size original”] screen will be displayed.

Inch specifications

[F] Ready to Job build. st 1

Insert page
Border Select Modify
Erase orig.size Copy
.2.sided copy:Left ...
None Tray A Finished page # : 0

Margin/ Select of
1| _centering J Page # J Output g
Basic f Quality j Edit

Metric specifications

. Set
BIFeady o oo b 1

Set original. Press Start ke

Job Build - Step

Off None
[ Erase '! Select J Modify 'i
Mode size orig. O]

None — Tray A
Margin/ Page Select of
1| |mag.shift numberin, Output
Basic  f Quaiy Edit

Insert
blank page

T N
Finished page #: 0

If you want the size of the originals to be detected
automatically, touch the “Auto” key. If you want to select a
standard original size, touch the key that corresponds to the
desired size.

If you want to select the dimensions of the originals manually,
touch the “Input size” key and then set the corresponding
dimensions.

Inch specifications

Ready to Job build.

Place originals then press Start key.

User regist.

8'.:x14" 10x10"

5'/:x8'."

8/:x5'/:"
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Ready to Job build.

Set original. Press Start key.

Use regist.

115" I 215x400mm

Select 811" 215x400mm
size

Input size 11:8%" 215x400mm

Folio 215x400mm

Touch the “Close” key. The touch panel will return to the
screen in step 1.

@2 Selecting the repeat copy mode
This procedure allow you to select the repeat copy mode so that you
can make any necessary number of additional copies later.

1 Touch the “Edit” key. Then, in the resulting screen, touch the
“Modify Copy” key. The “Modify Copy” screen will be
displayed.

Inch specifications

Ready to Job build. set 1

- Insert page
Border Select Modify
Erase orig.size Copy
..2.5ided copy-Left e

None None = Finished page # : 0

Margin/ Select of
EE T |
Basic ; Quality ; Edit

Metric specifications

, Set
[§ Ready to Job build. 1

Set original. Press Start key

Job Build - Step1

Off Auto LUl Insert
Erase i Select i Moty i mlank page
size orig. CO S
Mode S-eided Gopy-Left

None None

Margin/ Page Select of
Imag.shift numberin Output
Basic  fl. quaity § Edit

Finished page #: 0

NOTES

» To make additional copies with the repeat copy mode, refer to
“(2) Printing out with the repeat copy mode” on page 5-44.

* The setting in regard to whether or not to use the repeat copy
mode can only be made in the first step of the job build mode
and will apply to all steps in the copy job.

2 Touch the “On” key to select the repeat copy mode.

Inch specifications

. Set
Ready to Job build. 1

Place originals then press Start key.

When select [On], data can be saved
You can recall and re-print at anytime
You can set the password to secure
saved document

Metric specifications

Read

y to Job build. st ]
P S X i i i

When select [On, job can be saved.
You can recall and re-print at anytime.
You can set a password to secure saved
document

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.
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@3 Selecting the margin mode or the centering/image shift mode
This procedure selects the margin mode or the centering/image shift
mode in order to create a margin space or center the copy image.

1 Touch the “Edit” key. Then, in the resulting screen, touch the
“Margin/Centering” [“Margin/Imag. shift”] key. The “Margin/
Centering” [“Margin/Imag. shift”] screen will be displayed.

Inch specifications

Ready to Job build. set 1

Place originals then press Start key.

Insert page
Border Select Modify
Erase orig.size Copy
2.sided copy-Left ..
None Tray A Finished page # : 0

Margin/ Select of
Centering J Page # 4 Output g

Basic ; Quality ; Edit

Metric specifications

. Set
Ready to Job build. “ 1

Set original. Press Start key.

Off Auto None

Erase J Select 'i Modify 'i
Mode size orig. cof 1

None Tray A

Margin/ Page Select of 1
Imag_shift numberin Output q

Insert
blank page

T e —
Finished page #:0

NOTE

The setting in regard to the margin mode or the centering/image shift
mode can only be made in the first step of the job build mode and will
apply to all steps in the copy job.

2 Touch the “Margin” key or the “Centering” [“Imag.shift”] key,
as appropriate.
For more detailed information on these two settings, refer to
the explanation for the margin mode on page 5-6 or the
centering/image shift mode on page 5-8, as appropriate.

Inch specifications

- [ vl _______9g]

Reposition image to leftright or
top/bottom, and also center image
on paper.

Margin
Centering

Metric specifications

Ready to Job build. e
2 0.8, g
m_—

Reposition image to leftright or
top/bottom and center image on paper.

Margin

shift
&=

Touch the “Close” key. The touch panel will return to the
screen in step 1.

Selecting the print page numbers mode
This procedure selects the print page numbers mode in order to have
page numbers printed on the corresponding copies.

1 Touch the “Edit” key. Then, in the resulting screen, touch the
“Page #” [‘Page numbering”] key. The “Page #” [‘Page
numbering”] screen will be displayed.

Inch specifications

Ready to Job build. set 1

Place originals then press Start key.

Off Auto off

Border Select Modify
Erase orig.size Copy

None Tray A
Margin/ Select of
Basic ; Quality f

Insert page

..2.sided copy-Left .
Finished page # : 0

Edit

Metric specifications

. Set
Ready to Job build. 1

Set original. Press Start key.

Auto None

off
Erase Select Modify
Mode size orig. o]

None Tray A
Margin/ Page Select of
Imag.shift numberin, Output

Basic  f|. Quaiy

Edit

Insert
blank page

T
Finished page #: 0

NOTE

The setting in regard to the print page numbers mode can only be
made in the first step of the job build mode and will apply to all steps
in the copy job.

2 For more detailed information on this setting, refer to the
explanation for the print page numbers mode on page 5-16.

Inch specifications

Ready to Job build.
Pa

Place originals then press Start key.

Page # can be added on bottom of copy.

Metric specifications

i/ ________mm

.

Page # can be added on bottom of copy.

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.
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(@9 Selecting the location of copy ejection

If the optional Document Finisher or Multi Job Tray is installed on your
copier, this procedure lets you select the location for the ejection of
finished copies.

1 Touch the “Edit” key. Then, in the resulting screen, touch the
“Select of Output” key. The “Select of Output” screen will be
displayed.

Inch specifications

Ready to Job build.
{ inals th s S

tart ke

Job Build - Step1

Insert page
Border J Select J Modify ';

Erase orig.size Copy

None None
Margin/ Select of

{| |_Centering J Page # J Output g

| Basic  f[. quaity F Edt_{

"'Fin\shed"page #:0

Metric specifications

Ready to Job build. st 1

et original. Press Start key.

Job Build - Step1

off Auto None

[ Erase J Select J Modify d blank page

M size o copy
ode . R 2-sided Copy-Left
Finished page #: 0

None None

Margin/ Page Select of
1 Imag_shift numberin Output
Basic 7‘ Quality { Edit f

NOTES

* This setting will only be displayed when the optional Document
Finisher or Multi Job Tray is installed on your copier.

* The setting in regard to the location of copy ejection can only be
made in the first step of the job build mode and will apply to all
steps in the copy job.

2 Select the desired location for the ejection of finished copies.

Inch specifications

. Set
Reegdy to Job build. “ “ | gog

Select proper output tray to avoid
mixing job.

You can confirm output tray with output
management.

Ready to Job build.

et original. Pres:

Close

Select proper output tray to avoid

job mixing

You can confirm output tray with output
management.

3 Touch the “Close” key. The touch panel will return to the
screen in step 1.
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FUNCTIONS

Section 6 DOCUMENT AND OUTPUT MANAGEMENT

1. Document management functions

(1) What are the “document management” functions?

“Document management” functions refer to those functions that
enable you to scan and save documents onto the copier’s hard disk,
and then use that data for copying purposes.

Each function has it's own separate “box” (the area where document
data is saved) on the hard disk and all data for that particular function
is saved into that specific box.

The following “document management” functions are available with
this copier:

® Form registration (pages 6-1 through 6-4)

You can store in a box on the copier’s hard disk, and you can then
manage the use of, those images that will be used as the “form” in the
form overlay mode.

@ Shared data box (pages 6-4 through 6-8)

If you register data that will be shared by all users in the shared data
box, it will be possible for each user to print out that data at their own
convenience. This is useful, for example, for registering business
forms and the like that are frequently used my many people. The data
that you register here will be stored permanently until the procedure
to delete it is performed.

@ Synergy print boxes (pages 6-9 through 6-19)

If you store multiple sets of documents in a synergy print box, you can
print out up to 10 of these sets at one time. If the optional Printer Kit
or Scanner Kit is installed in your copier, you can also store print and
scan data in synergy print boxes and add them to the copy jobs.

(2) Form registration

(D Registering a form

Perform the following procedure when you want to register an images
as a “form” for use in the form overlay mode.

1 Set the document that you want to register as a form.

2 Press the [Document Management] key. The “Document
Management” screen will be displayed.

YN

Pocument %> Job Queue 9> Repeat Cf

T‘:’T/T‘:’T C—|

i

Touch the “Form register” key. The “Form reg.” [‘Form
registr.”] screen will be displayed.

Inch specifications

Shared Data Box Synergy Print Box Form box

& GRE { gt

as2ad ey

Document Document Document Document Form
reg. rintin re: rintin reg.
Box Box Box
Editing Editing { Editing

Metric specifications

Select function.

Shared Data Box Synergy Print Box Form bo
a¥isa (@03

Document Document Document Document Form
registr. printing registr. printing registr.
Box Box Box

Editing d Editing Editing

Touch the “Change name” key and then enter a name for the
form data.

If you do not want to register a name for the form data,

go directly to the next step.

Inch specifications

[¥] Ready to register form(s). Orginal, Register

Place originals then press Start key. 25 19:20

Cancel

Form box

Documents

Form006
Change
name

Auto
Select
orig size W
Auto size 100% Back Edge
Select Reduce/ Orig. set
eaisizo W | _Enlarge B |_directon ¥ |}
qualiyf Edit il

Basic

Metric specifications

Ready to register form(s). Origial - Register

Set original. Press Start key. A42EI 1/?)42%

Form box

Documents

FORMO06
Change
name

Auto

Select
size orig. |

Auto size 100% Back Edge

Select Reduce/ Orig. set
fegi size Enlarge diregtion i
quaiyf Edit 71

Basic
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2 Touch the “Box Editing” key under “Form box”.
The “Box editing” screen will be displayed.

NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.

Inch specifications

Select function.
25/10/'01 19:2(

5 Touch the “Select orig. size” [“Select size orig.”], “Select regi. S“""a‘”"‘ SVF:%’E"‘ F"’”"""‘:D
size”, “Reduce/Enlarge” and/or “Orig. set direction” keys if a2z2a (afsia i
you want to perform the corresponding settings for the P ) e e e e

originals being used. ENE

If you want to access the “Scanning density” key and/or the
“Orig. image quality” [“Image quality”] key to make those
settings, touch the “Quality” key.

If you want to set access the “Border Erase” [‘Erase Mode”] Select function.
key to make those settings, touch the “Edit” key.

Metric specifications

Shared Data Box Synergy Print Box Form box
. . 5 Yy
6 Press the [Start] key. Scanning of the document will start. s22222 f‘.f-lif.“: &

Document Document Document Document Form
registr printing registr. printing registr.

Once the document has been completely scanned, the touch

panel will return to the screen in step 3. [

If you want to register another form, repeat steps 3
through 6.

3 Select the form that you want to check and then touch the
7 Touch the “End” key. The touch panel will return to the “Conf/Crrt. details” [“Check/Rev. details”] key. The “Check/
contents of the “Basic” tab. Correct details” [“Check/revise details”] screen will be
displayed.

Inch specifications

(@ Checking registered forms and changing form names

Perform the following procedure when you want to verify the name of

a registered form, the size of the original document or the date and Form A Up ogerat |
P —————l indication

ime it w red in memory, or when wan rin h e s :

time it as.sto ed emo y or when you wal ttq print out the pa— T A ]

document in order to check it. You can also use this procedure to 9 Form 00 st otiouns

change the registered form name. % Form 002 e 01/04/19

001/005

Document Management - Form box

1 Press the [Document Management] key. The “Document
Management” screen will be displayed.

Metric specifications

Close

N

Order of
indication

Pocument 9> Job Queue 9> Repeat C{ %% Form 00 25/10/01
¥ Form 005 A4 {1 25/10/01 [i;

i

pier 001/007

inter

=l

#¥ Form 004 a4 €1 25/10/01
a Down

Document Management - Form box

e

y

NOTE

It is possible to change the order of display for the registered forms.
To do so, touch the “Order of indication” key, and then touch the “Sort
by date” key or the “Sort by name” key, as appropriate.
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4 Check the displayed information.

If you want to print out the selected form, touch the “Print

Form” key.

If you want to change the name of the selected form, touch
the “Change form name” key and then enter the new name.

Inch specifications

orrect details

Close

item Details
Username  seeeeeeeees
Document name Form 001 form name
Size 11x17"
Orig. set direction Back Edge
Input source Copy
Resolution 1200dpi Form

i date 25/10/01 14:06

; Document Managemenl - Form box - Box edilmg

Metric specifications

Check/revice details

Input source
Resolution
Registration date

Item Details
Username e-ee-----e-
Document name FORMO007
Size A4l
Orig. set direction Back Edge

opy
1200dpi
25/10/01 14:06

Close

Change
form name g

Print
Form

Bocument Management - Form box - Box ediing

NOTE

Refer to “Entering characters” on page 7-79 for information on

entering characters.

5 Once you have finished checking the information for that
form, touch the “Close” key. The touch panel will return to the

screen in step 3.

If you want to check the information for another registered

form, repeat steps 3 through 5.

6 Touch the “Close” key once again. The touch panel will
return to the screen in step 2.
Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.

(3 Deleting a registered form

Perform the following procedure when you want to delete a registered

form.

1

Press the [Document Management] key. The “Document
Management” screen will be displayed.

25 Job Queue E> Repeat C:

Q@ Document t:
]

Touch the “Box Editing” key under “Form Box”.
The “Box editing” screen will be displayed.

Inch specifications

Select function

Document Management

Shared Data Box Synergy Print Box Form box

(2R ot
Yo [ Shiw
Document Document Document Document Form
reg. rintin rex rintin reg.

Box Box Box
Editing b Editing (] Editing /]

Metric specifications

Select function.

25/10/ 19:20

Shared Data Box Synergy Print Box Form box
28323 [ 3
Document Document Document Document Form
registr. printing registr. printing regist.

Box Box Box
Editing /] Editing Editing

Select the form that you want to delete and then touch the
“Delete” key. A verification screen will be displayed.

Inch specifications

Form Order of
e ————__| AW S

% Form 005 01/04/19

59 Form 004 11X 01/04119 A g Conf/Crrt
; dtalls
) Form 003 8Ux11* 01/04/19 m

11x8° 01/04/19
. " Down
% Form 001 11x8'." 01/04/19
001/005

Document Management - Form box

Metric specifications

Form Grder of
¥ Form 006 a4 € 25/10/01 A g
#% Form 005 A4 1 25/10/01
¥ Form 004 a4 (1 25/10001
¥ Form 003 as 1 25/10/01
001/007

Document Management - Form box
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NOTE

It is possible to change the order of display for the stored documents.
To do so, touch the “Order of indication” key, and then touch the “Sort
by date” key or the “Sort by name” key, as appropriate.

4 Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Form name : Form 001

This form will be deleted. Do you really want to delete it?

] o]

Metric specifications

Form name : FORM007

This form will be deleted. Are you sure?

=1 =

If you selected “Yes”, the selected form will be deleted and
the touch panel will return to the screen in step 3.

If you selected “No”, the touch panel will return to the screen
in step 3 without deleting the selected form.

5 If you want to delete another registered form, repeat steps 3
and 4.

6 Touch the “Close” key. The touch panel will return to the
screen in step 2.
Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.

6-4

(3) Shared data box

(1) Storing documents in the box

Perform the following procedure when you want to register a set of
documents in the shared data box.
* Up to 100 sets of documents can be saved in the shared data box.

1 Set the documents to be stored.

2 Press the [Document Management] key. The “Document
Management” screen will be displayed.

Document 5 Job Queue E9> Repeat C{

3 Touch the “Document reg.” [“Document registr.”] key under
“Shared Data Box”. The “Document registration” screen will
be displayed.

Inch specifications

Shared Data Box Synergy Print Box Form box

| & GG&
1 k. A =

{ [ Document Document Document Document Form

1| reg. printing reg. printin reg

| Box Box Box

! |_Editin Ediing ¥ Ediing K

Metric specifications

Select function.

Shared Data Box Synergy Print Box Form box

5 Yy o
{ ([ Bocument Document Document Document Form
1| registr. printing registr. printing registr.
| o Box Box
{ [ Egitin Ediing___ M Eding W
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Touch the “Change name” key and then enter a name for the (2 Printing out stored documents
documents. Perform the following procedure when you want to print out
If you do not want to register a name for the documents, go documents that are stored in a shared data box.

directly to the next step.
1 Press the [Document Management] key. The “Document

Inch ificati
nch specifications Management” screen will be displayed.

Ready to register document(s). b o

Place originals then press Start ke 25/10/'01 19:20

Document registration Gancel

Shared Data Box Auto 1 sided /\
Job006 0. 90 Lpe - Back Pocument > Job Queue E2> Repeat C
l Fodues i o st i — ) 1
regi. size /Enlarge direction
Basic Quality { Edit {

Metric specifications

. rry " inter
Ready to register document(s). el B e8]
25/ 19:20

Set original. Press Start key.

Form registration Job cancel

Shared Data Box
Job

Auto 1-sided

Select Original
size orig type :

L0001 o size o Back Edgo 2 Touch the “Document printing” key under “Shared Data Box”.
e W | B ) [orem The “Document printing” screen will be displayed.
qualty f Edit 7

Inch specifications

Document Management

NOTE
Shared Data Box Synergy Print Box Form box
Refer to “Entering characters” on page 7-79 for information on E—ﬁ% &

aFiss A ]
entering characters. Bocument I[ Bocumert II Do) D ) | [Fom ]
Editing { Editing { Editing /

Metric specifications

Select function.

5 Touch the “Select orig. size” [“Select size orig.”] key, the
“Select regi. size” key, the “Original type” key, the “Reduce/
Enlarge” key and/or the “Orig.set direction” key, if you want to
perform the corresponding settings.

If you want to access the “Scanning density” key and/or the 5“”3“‘ Box Syg,ggéﬂ Form box
“Orig.image quality” [“Image quality”] key to make those M [ 2

settings, touch the “Quality” key. o | I
If you want to set access the “Border Erase” [‘Erase Mode”] ENR ENR
key and/or the “Continuous scanning” [“Multiple scanning”]
key to make those settings, touch the “Edit” key.

3 Select the documents to be printed out and then touch the
“Finish selecting” key.
6 Press the [Start] key. Scanning of the documents will start.

Inch specifications
Once all of the documents have been completely scanned, P

the touch panel will return to the screen in step 3. Documentprinting | Cancel ]
If you want to register another document, repeat steps 3 S —— A oo I
through 6. T Job 005 - ———
0 Joboos 1 251001 A | :
@ Joboo3 1 25/10/01 E
. @ Joboo2 1 25/10/01
7 Touch the “End” key. The touch panel will return to the O sovoor 1 251001 —
contents of the “Basic” tab. oot/oto @
Document Management - Shared Data Box

Metric specifications

Documentprining___ : :
Document data box { U Order of
| (A S o
L] JoB003 1 25/10/01
1 JoBooz 1 25/10/01 Check/Rev.
0 Jooot 1 25/10/01

Finish
001/003 Selecting

Document Management - Shared Data Box
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NOTE

It is possible to change the order of display for the stored documents.

To do so, touch the “Order of indication” key, and then touch the “Sort
by date”

6-6

key or the “Sort by name” key, as appropriate.

Touch the “Select paper” key, the “Sort/Finished” key and/or
the “1 sided/ 2 sided” key, to perform the corresponding
settings.

If you want to access the “Form Overlay” key, the “Margin”
key, the “Cover Mode” key, the “Page #” [“Page numbering”]
key, the “Booklet” key and/or the “Select of Output” key to
make those settings, touch the “Edit” key.

Press the [Start] key.
Print out will start.

(3 Checking stored documents and changing their names

Perform the following procedure when you want to verify the name of
stored documents, the size of the original documents or the date and
time they were stored in the shared data box, or when you want to
print out the first page of those document in order to check them. You
can also use this procedure to change the registered name for the
documents.

1

Press the [Document Management] key. The “Document
Management” screen will be displayed.

ED> Repeat C

[_T

2 Job Queue

—)

Touch the “Document printing” key or the “Box Editing” key
under “Shared Data Box”. The “Document printing” screen
or the “Box editing” screen, as appropriate, will be
displayed.

Inch specifications

Select function.

| shared Data Box
& Goe
£ GAE

afzaz ififa

Synergy Print Box Form box
1 WE.' =

] =]

1 [Document Document Document Document Form

| Le rintin reg. rintin reg.

i [Box Box Box

| LEditin Editin Ediing W

Metric specifications

Select function

Shared Data Box Synergy Print Box Form box
(AR @ gk
adzas [y =il
Document Document Document Document Form
registr. printing registr. printing registr.

Box Box Box
Editin: Editing Editing /l
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Select the documents that you want to check and then touch
the “Cont/Crrt. details” [“Check/Rev. details”] key.

The “Check/Correct details” [“Check/revice details”] screen
will be displayed.

Inch specifications

Document data box U Order of
A U indication
[d Job 005 1 25/10/01 e
[@ Joboo4 1 25/10/01
@ Joboo3 1 25/10/01 m
O Joboo2 1 25/10/01
001/010
Document Management - Shared Data Box

Metric specifications

Document data box Order of
e _________| AV indication J

[J JoBoo3 1 25/10/01

@ Josoo2 1 25/10/01 [ A

[ Josoot 1 25/10/01 m

001/003

Document Management - Shared Data Box

5

Once you have finished checking the information for those
documents, touch the “Close” key. The touch panel will return
to the screen in step 3.

If you want to check the information for other stored
documents, repeat steps 3 through 5.

Touch the “Close” key once again. The touch panel will return
to the screen in step 2.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.

NOTE

It is possible to change the order of display for the stored documents.
To do so, touch the “Order of indication” key, and then touch the “Sort
by date” key or the “Sort by name” key, as appropriate.

4 Check the displayed information.
If you want to print out the first page of the selected
documents, touch the “Print from 1st” [“Head Print”] key.
If you want to change the name of the selected documents,
touch the “Change doc.name” key and then enter the new

name.

Inch specifications

Check/Correct details

Item

Details

User name
Document name
Registration size
Orig. set direction
page #

Input source
Resolution
Registration date

Job005
11x15"
Back Edge
1

1200dpi
'25/10/01 14:39

Change
doc.name
Print

from 1st

Close

Document Management - Shared Data Box - Box editing

Metric specifications

. Checlrevisedetalls ______

Item

Details

User name
Document name
Registration size
Orig. set direction
page #

Input source
Resolution
Registration date

JobQos
A4f]

4
Back Edge
1

1200dpi
'25/10/01 14:39

Change
doc.name W

Head
print

Document Management - Shared Data Box - Box editing

NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.
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(@) Deleting stored documents

Perform the following procedure when you want to delete stored
documents.

1

Press the [Document Management] key. The “Document
Management” screen will be displayed.

([ Qocument > Job Queue 2> Repeat C{

Touch the “Box Editing” key under “Shared Data Box”.
The “Box editing” screen will be displayed.

Inch specifications

Select function

Synergy Print Box Form box

GRE SI=

A I

] s

1 [Documen Document Document Document Form

| Le rintin reg. rintin reg
HIED Box Box

1 ||_Editing Editing Editing

Metric specifications

Select function 25110701 19:20

| Shared Data Box Synergy Print Box
] fafam
| s (Ll
{ [Document Document Document Document Form
1 Lregistr. printing registr. printing registr.
{(Box Box Box

1|\ Editing Editing ; Editing ;

Select the documents that you want to delete and then touch
the “Delete” key. A verification screen will be displayed.

Inch specifications

Document data box Order of
e A indication !]
[ Job 005 1 25/10/01
[ Joboos 1 25/10/01 A ; Conyort.
@ Joboo3 1 25/10/01 m
Q Joboo2 1 25/10/01
@ Job oot 1 25/10/01
001/010
Document Management - Shared Data Box

Metric specifications

Document data box A U Order of
indication !!
T Josecs 251001 e ——

details ;
{1 Josoot 1 25/10/01 m

001/003

Document Management - Shared Data Box

NOTE

It is possible to change the order of display for the stored documents.
To do so, touch the “Order of indication” key, and then touch the “Sort
by date” key or the “Sort by name” key, as appropriate.

4 Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Document name : JOB 005

This document(s) will be deleted. Do you want to delete it?

EE TN

Metric specifications

Document name :JOB002

This document will be deleted. Are you sure?

=] =

If you selected “Yes”, the selected documents will be deleted
and the touch panel will return to the screen in step 3.

If you selected “No”, the touch panel will return to the screen
in step 3 without deleting the selected documents.

5 If you want to delete other stored documents, repeat steps 3
and 4.

6 Touch the “Close” key. The touch panel will return to the
screen in step 2.
Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.



Section 6 DOCUMENT AND OUTPUT MANAGEMENT FUNCTIONS

(4) Synergy print boxes 4 Either touch the synergy print box in which you want to
register the documents, or enter its number using the

keypad. Then touch the “Enter” key. The “Document
(») Storing documents in a box registration” screen will be displayed.

Perform the following procedure when you want to register a set of Inch specifications
documents in a synergy print box.

Select box No. BOX No.
001 ABCD_0000001 ] 006 UVWX_0000006§ 011 QRST_0000105 § 016 MNOP_0200104] (wwtﬁe
012 UVWX_0000106§ 017 QRST_0200105
NOTE 003 1JKL_0200003] 008 EFGH_0000102] 013 ABCD_0200101 § 018 UVWX_020010§

I 004 MNOP_0000004] 009 IJKL_0000103] 014 EFGH_0200102 § 019 ABCD_050010
If the optional Printer Kit is installed in your copier, you can also send [oos QRST_0000005 { 010 MNOP_0000104f 015  IJKL_0200103 § 020 EFGH_0500102: -
the document data from your computer and store it in the synergy w Y A& i]
print box. For more detailed information, refer to the Operation Guide Document Management - Synergy Prit Box

for your Printer Kit.

Metric specifications

Document registration
Select box No. BOX NR.
(with #-key)

1 Set the documents to be stored. 001 ABCD_0000001 J 006 UVWX_0000006] 011 QRST 0000105 § 016 MNOP_ 0200104 El |E| .
002 EFGH 0000002 |007 ABCD70000101f 012 UVWX 00001064 017 QRST 0200105
003 IJKL_0200003] 008 EFGH_0000102] 013 ABCD_0200101 § 018 UVWX_020010!

004 MNOP_0000004] 009 IJKL_0000103§ 014 EFGH_0200102 § 019 ABCD_050010
2 Press the [Document Management] key The Document 005 QRST_0000005] 010 MNOP_0000104] 015 IJKL_ 0200103 ] 020 EFGH_0500102

Management” screen will be displayed. vs LW AL }]

Document Management - Synergy Print Box

/\ 5 Touch the “Change name” key and then enter a name for the
((© it | sobGuowe @ Aopouc] documents.
— — — If you do not want to register a name for the documents, go
directly to the next step.
@@ Inch specifications
R register document(s).
nter ) eady 1o register document(s) -

Cancel

y

Auto 1 sided
orig. size - type
Job001 2 43
Auto size 100% Back Eage

3 Touch the “Document reg.” [“Document registr.”] key under
“Synergy Print Box”. The screen to select the synergy print
box will be displayed.

[Select Reduce Orig. set
regi.size /Enlarge direction

Quay Ear J

Basic

Change
name ;

Inch specifications Metric specifications

[¥] Ready to register document(s). R

Set original. Press Start key.

Select function.

{ Shared Data Box Synergy Print Box Form box q 007 1 -sided
2 e fas e =g { | soboot size cng t pe
D ] Auto size 100% Back Edge

3

a
Document Document Document Form
rinting reg printin reg

Select Reduce/ Orig. set
[egi. size Enlarge direction
T
dmn Editins Editing

Qualty § Edit 7

Change
name

e

Metric specifications

. NOTE
Select function. 25110701 19:20

Refer to “Entering characters” on page 7-79 for information on
entering characters.

1 Shared Data Box Synergy Print Box
adzas 3 e

{ [Document Document Document Document Form

1 | registr. printing registr, printing registr.

{ [Box Tox Box

{ | Editing ; Editin Editing M
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6
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Touch the “Select orig. size” [“Select size orig.”] key, the (@ Combining and printing out stored documents
“Select regi. size” key, the “Original type” key, the “Reduce/
Enlarge” key and/or the “Orig.set direction” key, if you want to
perform the corresponding settings.

If you want to access the “Scanning density” key and/or the
“Orig.image quality” [“Image quality”] key to make those 1 Press the [Document Management] key. The “Document
settings, touch the “Quality” key. Management” screen will be displayed.

If you want to set access the “Border Erase” [‘Erase Mode”]
key and/or the “Continuous scanning” [“Multiple scanning”]
key to make those settings, touch the “Edit” key.

Perform the following procedure when you want to combine and print
out documents that are stored in a synergy print box.

/N

Press the [Start] key. Scanning of the documents will start. B Renieen D JobQueue | B Ropeal
Once all of the documents have been completely scanned, [ [ ] [

the touch panel will return to the screen in step 3.

If you want to register another document, repeat steps 3

through 7. per Q]

Touch the “End” key. The touch panel will returntothe [ —
contents of the “Basic” tab.

2 Touch the “Document printing” key under “Synergy Print Box”.
The screen to select the synergy print box will be displayed.

Inch specifications

Select function. -
25/10/'01 19:20

i Shared Data Box Synergy Print Box Form box
! GRE e
A Coile

s
a
Document Document Document Form
. rinting reg. rintin reg.
Box Box Box
Editing Editin: Editin:

Metric specifications

Select function.

1 Shared Data Box Synergy Print Box

! AE(
i [Document Document Document Document Form
1 | registr. printing registr. printing registr.

| [Box Box Box

i | Editing ; Editin Editin

3 Either touch the synergy print box that contains the
documents to be printed out, or enter its number using the
keypad. Then touch the “Enter” key. The “Document printing”
screen will be displayed.

Inch specifications

Select box No. Box No.
(with #key)
001 ABCD_0000001 §006 UVWX_0000006 § 011 QRST_00001054016 MNOP_0200104 .
02 UV 20000 -
002 EFGH_0000002 \z{eln Vo[ h[ohl 012 UVWX 0000106 017 QRST_0200105

003 IJKL_0200003: 1021 013 ABCD_0200101 018 UVWX_0200106
004 MNOP_0000004 4009 IJKL_0000103 § 014 EFGH_02001023019 ABCD_0500101

005 QRST_0000005 J010 MNOP_0000104 § 015 1JKL_0200103 §020 EFGH_0500102

1/5 ¥ 1A

/)

Enter

\>

Document Management - Synergy Print Box

Metric specifications

nog
Select box No. BOX NR.
(with #-key)
011 QRST_0000105§016 MNOP_0200104 .
7

001 ABCD_0000001 006 UVWX_0000006
002 EFGH_0000002 |/ EAEPIRRERRRRI 012 UVWX 0000106 {017 QRST 0200105
003 IJKL_0200003 7 “ 013 ABCD_0200101 4018 UVWX_0200106
[004 MNOP_0000004 3009 IJKL_0000103 § 014 EFGH_0200102 §019 ABCD_0500101
[005 QRST_0000005 3010 MNOP_0000104 § 015 IJKL 0200103 020 EFGH_0500102

15 Y 1A [ Enter

S

Document Management - Synergy Print Box
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NOTES 5 Touch the “Select paper” key, the “Sort/Finished” key and/or
the “1 sided/ 2 sided” key, to perform the corresponding
« If that box was registered with a password, the password entry settings.
screen will be displayed. If you want to access the “Form Overlay” key, the “Margin”
Enter the registered password with the keypad and then touch the key, the “Cover Mode” key, the “Page #” key, the “Booklet” key
“Enter” key. and/or the “Select of Output” key to make those settings,

touch the “Edit” key.

Inch specifications

6 Press the [Start] key.
Print out will start.

007

Metric specifications

Clear

007 Box Name ABCDEFG

- Refer to “(7) Registering a password for a box” on page 6-18 for
information on registering the password.

4 Select the document sets in order of how you want them
printed. Up to 10 sets of documents can be selected.
Up to 10 sets of documents can be selected.

Inch specifications

- I Order of Print once
R E—— o Y indication g all data

[ Josoos 1 WED 15:322

[ JoBoos 1 wep1s33t | i Mk § Conplort.

Q@ JoBoo3 1 WED 15:34 E’

0 Josooz 1 WED 15:35 - Sy

@ Josoot 1 WED 15:37 Cancel e

001/005 selecting

Document Management - Synergy Print Box

Metric specifications

Job cancel

007 Box ABCDEFGHIJK ___Select: 2| | & Up Order ot !1 print once ]
[J JoBoos 1 WED 15:322 PR

WED 15331 | Check/ Rev.
[ Josoos 1 WED 15:34 E
5 yosooz 1 WED 15:35
& Josoot 1 WED 15:37 Cancel

" Finish
001/005 selecting

Document Management - Synergy Print Box

NOTES

« It is possible to change the order of display for the stored
documents. To do so, touch the “Order of indication” key, and then
touch the “Sort by date” key or the “Sort by name” key, as
appropriate.

« If you want to print out more than one set of documents, they must
all be of the same size.
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(® Printing out the full contents of a box

Perform the following procedure when you want to print out all of the
documents that are stored in a synergy print box at one time.

Press the [Document Management] key. The “Document

NOTES

« If that box was registered with a password, the password entry
screen will be displayed.

Enter the registered password with the keypad and then touch the

“Enter” key.

Management” screen will be displayed.

YN

Pocument > Job Queue E9> Repeat C{

—) ) /3 [

2 Touch the “Document printing” key under “Synergy Print Box”.
The screen to select the synergy print box will be displayed.

Inch specifications

Select function

Synergy Print Box Form box
[Py
-l A ﬂ

afala
X

§ Shared Data Box

i [Document Document Document Document Form

1 e rintin re rintin reg.

1 [Box Bo Box

{ |_Editing Editing Editing

Metric specifications

Select function.

25/10/01 19:20

Synergy Print Box
fafam
ssisss 3 3

aliis afais

{ MDocument Document Document Document Form

1 | registr. printing registr, printing registr.

{ [Box Box Box

{ |_Editing Editing I Editing M

§ Shared Data Box

3 Either touch the synergy print box that contains the
documents to be printed out, or enter its number usi
keypad. Then touch the “Enter” key. The “Document
screen will be displayed.

Inch specifications

Select box No.

001 ABCD_0000001 J006 UVWX 0000006 ] 011 QRST 0000105016 MNOP_0200104
AT RIRR 0 2 UV WX _0000106 {017 QRST_0200105
003 IJKL_0200003J008 EFGH 0000102 ] 013 ABCD 0200101 J018 UVWX 0200106
004 MNOP_0000004§ 009 1JKL 0000103 { 014 EFGH 0200102019 ABCD 0500101
005 QRST 0000005 {010 MNOP 0000104 § 015 1JKL 0200103 {020 EFGH_0500102

ng the
printing”

Cancel

Box No.
(with #key)

L[]

1/5 E] A

~
Enter ]J

Document Management - Synergy Print Box

Metric specifications

i.....Job cancel

Select box No.
001 ABCD_0000001 ;DUG UVWX 0000006; 011 QRST_00001054016 MNOP_0200104
002 EFGH_0000002 {{EACEISPIBLRRRRRI 012 UVWX 0000106 {017 QRST 0200105
003 IJKL_0200003; 08 70 3 013 ABCD_0200101 4018 UVWX_0200106

[004 MNOP_0000004 § 009 IJKL_0000103 J 014 EFGH_02001023019 ABCD_0500101

[005 QRST_0000005 3010 MNOP_0000104 § 015 I1JKL_0200103 020 EFGH_0500102

BOX NR.
(with #-key)

LI

~

vs ¥ _J[_ A

Enter ]J

Document Management - Synergy Print Box
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Inch specifications

s(

007

Metric specifications

007 Box Name ABCDEFG

- Refer to “(7) Registering a password for a box” on page 6-18 for
information on registering the password.

Touch the “Print once all data” key. Print out will start.
Once printing is completed, the touch panel will return to the
screen in step 2.

Inch specifications

Cancel

ocument printing

007 Select: 0 T A U Order of Print once
- - 1K dicati ;; Il dat l
T Job 005 T WED 15:32 SN JLogs
[ Job 004 1 WED 15:33 A Conf/Crrt
details
[ Job 003 1 WED 15:34 m
Q Job 002 1 WED 15:35
¥ oown Select/
[ Job 001 1 WED 15:37 Cancel B

001/005 selectin

Document Management - Synergy Print Box

Metric specifications

Job cancel

ocument printing

7 Box ABCDEFGHIJK lect Order of Print once
007 Box ABCDEFGHIJK _ Select:0__| | j Up ndiontan o
(] JOB00S 1 WED 15:32 )
[ JoBoo4 1 WED 15:33 A gg‘eaclﬁ Rev. ;
[ Josoos 1 WED 15:34

8 Josoo2 1 WED 15:35 Solect
inis
001/005 selecting E

Document Management - Synergy Print Box

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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(@ Checking stored documents and changing their names 3 Either touch the synergy print box that contains the
documents to be printed out, or enter its number using the

keypad. Then touch the “Enter” key. The “Document printing”

screen or the “Box editing” screen, as appropriate, will be

Perform the following procedure when you want to verify the name of
stored documents, the size of the original documents or the date and
time they were stored in the synergy print box, or when you want to

print out the first page of those document in order to check them. You displayed.
can also use this procedure to change the registered name for the Inch specifications
documents.

Select box No. Box No.
(with #key)

« 001 ABCD_0000001 § 006 UVWX_0000006 § 011 QRST_00001054016 MNOP_0200104
1 Press the [Document Management] key The Document 002 EFGH_0000002 007 ABCD_00001014 012 UVWX_0000106 § 017 QRST_0200105

» ; ;
Management” screen will be displayed. 003 1JKL_0200003J008 EFGH_0000102{ 013 ABCD_0200101]018 Uvwx_0200106
004 MNOP_0000004] 009 1JKL_0000103 ] 014 EFGH_0200102] 019 ABCD_0500101
005 QRST_0000005 §010 MNOP_0000104 § 015  1JKL_0200103 § 020 EFGH_0500102

=

s LY JCa (== )
Document Management - Synergy Print Box ]
/\ Metric specifications
Rcabement 3> Job Queue E2> Repeat C{

Select box No. BOX NR

(with #-key)
001 ABCD_0000001 J006 UvWX_0000006] 011 QRST_0000105J016 MNOP_0200104 |:| |:| ]
002 EFGH_0000002 {007 ABCD_0000101] 012 uvwx_0000106§ 017 QRST 0200105
opier @ 003 1JKL_0200003f008 EFGH_0000102{ 013 ABCD_0200101]018 UVWX_0200106
004 MNOP_0000004] 009  1JKL_0000103 { 014 EFGH_0200102] 019 ABCD_0500101
inter 005 QRST_0000005 J010 MNOP_0000104 { 015 1JKL_0200103] 020 EFGH_0500102 N
vs (X JC A (== ]
I Document Management- Synergy Print Box i

« PRI « P
2 Touch the “Document printing” key or the “Box Editing” key NOTES

under “Synergy Print Box”. The screen to select the synergy

print box will be displayed. « If that box was registered with a password, the password entry

screen will be displayed.
Inch specifications Enter the registered password with the keypad and then touch the
“Enter” key.

Select function.

Inch specifications

{ Shared Data Box Synergy Print Box Form box
Y e
adzas FREa(i =]y 1
{ [ Document Document Document Document Form |

1 Lreg rinting reg. » printin reg ]

i |_Editing Editin Editing

|

Metric specifications

Select function 25110701 19:20

Document Management

007

Metric specifications

{1 Shared Data Box Synergy Print Box Form box
1 fafai@ ¢
aFias ey

1 [Document Document Document Document Form :
{ | registr. printing registr. ¥ printing registr.
1 | Editing ; Editin: Editing ; ]
|

007 Box Name ABCDEFG

* Refer to “(7) Registering a password for a box” on page 6-18 for
information on registering the password.
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4 Select the documents that you want to check and then touch
the “Conf/Correct details” [‘Check/Rev. details”] key. The
“Check/Correct details” [‘Check/revise details”] screen will be
displayed.

Inch specifications

007 Selec: 0| |4 up Order of J Delete al
[ JoBoOS T WED 15:32 r\ndlcaﬂon data / box
X i Conf/Crrt Box
[ JoBoos 1 WED 15:33 A ConiC I Boc !
(@ JoBoo3 1 WED 15:34 m
[d Josooz 1 WED 15:35
001/005

Document Management - Synergy Print Box

Metric specifications

End

007 Box ABCDEFGHIJK Select : A v g;f:;&fn J Efx'eéi‘i”
0 J0Boo4 1 WED1533 Y Check/ Reu. !! Box e
0 JoBoos 1 WED 15:34 m
& JoBoo2 1 WED 15:35
& JoBoot 1 WED 15:37
001/005
Document Management - Synergy Print Box

NOTE

It is possible to change the order of display for the stored documents.
To do so, touch the “Order of indication” key, and then touch the “Sort
by date” key or the “Sort by name” key, as appropriate.

5 Check the displayed information.
If you want to print out the first page of the selected
documents, touch the “Print from 1st” [“Head print”] key.
If you want to change the name of the selected documents,
touch the “Change doc.name” key and then enter the new
name.

Inch specifications

heck/Correctdetalls ...

Item Details
Username e
Document name Job006
Registration size 11x8':"

Orig. set direction Back Edge

page # 1

Input source Copy

Resolution

1200dpi
'25/10/01 14:39

Change

doc. name i
Print

from 1st

date

Document Management - Synergy Print

1t Box - Box editing

Metric specifications

heck/revise details

Item

Details

User name
Document name
Registration size
Orig. set direction
page #

Input source
Resolution
Registration date

Job00s

A4

Back Edge

]

Copy

1200dpi
'25/10/01 14:39

Close

Change
doc. name

Head
print

Document Management - Synergy Print Box - Box editing
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NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.

6 Once you have finished checking the information for those
documents, touch the “Close” key. The touch panel will return
to the screen in step 4.
If you want to check the information for other stored
documents, repeat steps 4 through 6.

7 Touch the “End” key. The touch panel will return to the
screen in step 2.
Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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(®) Deleting stored documents from a box

Perform the following procedure when you want to delete stored
documents.

1

3

Press the [Document Management] key. The “Document
Management” screen will be displayed.

KT‘:’T
)
pier @

inter

) Job Queue E2> Repeat C{

C—)

H

y

Touch the “Box Editing” key under “Synergy Print Box”. The
screen to select the synergy print box will be displayed.

Inch specifications

Select function.

Synergy Print Box
GRE K

a 1YY =1y
t Document Document Document Form

reg. rinting reg. printin reg

Box Box Box

Editing Editing Editing

Form box
Niw]

§ Shared Data Box

25/10/01 19:20

Synergy Print Box
] R ]

{ adzaz Apdid

{1 [Document Document Document Document Form

1 | registr. printing registr. printing registr.

| B Box Box

| LEgiipg M Egitin Edting M

§ Shared Data Box

Either touch the synergy print box that contains the
documents to be deleted, or enter its number using the
keypad. Then touch the “Enter” key. The “Box editing”
screen will be displayed.

Inch specifications

B

Select box No. Box No.
(with #key)

[ 001 ABCD_0000001 § 006 UVWX_0000006 4 011 QRST_00001054016 MNOP_0200104
[002 EFGH_0000002 3007 ABCD_00001013 012 UVWX_00001063 017 QRST_0200105
003 1JKL_0200003§008 EFGH_0000102§ 013 ABCD_02001014018 UVWX_0200106
004 MNOP_00000041 009 IJKL_0000103 { 014 EFGH_02001021 019 ABCD_0500101
005 QRST_0000005 §010 MNOP_0000104 § 015  IJKL_0200103 020 EFGH_0500102

1/5 ¥ [ A

/

\C

Enter

Document Management - Synergy Print Box

Metric specifications

BOX NR.
(with #-key)

Select box No.

001 ABCD_0000001 § 006 UVWX_00000064 011 QRST_00001054016 MNOP_0200104
002 EFGH_0000002 §007 ABCD_00001014 012 UVWX_00001064 017 QRST_0200105
{ | 003 1JKL_0200003§008 EFGH_00001024 013 ABCD_02001014018 UVWX_0200106
[004 MNOP_0000004 009 IJKL_0000103§ 014 EFGH_02001024 019 ABCD_0500101
[005 QRST_0000005 010 MNOP_0000104 § 015 IJKL_0200103§ 020 EFGH_0500102

15 v ] Fy [ Enter

N—

NOTES

« If that box was registered with a password, the password entry
screen will be displayed.
Enter the registered password with the keypad and then touch the

“Enter’

"key.

Inch specifications

007

Metric specifications

007 Box Name ABCDEFG

« Refer to “(7) Registering a password for a box” on page 6-18 for
information on registering the password.

4

NOTE

Select the documents that you want to delete and then touch
the “Delete” key. A verification screen will be displayed.

Inch specifications

007 Select: 0 A U Order of Delete all
— indication data / box
[ JoBoo4 1 WED 15:33 A dc;”aflg"‘ l Eg:swm a
[ JoBoo3 1 WED 15:34
[ JoBoo2 1 WED 15:35
[ Josoot 1 WED 15:37
001/005
Document Management - Synergy Print Box

Metric specifications

T
007 Box ABCDEFGHIJK Select : A W f;;d‘ceaf‘?;" bD:X\eéz‘zu
[ JoBoos 1 WED15:33 A Chedd Rev. l Box !
[ yooos 1 WED 15:34 E
& yoBoo2 1 WED 15:35
& Josoot 1 WED 15:37 -
001/005
Document Management - Synergy Print Box

It is possible to change the order of display for the stored documents.
To do so, touch the “Order of indication” key, and then touch the “Sort

by date”

key or the “Sort by name” key, as appropriate.
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5
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Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Document name : Job 005

This document(s) will be deleted. Do you want to delete it?

o1 o]

Metric specifications

Document name : JOB005

This document will be deleted. Are you sure?

S

If you selected “Yes”, the selected documents will be deleted
and the touch panel will return to the screen in step 4.

If you selected “No”, the touch panel will return to the screen
in step 4 without deleting the selected documents.

If you want to delete other stored documents, repeat steps 4
and 5.

Touch the “End” key. The touch panel will return to the screen
in step 2.

Touch the “End” key once again. The touch panel will return
to the contents of the “Basic” tab.

(6) Deleting the full contents of a box

Perform the following procedure when you want to delete the full
contents of a synergy print box in one step.

1

Press the [Document Management] key. The “Document
Management” screen will be displayed.

N

() Rosument, > Job Queue 2> Repeat C{

T‘:’T/T‘:’T C—|

Touch the “Box editing” key under “Synergy Print Box”. The
screen to select the synergy print box will be displayed.

Inch specifications

Select function. -
25/10/'01 19:20

i Shared Data Box Synergy Print Box Form box
! GRE e
A Coile

s
a
Document Document Document Form
reg. rinting reg. rintin reg.
Box Box Box
Editing Editin: Editing

Metric specifications

Select function.

{ Shared Data Box Synergy Print Box

| (iiacs
i [Document Document Document Document Form
1 | registr. printing registr. printing registr.

| [Box Box Box

1 | Editing ; Editin: Editing ;

Either touch the synergy print box that contains the
documents to be deleted, or enter its number using the
keypad. Then touch the “Enter” key. The “Box editing”
screen will be displayed.

Inch specifications

Cancel

Select box No. Box No.

(with #key)
{001 ABCD_0000001 J006 UVWX 0000006 ] 011 QRST 0000105]016 MNOP_0200104

[002 EFGH_0000002 3007 ABCD_00001013 012 UVWX_00001064 017 QRST_0200105
003 1JKL_0200003§008 EFGH_00001021 013 ABCD_02001014018 UVWX_0200106
004 MNOP_00000041 009 IJKL_0000103 { 014 EFGH_0200102§ 019 ABCD_0500101
005 QRST_0000005 §010 MNOP_0000104 § 015  IJKL_02001034 020 EFGH_0500102

1/5 ¥ 1A

/)

Enter

\>

Document Management - Synergy Print Box

Metric specifications

BOX NR.
(with #-key)

Select box No.

001 ABCD_0000001 006 UVWX_0000006 4 011 QRST_0000105§016 MNOP_0200104
002 EFGH_0000002 007 ABCD_00001014 012 UVWX_00001064 017 QRST_0200105
{4 | 003 1JKL_0200003§008 EFGH_00001024 013 ABCD_02001014018 UVWX_0200106
[004 MNOP_0000004§ 009 IJKL_0000103 § 014 EFGH_0200102§ 019 ABCD_0500101
[005 QRST_0000005 010 MNOP_0000104 § 015 IJKL_0200103§ 020 EFGH_0500102

/5 v ; A [ Enter

S
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NOTES

« If that box was registered with a password, the password entry
screen will be displayed.
Enter the registered password with the keypad and then touch the
“Enter” key.

Inch specifications

007

Metric specifications

Clear

007 Box Name ABCDEFG

- Refer to “(7) Registering a password for a box” on page 6-18 for
information on registering the password.

4 Touch the “Delete all data / box” [‘Delete all box data”’] key. A
verification screen will be displayed.

Inch specifications

007 Select: 0 A Oéderof Delote all
007 Select: 0 : l
LJ JoBoos 1 WED 15:32 [ngicaton [da'a/box ]

. H Conf/Crrt Box
[ JoBoo4 1 WED 15:33 A dotails l Password !
[d JoBoo3 1 WED 15:34 m
[ JoBoo2 1 WED 15:35

001/005

Document Management - Synergy Print Box

Metric specifications

Box editing

007 Box ABCDEFGHIJK Select : A U Order of Delete all
- indication box data
[ JoB0oS 1 WED 15:32
s o weoss | (A D|EEE ) TE
[ yosoos 1 WED 15:34 m
& yoBoo2 1 WED 15:35
D Delet

001/005

Document Management - Synergy Print Box

5

Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Document Number: 10

All data in box will be deleted. Do you want to delete?

] ]

Metric specifications

Document Number : 5

Al data in box will be deleted. Are you sure?
Are you sure?

e [ ]

If you selected “Yes”, the entire contents of the selected box
will be deleted and the touch panel will return to the screen in
step 4.

If you selected “No”, the touch panel will return to the screen
in step 4 without deleting any documents.

Touch the “End” key. The touch panel will return to the screen
in step 2.

Touch the “End” key once again. The touch panel will return
to the contents of the “Basic” tab.
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(@ Registering a password for a box

For security and privacy purposes, you can register a password for
each synergy print box. In this case, it will be necessary to enter the
registered password in order to print out, check or delete any
documents stored in that box. Perform the following procedure when
you want to change the password settings for any box.

6-18

Press the [Document Management] key. The “Document
Management” screen will be displayed.

Q@ Document t: > Job Queue 2> Repeat C{

—J)

i

pier

inter

Sl

(1

N

Touch the “Box Editing” key under “Synergy Print Box”. The
screen to select the synergy print box will be displayed.

Inch specifications

Select function.

{ Shared Data Box Synergy Print Box

£ GLE
agh ;%:

Document Form
rintin reg
Box
Editing ;

4 | Document Document Document

] L pintin LI T
1 [ Box Box

{ [ Editing Editin

Metric specifications

Select function

Synergy Print Box Form box
RRE Nim
N =ilal

Document Document
registr. printing

{ [ Box
{ |_Editing

Document Document Form
registr. printing registr.
Box Box
Editin: Editing ;

3 Either touch the synergy print box that you want to set the
password for, or enter its number using the keypad. Then
touch the “Enter” key. The “Box editing” screen will be

displayed.

Inch specifications

Select box No.

Box No.
(with #key)
{001 ABCD_0000001 J006 UVWX 0000006 ] 011 QRST _0000105]016 MNOP_0200104
[ 002 EFGH_0000002 {007 ABCD_0000101] 012 UVWX_0000106] 017 QRST 0200105
[ 008 IJKL_0200003]008 EFGH_0000102] 013 ABCD_0200101]018 UVWX_0200106
{004 MNOP_0000004] 009  IJKL_0000103{ 014 EFGH_0200102] 019 ABCD_0500101
[005 QRST_0000005 {010 MNOP_0000104 § 015 1JKL_0200103] 020 EFGH_0500102 ~
15 ' ; A Enter I
).

Document Management - Synergy Print Box

Metric specifications

Box editing

Select box No.

001 ABCD_0000001 § 006 UVWX_0000006

011 QRST_0000105§016 MNOP_0200104

002 EFGH_0000002 007 ABCD_0000101

012 UVWX_00001064 017 QRST_0200105

003 1JKL_02000034008 EFGH_0000102

013 ABCD_0200101§018 UVWX_0200106

004 MNOP_00000044 009 IJKL_0000103

014 EFGH_02001024 019 ABCD_0500101

005 QRST_0000005 §010 MNOP_0000104

015 1JKL_02001034 020 EFGH_0500102

Job cancel

BOX NR
(with #-key)

vs X 1 &

e

——

Print Box

NOTE

If that box was registered with a password, the password entry screen

will be displayed.

Enter the registered password with the keypad and then touch the

“Enter” key.

Inch specifications

Clear

007

Metric specifications

Clear

007 Box Name ABCDEFG
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4 Touch the “Box Password” key. A verification screen will be
displayed.

Inch specifications

007 Select: 0 A w Order of Delete all ]
indication data / box
H Conf/Crrt l Box
[d JoBoo4 1 WED 15:33 A details m!
[ JoBoo3 1 WED 15:34 m
[ JoBoo2 1 WED 15:35

001/005

Document Management - Synergy Print Box

Metric specifications

007 Box ABCDEFGHIJK Select : A W Order of [ Delete all ]
indication box data
WED 15:33 i Check/ Rev. Box
0 Josoos ! A detals !] Password
[ Josoos 1 WED 15:34 m
& JoBoo2 1 WED 15:35
Dele

001/005

Document Management - Synergy Print Box

5 Use the keypad to enter the new password for that box and
then touch the “Enter” key. The new password will be
registered and the touch panel will return to the screen in
step 4.

Inch specifications

Enter password

Metric specifications

Enter password

New passviord (Enter #4ey)

007 Box Name ABCDEFG

NOTES

» The password can be between 1 and 8 digits long.

« If you decide not to register a password for that box, touch the
“Clear” key and then, with nothing entered in the password field,
touch the “Enter” key.

6 Touch the “End” key. The touch panel will return to the
screen in step 2.
Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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2. Output management functions

(1) What are the “output management” functions?

“Output management” functions refer to those functions contained in the “Print status” screen and the “Job history” screen. These functions manage
printing conditions and job completion information.

Objective

Procedure

When you want to know how many jobs are
scheduled to be printed before yours.

You can verify the documents that are waiting to be printed by checking the “Print status” screen.
The jobs in the list are printed in order from the top down, so you can easily see in which order
your documents will be printed.

When you want to know whether or not your
job (scheduled using the job reservation
function) was printed.

You can verify the jobs for which printing has been completed, as well as jobs that were canceled
after scanning, by checking the “Job history” screen.

If your job is not in the “Job history” screen, check the “Print status” screen. If it IS in the “Print
status” screen, your job has not yet been printed.

When you want to know the status of your
print job while using the printer functions of
this copier and printing out from a computer.

With the “output management functions”, jobs using the printer functions of this copier and
printing out from a computer are displayed just like any other copy job. These print jobs can be
verified just like copy jobs by checking the “Print status” screen, and the jobs for which printing
has been completed — as well as jobs that were canceled part way through — can be checked in
the “Job history” screen. (A “[J ” icon under the “Job” heading indicates a copy job, while a “24”
icon indicates a print job.)

When you want to check the contents of a
copy or print job that is waiting to be printed.

The type of job, user name, number of originals, number of copies to be made, the date the job
was scheduled, and the status of printing can all be verified in the “Print status” screen. If you
need even more detailed information on any particular job, just select that job and touch the
“Conf/Crrt. details” [“Check/Correct details”] key the display the name of the job, the size of the
paper it will be output to and, if it has been designated, the location of ejection of the finished
copies.

When the optional Document Finisher or
Multi Job Tray is installed on your copier,
and you want to know the location of where
your job was ejected.

Select your job in the “Job history” screen and touch the “Check details” key to find the location
of ejection.

When you want to force-print a copy or print
job that is waiting to be printed immediately.

Select the job that you want to print immediately in the “Print status” screen and touch the “Move
ahead” [‘Move up”] key to move that job upwards to the top of the list. OR, touch the “Interrupt
print” key to stop the job that is currently being printed and start print out for the selected job.

When you want to cancel a copy or print job
that is waiting to be printed.

Select the job that you want to cancel in the “Print status” screen and touch the “CancelsDelete”
key. The selected job will be canceled.

(2) Display of the output management functions

Press the [Job Queue] key. The “Print status” screen will be displayed.

Inch specifications

S\

Job User ! Original | Set | Registration State
L T ™ 100 100 10/10 23:00 Printing
124 & User1 30 5 10/10 23:00 Waiting [I;
3 10/10 23:00 Waiting
8 @ 1 5 10/10 23:00 Waiting
Repeat Copy -3 Job Build o 1 [Mees ) [ ) (G ) e )

[ I

10/10 23:50

Jobhistory

Prt status

= Document Pa
[ Management < Job Queue
| ) ( )

It
K

¢ Original
123 01 100

124 & Usert 30

Set
100 10/10 23:00 Printing

Registration State

LAl
Ly J

5 10/10 23:00 Waiting

128 1 1

Move
up

5 10/10 23:00 Waiting

Cancel / Check/ Rev.
Delete details

behind

interrupt
print

Move ]
Prnt status 10/10 23:50

Job history — f
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(3) The “Print status” screen

This screen displays the currently set printing conditions and the job queue of documents waiting to be printed.

Inch specifications

Metric specifications

Job User Original | Set | Registration | State

123 W 100 100 10/10 23:00 Printing

5 10/10 23:00  Waiting E I
3 10/10 23:00 _ Waiting m

124 B Usert 30
127 & User2 2
5 10/10 23:00  Waiting

1
[ Move Move interrupt Cancel- Conf/Crrt.
ahead behind rint Delete, details
Prt status f L Job hiys‘torx i 10/10 23:50

®@ @L @ ® ®

(@ Job queue
Displays information about each job in the queue.
The job at the top of the list is that job that is currently being
printed. The rest of the jobs will be printed in order from the top
down.
A“[J”icon under the “Job” heading indicates a copy job, while a
“Bq” icon indicates a print job.

(@ “Move ahead” key
Touching this key moves the currently selected (highlighted) job
upward in the job queue. A job can be moved as far as the second
highest position in the list. In this case, print out for that job will
begin as soon as the current job is completed.

(® “Move behind” key
Touching this key moves the currently selected (highlighted) job
downward in the job queue.

@ “Interrupt print” key
Touching this key interrupts the job that is currently being printed
and start print out for the currently selected (highlighted) job. (The
selected job will be moved to the top of the list.)

(® “CanceleDelete” key
Touching this key cancels the currently selected (highlighted) job
and deletes it from the job queue.

Job User Original { Set | Registration | State
[ I 100 100 100 23:00  Printing
124 B Userl 30 5 10/10 23:00  Waiting E I
127 B User 2 3 1010 2300 Waiing IS
128 @ __________ 1 5 10/10 23:00 Waiting
[ Move 1 Move ingenupt_] Cance\/_] cnecmev._.j

u behind 1 print Delete details ;
Prnt status fL Job hislorz i 10/10 23:50

®@ @L ®@ ® ®

(® “Conf/Crrt.details” [“Check/Correct details”] key
Touching this key displays the “Conf/Crrt.details” [“Check/Correct
details”] screen, enabling you, for example, to check the contents
of, or change the number of copies to be made for, the currently
selected (highlighted) job.

Inch specifications

Item Details
User name
Job name
Orig. page 1
Set 1
Print size 11x8':"

Input source Copy Change
Registration date 11/01 15:31
o] Finisher tray A ¢

utput

Job 5

Metric specifications

Item Details

User name

Job name
Original

Set

Print size

Input source
Registration date
Output

]

H
A4l]

Copy

11/01 15:31
Finisher tray A

Change
Preset

Job 5

@ “A” and “V¥” cursor keys
Use these keys to select a job from the job queue.
“End” key
Touching this key quits the output management function. In this
case, the touch panel will return to the contents of the “Basic” tab.
(@ “Job history” key
Touching this key switches the display to the “Job history” screen.
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(4) The “Job history” screen

This screen displays the jobs for which printing has been completed, as well as jobs that have been canceled after scanning.

Inch specifications

End ﬁ

Job User Original | Set
5

19 & User3 7 110110

20 Q0 L 3 5 1010

2 g 10 2 1010

Registration

22:37
22:40
22:45

Finished

Stop
Finished

Finished

Check
details

=
Ly

Prt status ;Mf

10/10 23:50

(@ Finished job list

Displays information about each finished print job.
The job at the bottom of the list is that job that was most recently
finished printed. The rest of the jobs are displayed in order of the
most recent to the oldest jobs from the bottom up.
A“] 17 icon under the “Job” heading indicates a copy job, while a

“B4” icon indicates a print job.

NOTE

Jobs that were only scanned part way through are not displayed.

(2 “Check details” key

Touching this key displays the “Check details” screen, enabling
you, for example, to check the contents of the currently selected

(highlighted) job.

Inch specifications

Item Details

User name
Job name

Orig. page
Set

Print size

Input source
Registration date
Output

opy
11/01 15:31
Finisher tray A

Job 1

Metric specifications

heck details

Item Details
User name -
Job name
Original 2
Set 99
Print size Adl)
Input source Copy
Registration date 11/01 15:31
Output Finisher tray A

Close

Job 1
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Metric specifications

Original { Set i Registration

5 10/10 22:32 Finished
19 o User3 7 1 10/10 22:37 Stop A :
120 @ 3 5 10/10 22:40 Finished m
2t g 10 2 10/10 22:45 Finished

Check
details

Prnt status ; Job history f

10/10 23:50

® “A”and “V¥” cursor keys
Use these keys to select a job from the finished job list.
@ “End” key
Touching this key quits the output management function. In this
case, the touch panel will return to the contents of the “Basic” tab.
(® “Print status” key
Touching this key switches the display to the “Print state” screen.
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1. Copy management mode

The total number of copies made by each department can be managed using up to 8-digit department ID-codes for up to 1000 different
departments. Limits for the number of copies can be changed on a department-by-department basis.

(1) What’s in the “copy management mode” screen?

Inch specifications

Management menu

Management code menu
4 Counter Print ID-code Printer
by ID-code the list Reg./Del.
# of copy
Print Counter
8 3 6 7
Metric specifications
Management code menu
4 Counter Print ID-code
by ID-code the list Reg./Del.

# of copy
correct

Print counter
Err. PRT. clear
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the “Default setting” screen.

. Lo Reference
Setting and access key Description page
1 “Register/Delete” key * Registering new department ID-codes 7-4
Perform this procedure when you want to register a new department ID-code (up to 8
digits) and set the maximum number of copies that can be made under that code. Up to
1000 department ID-codes can be registered. Up to 1,000 department ID-codes can be
registered. The copy limit can be set to any 1 page increment between 1 and 999,999.
A setting of “0” will enable unlimited copying. When a department reaches its acceptable
copy limit, the copier will not make any more copies under that department ID-code.
* Deleting department ID-codes
Perform this procedure when you want to delete a registered department ID-code.
2 | Changing copy limits: Perform this procedure when you want to change the copy limit registered for each 7-7
“Amend the number of copy” | department ID-code without having to delete or re-register the corresponding code.
key
3 | Clearing copy counts: Perform this procedure when you want to clear the copy counts for all of the registered 7-8
“Counter clear” key department ID-codes after a designated period of time. Copy counts cannot be cleared
for individual ID-codes, however.
4 | Checking the copy counts: Perform this procedure when you want to check the total number of copies made under 7-9
“Counter by ID-code” key each individual ID-code, as well as the total made with the copier as a whole.
5 | Printing out the department Perform this procedure when you want to print out a list of the number of copies made 7-10
ID-code list: “Print the list” under each department ID-code.
key
6 | Turning copy management Perform this procedure key when you want to turn copy management ON or OFF. 7-11
ON/OFF
7 | Turning print management Perform this procedure key when you want to turn print management ON or OFF 7-12
ON/OFF (only available when the optional Printer Kit is installed in your copier).
8 | Turning error report access Sets whether or not the “Print Err. PRT.” key will be displayed when you are using the 7-12
ON/OFF: “Print Err. PRT.” printer functions of this copier with copy management turned ON. Turn the display of this
key key ON if you want to be able to print out an error report whenever printing is attempted
with an unregistered department ID-code (only available when the optional Printer Kit is
installed in your copier).
9 | “Close” key Touch this key when you want to quit the “copy management mode” screen and return to —
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(2) Accessing the copy management mode settings

Perform the following procedure when you want to access the
screens for each of the various copy management mode settings.

1

2

With the content of the “Basic” tab displayed, press the [¥]
key. The “Default setting” screen will be displayed.

lAuto Selection @ Management  Interrupt |

()

@& 3) Reset @
(%) &2

AN

OXOX0),
(7) (8) (9)

Touch the “Management” key on the right side of the touch
panel.

Inch specifications

Default setting

Weekly
timer
BOX
Management

Copy

default ;
Machine Document
default Management

[irwom |
Bypass
setting )

Print
report i

Metric specifications

Default setting

Copy

default
Machine Document
default ¥ | Management ¥

[irwe |
Bypass
setting W

me
timer
Hard Di
Management

Print
report j

3

Use the keypad to enter the 4-digit management code.
The factory default setting is “6300”. If the entered code
matched the registered one, the “Management code menu”
screen will be displayed.

Inch specifications

Enter the administrator number

HIEn

Metric specifications

Enter the administrator number

Close :

HiEn

Touch the key that corresponds to the desired copy
management mode setting.
The screen for that setting will be displayed.

Inch specifications

Management menu

ter

Print
the list

1D-code
Reg./Del.

# of copy
correct

Counter
clear

Counter
by ID-code

.

Defaut setting

Metric specifications

Management mode

T
Gounter Print D-code Copy Frinter
by ID-code the list Reg./Del
# of copy
correct
Print counter
Err PRT. i clear,

Default setting

NOTES

« It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

» Refer to the desired procedure(s) explained under “(3) Making copy
management settings” and perform the corresponding setting(s).
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(3) Making copy management settings

Perform the following procedure that corresponds to the desired

setting.

@ Registering new department ID-codes

Perform this procedure to register a new department ID-code
(up to 8 digits) and set the maximum number of copies that can be
made under that code.

Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”.)

Inch specifications

Default setting
D“i

-
Co Weekl
Bypass BOX
settin Management
Machine Document Print
default Management report

Metric specifications

Default setting
=

Copy i Week

default Language Management timer
Bypass Hard Disk
setting Management

Machine Document Print
default B | Management ¥ report

m
a2

Touch the “ID-code Reg./Del.” key. The “Register/Delete”
screen will be displayed.

Inch specifications

Management menu

Close

— i copy Printer

the list

Counter
by ID-code

# of copy

correct
Print Counter
Erper M clear

Default setting

Metric specifications

Management mode
- |

Counter Print
by ID-code the list
of copy
correct
Print counter
Er. PRT. clear

Default setting

3 Touch the “Register” key. The “New register” screen will be
displayed.

Inch specifications

Management menu

Close

ID-code i Number of copy - Y ;
00011223 003,500 \,___;é__j
oooilzzd 003.000
00011225 003.000 m
00011226 003.000
11122334 003.000 Delete i

Default setting - Management code menu

Metric specifications

Management mode

Close

ID-code Number of copy 11
00011223 003,500 “"M :
ooot1224 003.000
ooo11225 003,000 m

oo011226 003,000
11122334 003.000 Delete i

Default setting - Management code menu

4 Enter the department ID-code that you want to register
(up to 8 digits).
The department ID-code can be set to any number between
0 and 99,999,999.

Inch specifications

Management menu

Close

{0~99999999)

ID-code 12345678

{0~999999)

Number of copy

Next
Register

Default setting - Management code menu - Register/Delete

Metric specifications

Management mode

Close

{0~99999999)

iD-code  JMEENLYE]

{0~999999)

Register

Default setting - Management code menu - Register/Delete

5 Touch the “# keys” [“#-keys”] key to the right of the “Number
of copy” field and enter the maximum number of copies that
can be made under that department ID-code.

The copy limit can be set to any 1 page increment between 1
and 999,999.

NOTES

* A setting of “0” will enable unlimited copying under that department
ID-code.

« If you want to clear the registered department ID-code and enter a
new code, touch the “Back” key to access the “Register/Delete”
screen once again.
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Touch the “Close” key. The touch panel will return to the Make sure that the “On” key is selected under “copy” and
screen in step 3. then touch the “Close” key. Copy management will be turned
ON and the screen to enter your department ID-code will be

Inch specifications displayed.

Management menu Inch specifications
1
Management menu
{0~99999999)

ID-code | 12345678 Management code menu

(0~999999)

copy

Counter Print

ID-code ';
Register ] #of co
Py

Default setting - Management code menu - Register/Delete
EwPRT N glear

Metric specifications Dofault setting

Management mode Metric specifications
T |]
Management mode
{0~99999999)
(0-coce T ||

(0~093339) Counter Print ID-code
Number of copy - by ID-code the list Reg./Del
of copy

Print counter
Er. PRT. /] clear

Management code menu

Default setting - Management code menu - Register/Delete

Default setting

NOTE
If you want to register another department ID-code, touch the @ Deleting department ID-codes
“Next Register” and then repeat steps 4 through 6. Perform this procedure to delete a registered department ID-code.
1 Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
7 Touch the “Close” key. The touch panel will return to the on page 7-3.)

screen in step 2. Inch specifications

o specteators
Management menu

I N Languege | aregement |
1D-code Number of copy Y o Sg::i? J Mogement
00011223 . h
N =t
S v )
00011226 003,000
11122334 003.000 Delete ]
Default setting - Management cods menu

Metric specifications

Metric specifications Default setting
Management mode “Default seting e

o] o [[Langusse ) [magomenn| [ )
i

1D-code Number of copy Y § gevmzs I Narg D
00011223 3, ;

00011226 003,000

11122334 003,000 Delete ]

Default setting - Management code menu
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2

Touch the “ID-code Reg./Del.” key. The “Register/Delete”
screen will be displayed.

Inch specifications

Management menu

|
copy Printer
% of copy
Print Counter
PR clear

)

Counter Print
by ID-code the list

Default setting

Metric specifications

Management mode

Counter Print ID-code Printer
by ID-code the list Reg./Del.
# of copy
correct
Print counter
Er. PRT. ¢ clear

Default setting

Select the department ID-code that you want to delete and
then touch the “Delete” key.

“Are you sure you want to delete this ID-code?” will be
displayed.

Inch specifications

Management menu

ID-code Number of copy 'Q& E
00011223 003,500 La ]
00011224 003,000 _
00011225 003.000 Ly J m
00011226 003,000
11122334 002,000 Delete ]
Default setting - Management code menu

Metric specifications

Management mode

Close

ID-code Number of copy ; Y
00011223 003.500 M

oooti2ad 003.000

00011225 003.000 m

00011226 003.000 [ ]

11122334 003.000 Delete ]

Default setting - Management code menu

If you DO want to delete that department ID-code, touch the
“Yes” key.
The touch panel will return to the screen in step 3.

Inch specifications

Are you sure you want to delete this ID-code?

ID-code
e D001 1223

-

Metric specifications

Cancel

Are you sure you want to delete this ID-code?

ID-code
00011223

e ] (e ]

If you want to delete another department ID-code,
repeat steps 3 and 4.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “On” key under “copy” and then touch the “Close”
key. The selected department ID-code will be deleted and the
screen to enter your department ID-code will be displayed.

Inch specifications

Management menu

Counter Print 1D-code copy Printer
by ID-code the list Reg./Del
# of copy
correct ; off off
-
EwPRL W glear

Default setting

Metric specifications

Management mode

Counter Print 1D-code Copy Printer
by ID-code the list Reg./Del,
# of copy
correct

Print counter
Em. PRT. b clear

Default setting
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® Changing copy limits 3 Select the department ID-code that you want to change the
Perform this procedure to change the copy limit registered for each copy limit for and then touch the.“clorrelction”.key.
department ID-code without having to delete or re-register the The screen to correct the copy limit will be displayed.
corresponding code. Inch specifications

1 Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”

Close

on page 7-3. ID-code i Number of copy - &

pag ) Ca) (as |
o . oooli22d 003.000 W

Inch specifications 00011225 003.000 Ly ]

00011226 003.000
11122334 002.000 Correction a
Default setting
Default setting - Management code menu
1 ti

et

Copy
default : Language
Bypass BOX
setting ; Management
Machine Document Print F
default |_Management } report ; Amend the number of copy

ID-code i Number of copy . [y
A1

X . 00011224 003.000
Metric specifications 00011225 003.000 Ly

ooollzz6 002.000
11122334 003.000 Correction ;1
Default setting
Default setting - Management code menu

Copy Week

Metric specifications
imer

Management mode

a3 O Use the keypad to enter the new copy limit for that
e 4 yp w copy limit fo
Vachine -Domem department ID-code.
i — teort N The copy limit can be set to any 1 page increment between 1
and 999,999.

Inch specifications

2 Touch the “# of copy correct” key. The “Amend the number of

copy” screen will be displayed. —_—
> P

Amend the number of copy
Inch specifications
\D-code 12345678

Management menu RUSTT
ode

— Number of copy 777.000 [ #keys
Counter Print ID-code copy Printer Default setting - Management code menu - Amend the number of copy
by ID-code the list Reg./Del

Metric specifications

Management mode

# of copy
correct
Er.PRT W clear

Default setting

Metric specifications
ID-code 12345678

Management mode (0~399999)
Number of copy 777.000
Counter Print Copy Printer Default setting - Management code menu - Amend the number of copy
by ID-code the list

Print counter
Erm. PRT. /| clear

ID-code
Reg./Del.

NOTES

Default setting

* A setting of “0” will enable unlimited copying under that department
ID-code.

« If you want to clear the registered copy limit and enter a new limit,
touch the “Back” key to return to the screen in step 3.

« If you want to change the copy limit for another department ID-code,
repeat steps 2 through 4.
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5

7

Touch the “Close” key. The touch panel will return to the
screen in step 3.

Touch the “Close” key once again. The touch panel will return
to the screen in step 2.

Inch specifications

Management menu

————
I
[}
ID-code Number of copy ’,& E

00011223 003,500 Ll

00011224 003.000 _

00011225 003.000 Ly m

00011226 003.000

11122334 003. 000 Correction ,]
Default setting - Management code menu

Metric specifications

Management mode

ID-code Number of copy f Fy
00011223 003,500 M
00011224 003.000 '
00011225 003.000 m m
00011226 003,000
11122334 003.000 Correction ,]
Default setting - Management code menu

Make sure that the “On” key is selected under “copy” and
then touch the “Close” key. Copy management will be turned
ON and the screen to enter your department ID-code will be
displayed.

Inch specifications

Management menu

Close i

Print

Counter
the list

by ID-code J

1D-code copy
Reg./Del.

Off ’ Off

# of copy
gsorrect
Print Counter
PR clear

Default setting

Metric specifications

Management mode
|| Management code menu
Counter Print ID-code
by ID-code the list Reg./Del.
# of copy
correct (] Off
Print counter
Er. PRT. by clear

Default setting

® Clearing copy counts

Perform this procedure to clear the copy counts for all of the
registered department ID-codes after a designated period of time.

1

Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
on page 7-3.)

Inch specifications

Default setting

Weekly
timer :

9
= =)
Bypass BOX

setting Management

Machine Document Print
default b Management report by

Metric specifications

Default setting

Bypass
setting

=

Hard Disk
Management

default | timer.

Machine Document
default Management l§

Print
report

Touch the “Counter clear” key.
A message asking you to confirm whether or not you really
want to clear all copy counts will appear.

Inch specifications

Management menu

o
Counter Print 1D-code copy Printer
by ID-code the st Reg./Del

#of copy

correct off off
oo

EPRL_ N

Default setting

Metric specifications

Management mode

Counter Print 1D-code Copy Printer
by ID-code the list Reg./Del,
# of copy
correct

Print counter
Em. PRT. b clear

Default setting
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3

4

If you DO want to clear the copy counts, touch the “Yes” key.
If you do NOT want to clear the counts, touch the “No” key.
The touch panel will return to the screen in step 2.

Inch specifications

Delete the counted number for this ID-code. Are you sure?

All dept. total
e 0 002, 500,

Metric specifications

Cancel

Delete the counted number for this ID-code. Are you sure?

Total ID-codes
0,002,500

Touch the “On” key under “copy” and then touch the “Close”
key. The copy counts will all be cleared and the screen to
enter your department ID-code will be displayed.

Inch specifications

Management menu

ID-code copy
Reg./Del.

# of copy
gorrect
Print Counter
 per M clear

Counter
by ID-code

Print
the list

Default setting

Metric specifications

Management mode

I
Counter Print 1D-code Copy
by ID-code the list Reg./Del
# of copy
correct Off

Print counter
Err PRT. /] clear

Default setting

@ Checking the copy counts

Perform this procedure when you want to check the total number of
copies made under each individual ID-code, as well as the total made
with the copier as a whole.

1 Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
on page 7-3.)

Inch specifications

Default setting

Copy WeeKly
Language wanagement | [ Week
Bypass BOX
settin Management
Machine Document Print
default |_Management report ;

Metric specifications

Default setting

Copy [ Language ] [ )
default 4 Language Management fimer
Bypass Hard Disk
setting Management

Machine Document Print
default N Management report ¢

2 Touch the “Counter by ID-code” key. The “Overview by
department” screen will be displayed.

Inch specifications

Management menu

[ Management code
Counter Print ID-code copy Printer
by ID-code | |the list Reg./Del

# of copy

correct ; off off
o
EwPRT N glear,

Default setting

Metric specifications

Management mode

Print ID-code Copy Printer
the list Reg./Del
# of copy
Print counter f
ErPRT. W clear

anagement cox

Counter
by ID-code b

Default setting
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3 Check the total number of copies made under each
department ID-code, as desired as well as the total made
with the copier as a whole.

Inch specifications

Management menu

[ coe ]
ID-code  Counter ! 1D-code  Counter ID-code __ Counter A
000711223 000,500 2ee33dds 000,500 17788990 000,500
6011924 O00.E00 33344556, 000.50n  8ABGG0OT 6d, A0
000711225 000,500 44485667 000,500 99900112 000,500
000] 0 55566776 90 0
3 9

Default setting - Management code menu

Metric specifications

Management mode

Total ID-codes : 0,002,500
ID-code Counter i ID-code Counter ID-code Counter ’&

00011223 000,500 22233445 000,500 17788990 000,500
(0011224 000,500 333A65h 000,500 84899001 0o, 5o
00011225 000,500 44455667 000,500 99900112 000,500

00011226 000,500 5B5RRTT8 000,500 99911234 000,500
11122334 000500  6BR77EE3. 000.500 9391135 000300

Default setting - Management code menu

NOTE

When there are more than 15 department ID-codes registered,
touch the “¥ Down” key in order to displayed the next set of 15 ID-
codes.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Inch specifications

Management menu

—
I
Counter Print ID-code copy
by ID-code the list Reg./Del

# of copy
o
Er.PRL.__ K glear (I—————

Default setting

Metric specifications

Management mode

e
- il
_ [—
Counter Print ID-code Copy -
by ID-code the list Reg./Del.
#of copy
Print counter
ErPRT M [Lclear

Default setting

7-10

@ Printing out the department ID-code list

Perform this procedure to print out a list of the number of copies
made under each department ID-code.

1

NOTE

Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
on page 7-3.)

Inch specifications

Default setting

Weekly
timer :

9
= =)
Bypass BOX

setting Management

Machine Document Print
default b Management report by

Metric specifications

Default setting

T s =
Bypass Hard Disk
setting Management

Machine Document Print
default Management b report

timer.

* Inch specification
Make sure that 11" x 8 12" size paper is loaded in one of the
drawers[cassettes]. If 11" x 8 1/2" size paper is NOT loaded in one of
the drawers[cassettes], a screen requesting that you attempt to print
again will be displayed during the procedure. In this case, select
another paper size.

» Metric specification
Make sure A4 size paper is loaded in one of the drawers[cassettes].
If A4 size paper is NOT loaded in one of the drawers[cassettes],
a screen requesting that you attempt to print again will be displayed
during the procedure. In this case, select another paper size.

2

Touch the “Print the list” key.

Inch specifications

Management menu

Counter Print D-code copy Printer
by D-code the list Reg./Del
#of copy
correct ¢
Print Counter
PR | clear

Default setting

Metric specifications

Management mode
Management code menu
Counter it ID-code
by ID-code the list Reg./Del.
# of copy
correct /|
Print counter
Erm. PRT. /] clear

Default setting
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The “Printing report.” screen will be displayed and printing of
the department ID-code list will start.

Inch specifications

Printing report.

Orig. page Count/Set Output

5]
0y 8/xi1
1 sided

Metric specifications

7 =

Original Count/set Output
np

[UIEENE] Plain
1-sided
Sort

z)

NOTE

If you want to cancel print out of the department ID-code list, touch
the “Cancel” key.

Once print out is completed, the touch panel will return to the
screen in step 2.

Inch specifications

Management menu

e copy Printer

the list i

Counter
by ID-code

ID-code
Reg./Del.

# of copy
correct
Print Counter

Default setting

Metric specifications

Management mode

Counter Print ID-code
by ID-code the list Reg./Del.
# of copy
correct
Print counter
Err. PRT. /| clear

Close

Copy Printer

Ew

Default setting

3 Touch the “Close” key.

® Turning copy management ON/OFF
Perform this procedure to turn copy management ON or OFF.

Make sure you have performed all of the appropriate settings
on pages 7-3 through 7-11.

2 Touch the “On” key or the “Off” key in the “Management code
menu” screen to turn copy management ON or OFF, as
desired.

Inch specifications

Management menu

m——C\ose .
Counter Print ID-code copy Printer
by ID-code the list Reg./Del
# of copy
correct ¢
EwPRT N glear,

Default setting

Metric specifications

Management mode

Close

Printer

‘On

Management code menu
ID-code
Reg./Del.

Counter Print
by ID-code the list
# of copy
correct off
Print counter
ErPRT. W clear

Default setting

If you turned copy management ON, the screen to enter your
department ID-code will be displayed.

7-11
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® Turning print management ON/OFF (only available when the
optional Printer Kit is installed in your copier)

Perform this procedure to turn print management ON or OFF.

1

7-12

Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
on page 7-3.)

Inch specifications

Default setting

Copy Weekly
default d Language Management timer d
Bypass BOX
settin Management
Machine Document Print
default by Management I report

Metric specifications

Default setting
End

Language ;; Management Week ;;
defaglt ; quag 9 fimer
Bypass Hard Disk
setting Management
Machine Document Print
default Management report

Touch the “On” key or the “Off” key under “Printer” screen to
turn print management ON or OFF, as desired.

Inch specifications

Management menu
neo m

Print ID-code copy Printer
the list Reg,/Del
#of copy
soredt o
ErPRT. W clear

Counter
by ID-code

Default setting

Metric specifications

Management mode

Counter Print D-code Copy Printer
by ID-code the list Reg./Del.
# of copy
correct |
Print counter
EmPRT M | clear

Default setting

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

@ Turning error report access ON/OFF (only available when the
optional Printer Kit is installed in your copier)

Perform this procedure to turn the display of the “Print Err. PRT.” key -
which allows you to print out an error report whenever printing is
attempted with an unregistered department ID-code - ON or OFF.

1 Display the “Management code menu” screen.
(See “(2) Accessing the copy management mode settings”
on page 7-3.)

Inch specifications

Default setting

Coj Weekl
=)
Bypass BOX
setting Management
Machine Document Print
default Management report

Metric specifications

Default setting

Week
timer

Copy

default Language Management
Bypass Hard Disk
setting Management

Machine Document Print
default M | Management I report ;

2 Make sure that the “On” key is selected under “Printer”, and
then touch the “Print Err. PRT.” key. The “Print error report”
screen will be displayed.

Inch specifications

Management menu

Counter Print ID-code copy Printer
by ID-code the list Reg./Del

# of copy
correct off Off
Counter
o

Defaul setting

Metric specifications

Management mode

o
Counter Print D-code Copy Printer
by ID-code the list Reg./Del
# of copy
Print counter
ErPRT. ¥ clear On

Default setting
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3 Touch the “On” key or the “Off” key to turn the display of the
“Print Err. PRT.” key ON or OFF, as desired.

Inch specifications

Management menu

Close

Defauilt setting - Management code menu

Metric specifications

Management mode

Default setting - Management code menu

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

(4) Making copies when copy management is turned ON

When copy management is turned ON, it will only be possible to
perform copy operations after using the keypad to enter one of the
registered department ID-codes.

IMPORTANT!

After you have finished copying, BE SURE to press the [Management]
key in order to activate copy management once again. In this case,
the “Enter ID-code” screen will be displayed.

lAuto Selection * Mt Interrupt 1
.

® @ N
OO @

Clear

GIOIONEN

1 Use the keypad to enter your designated department ID-
code and then touch the “Enter” key.
The content of the “Basic” tab will be displayed.

Inch specifications

Enter ID-code.

Metric specifications

Enter ID-code.

Clear

NOTES

« To reenter a mistaken department ID-code, touch the “Clear” key.
« If the entered ID-code does not match a registered one, an error
alarm will sound. In this case, enter a viable department ID-code.

2 Make copies as desired using the normal procedure.

Inch specifications

Ready to copy.

FY
1 11x8'%"
Plain

2 11x81/." B Bypass Auto
Color B: _Plain Exposure
F 11x8'"
Plaxm Reduce Exposure
/Enlarge mode

User choice g Function

Sort/
Finished

Program

Metric specifications

Ready to copy.

Paper Size  Set
A

| Sort:0ff

-l L....... o ;
1L 3 100% Exposure Sort:On
Reduce/ Exposure Sort/
Enlarge mode Finished

User choice g Function Program

3 Once you have finished copying, Press the [Management]
key.

7-13
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2. Weekly timer

Power to the copier can be turned ON and OFF automatically at specified times on each day of the week between Monday and Sunday.
Set the copier to be turned ON early so that it is warmed up and ready for the start of work in the morning, and set it to be turned OFF automatically
in the evening in case nobody remembers to switch it off manually.

NOTES

* When the weekly timer is turned ON, do NOT remove the power plug from its power source and be sure to leave the main switch ON ( | ) as well.

« In order to have the weekly timer operate properly, make absolutely certain that the settings for the date and time are correct.

(1) Settings for the weekly timer

Setting Description Reference page
@® Programming the Perform this procedure when you want to register the times at which the copier is to be 7-15
weekly timer turned ON and OFF during each day of the week. If you leave the main switch ON ( | ),
the copier will be turned ON and OFF automatically at the times scheduled for each
individual day. You can also set the timer to leave the copier ON or OFF all day for any
day of the week.
@® Canceling the timer Perform this procedure when the copier is to be out of use for any full day (holiday, etc.) 7-16
function temporarily outside of the normal weekly schedule. In this case, it is necessary to cancel the timer
function in advance for the day in question. The copier will then remain OFF for that
whole day but, on the same day of the following week, the timer will resume turning the
copier ON and OFF at the times originally registered.
® Turning the weekly Perform this procedure when the weekly timer function is not required and you want to 7-17
timer ON/OFF turn it OFF.
(2) Accessing the weekly timer settings 2 Touch the “Weekly timer” ["Week timer”] key on the right side

Perform the following procedure when you want to access the
screens for each of the weekly timer settings.

1 With the content of the “Basic” tab displayed, press the [¥]
key. The “Default setting” screen will be displayed.

of the touch panel.

Inch specifications

Default setting

Coj
R

Bypass
setting :

Machine Document
default Management

=i

|Auto Selection @ Management Interrupt l

Management ]

BOX
Management I
Print

report

Metric specifications

Copy

OIOIONP

7-14

Machine Document
default A Management I

(3) ren(2)

End

jmar
timer
Hard Disk
Management

Print
report -
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3

4

Use the keypad to enter the 4-digit management code.

The factory default setting is “6300”. If the entered code
matched the registered one, the “Weekly timer” [“Week
timer”] screen will be displayed.

Inch specifications

Enter the administrator number

.

Metric specifications

Close 1

Enter the administrator number

N

Touch the key that corresponds to the desired weekly timer
setting.

Inch specifications

Weekly timer

(3) Making weekly timer settings

Perform the following procedure that corresponds to the desired

setting.

@® Programming the weekly timer

Perform this procedure to register the times at which the copier is to
be turned ON and OFF during each day of the week, or whether it will
be left ON or OFF all day on any of those days.

1 Select the day of the week that you want to set the ON and
OFF times for and then touch the “Change #” key.
The setting screen for the selected day will be displayed.

Inch specifications

Weekly timer

Weekly timer

=)

T a ) Aw
Y] o]

Change # ']

Day of the week Setting mode
Monday 08:30-ON 19:45-OFF
Tuesday 00:00-ON
Wednesday 03:00-OFF
Thursday 08:30-ON 19:45-OFF
Friday All day-OFF

Default setting

Metric specifications

Day of the week

Setting mode

Monday 08:30-ON 19:45-OFF

Tuesday 00:00-ON E’ -

Wednesday 03:00-OFF W ooun off

Thursday 08:30-ON 19:45-OFF ——
Friday Al day-OFF Change # ;i ‘ on i

Weekly timer

=1
i & up E

Default setting

Metric specifications

[P —— Week timer
Day of the week Setting mode Y } A up
Monday 08:30-ON 19:45-OFF
Tuesday 08:30-ON 19:45-OFF E] -
Thursday 08:30-ON 19:45-OFF
Friday All day-OFF Change #

Default setting

NOTES

* It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

* Refer to the desired procedure(s) explained under “(3) Making
weekly timer settings” and perform the corresponding setting(s).

———
) ime
& U E

—tJ
Change # '1

Off

On

Week timer

Day of the week Setting mode
Monday 08:30-ON 19:45-OFF

Tuesday 08:30-ON 19:45-OFF

Wednesday 08:30-ON 19:45-OFF

Thursday 08:30-ON 19:45-OFF
Friday All day-OFF

Default setting

If you want to set the time (hour and minutes) that the copier
will be turned ON and OFF during that day, touch the “Select
work time” key and then adjust the “SW ON” and “SW OFF”

times as desired.

Inch specifications

Monday

Select ] SWON 8:30
work time ]

£ L+
A —]

Set the timer to turn on main SW on/off in a day. Cancel
By selectiong "Cancel", set time is invalided once.

[ If On/Off mode is set at same time, main SW will turn off.

Default setting - Weekly timer

Metric specifications

Munday ————

By selecting “Cancel",

o e

o —

Y.
et time is invalided once.

[ If On/Off is set to same time, main SW will turn off.

Close

Cancel

SW OFF

]
—

i Default sethngr Week timer

7-15
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If you want to have the copier left ON all day on that day,
touch the “All day-ON” key.

Inch specifications

Set the timer to turn on main SW on/off in a day. Cancel

By selectiong "Cancel", set time is invalided once.

Select R
| E

‘i orvoit mode is set at same time, main SW will turn off.

i Default setting - Weekly timer

Metric specifications

Set timer to turn main SW on/off for one day.
By selecting "Cancel", set time is invalided once.

Select
work time
Al day

e

T oot is set to same time, main SW will turn off.

Default setting- Week timer

If you want to have the copier left OFF all day on that day,
touch the “All day-OFF” key.

Inch specifications

Set the timer to turn on main SW on/off in a day.
By selectiong "Cancel", set time is invalided once.

{ [Select ]

;' -

[ 1f On/Off mode is set at same time, main SW will turn off.

a Default Selllng - Week\z timer

Metric specifications

Set timer to turn main SW on/off for one day. Cancel
By selecting "Cancel’, set time is invalided once.

i [select ;

[ 1f On/Off is set to same time, main SW will turn off.

} Default setting- Week timer

Touch the “Close” key. The touch panel will return to the
“Weekly timer” [“Week timer”] screen.

NOTES

« Either the set ON/OFF times, “All day-ON” or “All day-OFF” will be
displayed next to the corresponding date according to the setting
you made.

« If you want to set the ON/OFF times for another day, repeat steps
1 through 3.
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Touch the “On” key at the bottom right of the touch panel,
and then touch the “Close” key. The timer will be turned ON
with the registered settings and the touch panel will return to
the “Default setting” screen.

Inch specifications

Weekly timer

Weekly timer

Weekly timer

Day of the week Setting mode Y E
Monday 08:30-ON 19:45-OFF :

Tuesday 00:00-ON E '
Thursday 08:30-ON 19:45-OFF =S —
Friday All day-OFF Change # '1 ﬁ

Default setting

Metric specifications

Close

Day of the week Setting mode -
Monday 08:30-ON 19:45-OFF ;
Tuesday 08:30-ON 19:45-OFF E’ -
Wednesday 08:30-ON 19:45-OFF ¥ ooun
Thursday 08:30-ON 19:45-OFF

Friday All day-OFF Change # l!

Default setting

® Canceling the timer function temporarily

Perform this procedure to turn the copier OFF for any full day outside
of the normal weekly schedule.

Select the day of the week for which you want to temporarily
cancel the timer function, and then touch the “Change #” key.
The setting screen for the selected day will be displayed.

Inch specifications

Weekly timer

Day of the week Setting mode - e & W E
Monday 08:30-ON 19:45-0FF :
Tuesday 00:00-ON m -
Wednesday 03:00-OFF ¥ ooun m
Thursday 08:30-ON 19:45-OFF
Friday All day-OFF Change # I! ﬁ
Default setting

Metric specifications

Close

Week timer

Day of the week Setting mode e }

Monday 08:30-ON 19:45-OFF h

Tuesday 08:30-ON 19:45-OFF m
Wednesday 08:30-ON 19:45-OFF

Thursday 08:30-ON 19:45-OFF
Friday All day-OFF Change # ']

Default setting
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Touch the “On” key under “Cancel” at the bottom right of the
touch panel.

Inch specifications

Set the timer to turn on main SW on/off in a day. Cancel
By selectiong "Cancel", set time is invalided once.

Select SWON SW OFF 19:45 off
work time
Al day
E
Al day =}
on = =1
[T On/Off mode is set at same time, main SW will tun off.

] Default setting - Weekly timer

Metric specifications

Set timer to turn main SW on/off for one day. — S
By selecting "Cancel", set time is invalided once.

Cancel

@ Turning the weekly timer ON/OFF

Perform this procedure to turn the weekly timer function OFF.

Ly Touch the "Off” key under "Weekly timer” ["Week timer’] at
the bottom right of the touch panel.

Inch specifications

Weekly timer

Weekly timer

Day of the week

Setting mode

Tuesday 00:00-0N
Wednesday 03:00-0FF
Thursday 08:30-ON 19:45-OFF
Friday Al day-OFF

Close

Default setting

All day
-OFF

=+

All day
-ON

—

[ If On/Off is set to same time, main SW will turn off.

sworF
=1

Default setting- Week timer

Touch the “Close” key. The touch panel will return to the
“Weekly timer” ["Week timer”] screen.

NOTE

If you want to cancel the timer function for another day, repeat steps

1 through 2.

4 Touch the “On” key at the bottom right of the touch panel,
and then touch the “Close” key. The timer function will be
canceled for that day and the touch panel will return to the

“Default setting”

screen.

Inch specifications

Weekly timer

Day of the week

Setting mode

Monday 08:30-ON 19:45-OFF

Tuesday 00:00-ON E’ -
Wednesday 03:00-OFF W oun
Thursday 08:30-ON 19:45-OFF

Friday Al day-OFF Change # ;i

Close

Weekly timer

,ﬁ Up E

Default setting

Metric specifications

Week timer
Day of the week Sating mace R Th o i

Monday 08:30-ON 19:45-OFF A ]

Tuesday 08:30-ON 19:45-OFF m -

Wednesday 08:30-ON 19:45-OFF ¥ oo off l

Thursday 08:30-ON 19:45-OFF ——

Friday Al day-OFF — _

Default setting

Metric specifications

Day of the week Setting mode . 1 & up E
MONDAY 08:30-ON 19:45-OFF
TUESDAY 00:00-ON m —
WEDNESDAY 03:00-OFF m
THURSDAY 08:30-ON 19:45-OFF
FRIDAY Al day-OFF CHANGE # I! o
Default setting

Touch the “Close” key.
The weekly timer function will be turned OFF and the touch
panel will return to the “Default setting” screen.
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3. Default settings

The state that the copier enters at the end of warm-up or when the [Reset] key is pressed is called the “initial mode”. The modes, functions and other
settings that are automatically pre-set for the initial mode are called “default settings”. These default settings are separated into two categories:
“Copy defaults” and “Machine defaults” and can be changed as desired to suit your copying needs.

(1) Machine default settings

The following table indicates the machine default settings available in this copier. Change any or all of the settings as desired in order to make the
most effective use of your copier.

(drawer[cassette] No.2
& No.3)

Sets the size of paper that is loaded in
drawers[cassettes] No.2 and No.3.

If you want the size to be detected automatically, select
“Auto Detection” (Automatic size detection). If you want
to manually set the size of paper, select “Standard
sizes”.

<If you select “Auto Detection”>
You can also select the desired unit of measurement:
“Inch” or “Centimeter”.

<If you select “Standard sizes”>
You can then select the paper size.

Standard sizes

Inch
Centimeter

A4R
A5R

B4

B5

B5R
Folio

11 x17
812x 14
11 x812
812x 11
512x8 12
812x13

Default setting Description Available Factory Reference
settings setting page

Auto drawer[cassette] If the paper in one drawer[cassette] runs out during On / Off On 7-22
switching ON/OFF copying, the automatic drawer[cassette] switching

function will switch paper feed from the empty

drawer[cassette] to another drawer[cassette] that

contains the same size of paper in the same orientation

for uninterrupted copying. To enable this function, it is

necessary to turn the related setting “On”.

In order to prevent a drawer[cassette] that holds a different All types of paper / All types of

type of paper from being switched to when the automatic Feed same paper paper

drawer[cassette] switching function is turned ON, it is type

necessary to select “Feed same paper type” as well.
Paper size « Inch specification copiers Auto Detection / Auto Detection 7-23

 Metric specification copiers

Sets the size of paper that is loaded in
drawers[cassettes] No.2 and No.3.
You can then select the paper size.

A3

A4

A4R
A5R

B4

B5

B5R
Folio

11 x17
812x14
11 x812
812x 11
512x8 12
812x13

A4
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Default setting Description Available Factory Reference
settings setting page
Paper type Sets and then displays the type of paper that is loaded in | Plain Plain 7-24
(drawer[cassette] No.1 - | drawers[cassettes] No.1 through No.4. Preprinted
No. 4) * The drawer[cassette] No.4 setting will only be Recycled
displayed when the optional Side Feeder is installed on | Letterhead
your copier. Color [Colour]
Prepunched
Rough
Bond
Custom 1 —
Custom 8
Custom paper type for Sets whether or not each custom paper type (custom 1 — | On/ Off On 7-25
2-sided copying custom 8) will be available for use in
2-sided copying.
Paper type (for used Sets whether or not used paper will be available for use On / Off Off 7-26
paper) with each custom paper type (custom 1 — custom 8).
Auto shut-off time Sets the amount of time that will elapse after copying, or | 15— 240 (minutes) 90 (minutes) 7-27
if no operation is performed, before the auto shut-off
function engages and turns the copier OFF.
* It is recommended that you try to set a longer time
interval before auto shut-off engages if you use the
copier frequently, and to a shorter time if there are long
intervals between use.
Auto preheat time Sets the amount of time between the point that copying 1-45, 60, 90, 120, 15 (minutes) 7-28

ends and the energy-saving preheat mode engages.

180 and 240
(minutes)

7-19



Section 7 COPIER MANAGEMENT FUNCTIONS

automatically turn the main switch OFF a certain amount

of time after copying, or if no operation has been

performed on the copier during that time.

* If auto shut-off interferes with your copying operations,
turn this function OFF. However, it is recommended
that you try to set a longer time interval until auto shut-
off engages before you actually turn it OFF.

Default setting Description Available Factory Reference
settings setting page
Copy eject location Sets the location for the ejection of finished copies. Tray A Tray A 7-29
* This setting will only be displayed when the optional Tray 1
Document Finisher or Multi Job Tray is installed on Tray 2
your copier. Tray 3
Tray 4
Tray 5
Touch panel sound ON/ Sets whether or not the touch panel will emit a “beep” On / Off On 7-30
OFF sound each time a key is touched.
Silent mode ON/OFF The copier can be switched to a silent mode, which On / Off Off 7-31
shortens the length of time that the laser data writing
motor continues to spin after each copy job is finished.
Turn the silent mode ON if the noise of the motor
bothers you in any way.
Day & time Sets the current date and time. Year: 2000-2099 Year: ‘00 7-32
Month: 1 — 12 Month: 01
Day: 1 - 31 Day: 01
Time: 00:00 — 23:59 | Time: 00:00
Time difference Sets a designated time difference. +12:00 —-12:00 00:00 7-33
Changing the Changes the management code that is used by the copy | 0000 — 9999 6300 7-34
management code manager.
IMPORTANT:
If you change the management code from its factory
default, be sure to keep some sort of record of the new
management code. If, for any reason, you forget the
registered management code, you will need to contact
your service representative.
Auto shut-off ON/OFF Sets whether or not to have the auto shut-off function On / Off On 7-35
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(2) Accessing the machine default settings

4

If the entered code matched the registered one, the “Machine
default” screen will be displayed.

Perform the following procedure when you want to access the
screens for each of the various machine default settings.

1 With the content of the “Basic” tab displayed, press the [¥%]
key.
The “Default setting” screen will be displayed.

Auto Selection @ Management Interrupt l
e

Reset @
Stop/
Clggr

2 Touch the “Machine default” key on the left side of the touch
panel.

Inch specifications

Default setting
Copy
Bypass
setting :
Machine Document
default | | Management I

Weekly
[treerer |
BOX
Management
Print
report

Metric specifications

Default setting

Copy

default ;
Machine Document
defaut | [Management

Bypass
setting 5

timer,
Hard Disk
Management
Print
report (]

3 Use the keypad to enter the 4-digit management code.
The factory default setting is “6300”.

Inch specifications

Enter the administrator number

.

Metric specifications

Enter the administrator number

Close

.

Inch specifications

Default setting

Default menu
Auto drawer switching
Paper size(2nd drawer)
Paper size(3rd drawer)
Paper type(1st drawer)
Paper type(2nd drawer)

Setting mode
On / All types of paper
Auto/ Inch

Auto/ Inch

Plain

Plain

=
Change # 3

Default setting

Metric specifications

Default setting

Default menu

Paper size (2nd cassette)
Paper size (3rd cassette)
Paper type (1st cassette)
Paper type (2nd cassette)

Setting mode

Auto cassette switching On / All types of paper

A4l
A4 0
Plain
Plain

Close

=
Change # ;3

Default setting

NOTES

« It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

* Refer to the desired procedure(s) explained under “(3) Making
machine default settings” and perform the corresponding setting(s).
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(3) Making machine default settings 3 Touch the “On” key to automatic drawer[cassette] switching

ON.
Perform the following procedure that corresponds to the desired
setting.

Inch specifications

Close

@ Auto drawer[cassette] switching ON/OFF When paper drawer is empty, switch to another one,
set same size/direction paper, and continue copying.
Perform the following procedure to turn automatic drawer[cassette] Function Paper type

switching ON or OFF, as desired. | bokeer

of paper

Feed same
paper type

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Default setting - Machine default

Metric specifications

Inch specifications

Close

uto cassette SW\(Cng
When paper cassette is empty, switch to another one,

Default setting set same size/direction paper, and continue copying.
Function Paper type

Def:

Copy

default ;

Machine Document
default Management

‘On

Language ;; Management :?rf:f‘y ] off
Bypass BOX
setting Management
Print
report

Default setting - Machine default

4 In order to prevent a drawer[cassette] that holds a different
type of paper from being switched to when the automatic
drawer[cassette] switching function is turned ON, touch the
“Feed same paper type” key under “Paper type”.

Metric specifications

Default setting

Copy l Week

oot Language Management lmer NOTE
Bypass Hard Disk
setting ) Management

If you want to quit the displayed setting without changing it, touch the

7-22

Machine Document
default M| | Management ¥

Print
report

“Back” key. The touch panel will return to the screen in step 2.

Select “Auto drawer switching” [“Auto cassette switching”] in
the settings list on the left side of the touch panel and then
touch the “Change #” key.The “Auto drawer switching” [“Auto

cassette switching”] screen will be displayed.

Inch specifications

Default setting

Machine default

Default menu
Auto drawer switching
Paper size(2nd drawer)
Paper size(3rd drawer)
Paper type(1st drawer)
Paper type(2nd drawer)

Setting mode
On / All types of paper
Auto / Inch

Auto / Inch

Plain

Plain

Close

(v
Change # g

Default setting

Metric specifications

Default setting

Machine default

Close

Default menu

Auto cassette switching
Paper size (2nd cassette)
Paper size (3rd cassette)
Paper type (1st cassette)
Paper type (2nd cassette)

Setting mode

On / All types of paper
A4
A4l
Plain
Plain

(A ;
v
Change # 'l

Default setting

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Paper size (drawer[cassette] No.2 & No.3)

Perform the following procedure to set the size of paper that is loaded
in drawer[cassette] No.2 and No.3.

1

Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Copy Weekly
default ; Language timer
Bypass
setting !
Machine Document
default i| |_Management I

Metric specifications

Default setting

Management

BOX
Management
Print

report

Copy

default ;
Machine Document
default Management

Bypass
setting 5

timer,
Hard Disk
Management J§
Print
report (]

Select one of the “Paper size” settings

(“2nd drawer[cassette]” or “3rd drawer[cassette]”) in the
settings list on the left side of the touch panel and then
touch the “Change #” key.

The screen to set the paper size for that drawer[cassette] will
be displayed.

Inch specifications

Default setting

Default menu Setting mode

Auto drawer switching
Paper size(2nd drawer) Auto / Inch
Paper size(3rd drawer) Auto / Inch
Paper type(1st drawer) Plain
Paper type(2nd drawer) Plain

On / All types of paper

(v
Change # g

Default setting

Metric specifications

Default setting

Close

’&UP E

Default menu Setting mode

Auto cassette switching On / All types of paper

Paper size (2nd cassette) A [I; -
Down

Paper size (3rd cassette) A v

Paper type (1st cassette) Plain

Paper type (2nd cassette) Plain Change # I!

Default setting

3

NOTE

Perform the step that corresponds to the specification of your
copier:

<Inch specification copiers>

If you select “Auto Detecton” (automatic size detection) here,
select the desired unit of measure (“Centimeter” or “Inch”) as
well.

If you select “Standard sizes” (standard paper size) here,
simply touch the key that corresponds to the size of paper
that is loaded in that drawer[cassette].

1x17" 5'/:x81z"
Auto R "
| Standard 11x8Ye"
sizes
ASD? Folio 81/x11"

Default setting - Machine default

<Metric specification copiers>
Select the size of paper that is loaded in that
drawer[cassette].

Select paper size.

A3 B4 11x17" 5'/2x8/2"
B5[0 81/2x14" 81/2x13"

AdZ B5 11x8'/2"

[ AsSD? Folio 81/x11"

Default setting - Machine default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.

7-23



Section 7 COPIER MANAGEMENT FUNCTIONS

@ Paper type (drawer[cassette] No.1 - No. 4)

Perform the following procedure to set the type of paper that is loaded
in drawers[cassettes] No.1 through No.4.

1

Display the “Machine default” screen.

(See “(2) Accessing the machine default settings” on

page 7-21.)

Inch specifications

Default setting

Coy
dehul : Language

I:

End

l Weekly
Management fimor ;

setting 5

Bypass
Machine Document
default M| [_Management

BOX
Management
Print

report

Metric specifications

Default setting

Copy

Management '1 Week ;;
timer,

setting M

Bypass
Machine Document
default Management

Hard Disk
Management
Print

report

3 Touch the key that corresponds to the type of paper that is

loaded in that drawer[cassette].

Inch specifications

Select and display paper type.

Preprinted ] Prepunched ] Custom 2 Custom 6
Recycled Rough Custom 3 Custom 7
Letterhead | Bond Custom 4 Custom 8

Close

Default setting - Machine default

Metric specifications

aper type (1st cassette)

Select and display paper type.

Colour Custom 1 Custom 5
Preprinted Prepunched Custom 2 Custom 6
Recycled Rough Custom 3 Custom 7
Letterhead Bond Custom 4 Custom 8

Default setting - Machine default

NOTES

« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.
» The drawer[cassette] No.4 setting will only be displayed when the

2 Select one of the “Paper type” settings
(“1st drawer[cassette]” through “4th drawer[cassette]”) in the
settings list on the left side of the touch panel and then touch
the “Change #” key.
The screen to set the paper type for that drawer[cassette] will
be displayed.

Inch specifications

Default setting

Close

Default menu Setting mode grmmm—
Auto drawer switching On / All types of paper b
Paper size(2nd drawer) Auto / Inch [I;
Paper size(3rd drawer) Auto / Inch Down
Paper type(1st drawer) Plain
Paper type(2nd drawer) Plain Change # 'l

Default setting

Metric specifications

Default setting

Default menu Setting mode

:, /QUp z
v

Auto cassette switching On / All types of paper

Paper size (2nd cassette) A4
Paper size (3rd cassette) A4
Paper type (1st cassette) Plain
Paper type (2nd cassette) Plain Change # ll

Default setting
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optional Side Feeder is installed on your copier.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Custom paper type for 2-sided copying

Perform the following procedure to set whether or not each custom
type of paper (custom 1 - custom 8) will be available for use in 2-sided
copying.

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

etti End
Copy Weekly
default : Language Management fimer
Bypass BOX
setting : Management
Machine Document Print
default | |_Management I report ]

Metric specifications

Default setting

Copy Week
ot Language Management)l |
Bypass Hard Disk
setting Management
Machine Document Print
default M| | Management i report ;

2 Select “Select paper type (2sided)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Select paper type (2sided)” screen will be displayed.

Inch specifications

Default setting

Paper type(4th drawer) Plain m
Select paper type(2sided) Down

Select paper (Used Paper)
Auto shut-off time 90 Minute Change # 'I

Default setting

Metric specifications

Default setting

Default menu Setting mode m
Paper type (3rd cassette) Plain
Paper type(4th cassette) Plain [I; -
Select paper type(2sided) W oown

Select 'used paper' type
Auto shut-off time 90Minute Change # .]

Default setting

3

Select one of the “custom” paper type settings (“custom 1”
through “custom 8”) in the settings list on the left side of the
touch panel and then touch the “On / Off” key to change the
setting as desired. Make sure the setting is “Off” for those
types of paper that you do NOT want to be available for use
in 2-sided copying.

Inch specifications

Select paper type(2sided)

Select paper type(s) for duplex copy.

Default menu Setting mode [I]
Custom 2 On
Custom 3 On
Custom 4 On
Custom 5 On
Custom 6 On
Custom 7 On

Default setting - Machine default

Metric specifications

Select paper type(2sided) =

Select paper type(s) for duplex copy.

Default menu Setting mode
LA ]
Custom 2 On
Custom 3 On
Custom 4 On
Custom 5 On
Custom 6 On
Custom 7 On

Default setting - Machine default

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Paper type (for used paper)

Perform the following procedure to set whether or not used paper will
be available for use with each custom type of paper (custom 1 — 8).
Turning this setting ON prevents you from mistakenly trying to copy
onto both sides when copying onto used paper (paper that has
already been copied onto at least one side).

NOTES

« This setting will only be effective if the corresponding custom paper
type (custom 1 - 8) is selected for use in one of the
drawers[cassettes], or the multi-bypass tray.

Refer to “Paper type (drawer[cassette] No.1 - No.4)” on page 7-24
for selecting the type of paper to be loaded in each drawer[cassette]
and to “(1) Paper size and type” on page 7-66 for selecting the type
of paper to be set on the multi-bypass tray.

« Duplex copying will not be possible when this setting is turned ON
for the drawer[cassette] currently in use.

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Coy Weekl
domuit ; Language ;i Management '1 timer ;
Bypass BOX
setting ; Management
Machine Document Print
default by Management I report

Metric specifications

Default setting

Copy Week
Bypass Hard Disk
setting Management
Machine Document Print
default Management report

2 Select “Select paper (Used Paper)” [“Select 'used paper'
type”] in the settings list on the left side of the touch panel
and then touch the “Change #” key. The “Select paper (Used
Paper)” [“Select 'used paper' type”] screen will be displayed.

Inch specifications

Default setting

Paper type(4th drawer) Plain m
Select paper type(2sided) Down

Select paper (Used Paper)
Auto shut-off time 90 Minute Change # l

Default setting

Metric specifications

Default setting

Paper type(4th cassete) Plain
Select paper type(2sided)

Select 'used paper' type
Auto shut-off time 90Minute Change # J

Default setting

Default menu Setting mode m
Paper type (3d cassette) Plain
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Select the custom paper setting that you want to change and
then touch the “On / Off” key. Touch the “On” key to turn the
used paper function ON.

Inch specifications

Select paper type(s) for used paper.

Default menu Setting mode m

Custom 1 Off

Custom 2 Off : ;

Custom 3 off

Custom 4 off

Custom 5 Off 8;;/

Custom 6 Off

Custom 7 off

Default setting - Machine default

Metric specifications

Select paper type for used paper copy.
Default menu Setting mode [I;
Custom 1 Off
Custom 2 Off
Custom 3 Off m
Custom 4 off
Custom 5 off S
Custom 6 Off
Custom 7 Off
Default setting - Machine default

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Auto shut-off time

Perform the following procedure to set the amount of time that will
elapse after copying, or if no operation is performed, before the auto
shut-off function turns the copier OFF.

1

Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

etti End

Weekly
BOX
Management
Print
report ‘]

Copy

default ;

Machine Document
default | [ Management K

Bypass
setting ;

Metric specifications

Default setting

Copy

default
Machine Document
default M| | Management i

e
limer,
Bypass i
setting

Hard Disk
Management g
Print
report j

Select “Auto shut-off time” in the settings list on the left side
of the touch panel and then touch the “Change #” key.
The “Auto shut-off time” screen will be displayed.

Inch specifications

Default setting

Select paper type(2sided)
Select paper (Used Paper)
Auto shut-off time

Default menu Setting mode [I;
Paper type(3rd drawer) Plain
Paper type(4th drawer) Plain m
own

90 Minute

Default setting

Metric specifications

Default setting

Default menu Setting mode m
Paper type (3rd cassette) Plain
Paper type(4th cassette) Plain [I;
Select paper type(2sided) W oown
Select 'used paper' type
Auto shut-off time 90Minute Change # |]

Default setting

3

Touch the “+” key or the “-” key to change the displayed time
to the desired setting (between 15 minutes and 240
minutes).

Inch specifications

Select auto shut-off time after last setting,
or when copying i

(15~240}

L=

Default setting - Machine default

Metric specifications

Select auto shut-off time after last setting,
or when copying i (Gone.

N|nute

Default setting - Machine default

NOTES

« It is recommended that you try to set a longer time interval before
auto shut-off engages if you use the copier frequently, and to a
shorter time if there are long intervals between use.

« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Auto preheat time

Perform the following procedure to set the amount of time between
the point that copying ends and the energy-saving preheat mode
engages.

1

Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Copy
default Language
Bypass BOX
setting Management
Machine Document
default Management Iy

I Weekly
Vanagement
Print
report ‘]

Metric specifications

Default setting

3 Touch the “+” key or the “-” key to change the displayed time
to that desired (any available setting between 1 minute and
240 minutes).

Inch specifications

Select auto preheat time last setting
or when copyirgT

Default setting - Machine default

Metric specifications

Set the time for auto preheat mode after last setting,
or when copying i/

Default setting - Machine default

default

Language '1

Management 'l Week ;;
timer

Bypass
setting

Hard Disk
Management Iy

Machine Document Print
default Management report 5

Select “Auto preheat time” in the settings list on the left side

NOTE

* The setting can be made to any 1-minute increment between 1
minute and 45 minutes, 60 minutes, 90 minutes, 120 minutes, 180
minutes or 240 minutes.

e If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

of the touch panel and then touch the “Change #” key.

The “Auto preheat time” screen will be displayed.

Inch specifications

Default setting

Default menu i Setting mode m
‘Auto preheat time 15 Minute
Key sound ON/OFF on m _
Silent mode off ¥ oo
Date/Time 30/10/01 14:02 ¥
Time difference GMT+08:00 Change # ;

Close

; Default setting

Metric specifications

Default setting

Close

Key sound ON/OFF
Silent mode
Date/Time

Time difference

On

off

25/10/'01 14:02
GMT+00:00

Default menu i Setting mode
Auto preheat time 15Minute

&

Change # 'I

Default setting
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Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.



Section 7 COPIER MANAGEMENT FUNCTIONS

@ Copy eject location

Perform the following procedure to set where finished copies will be
ejected.

NOTE

This setting will only be displayed when the optional Document
Finisher or Multi Job Tray is installed on your copier.

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Default setting End

Coj

)
Bypass
setting

Weekly
=
BOX
Management Jg

Machine Document Print
default Management report ‘l

Metric specifications

Default setting

Week
(o)
Bypass Hard Disk
setting b Management

Print
report

Default setting

default /

Machine Document
default M| | Management

2 Select “Select Copy output mode” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Select Copy output mode” screen will be displayed.

Inch specifications

Default setting

Machine default

Default menu Setting mode (Al
‘Auto shut-off time 90 Minute
Auto preheat time 15 Minute m
Select Copy output mode Tray A Down
Key sound ON/OFF on
Silent mode off Change # g
Default setting

Metric specifications

Default setting

Default menu Setting mode m
‘Auto shut-off time 90Minute
Auto preheat time 15Minute [I; -
D
Select COPY output mode Tray A ¥ Doun
Key sound ON/OFF on
Silent mode off Change # 'I

Default setting

3 Touch the key that corresponds to the desired location.

Inch specifications

Set the default copy output destination

Default setting - Machine default

Metric specifications

Set the default copy output destination.

Default setting - Machine default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Touch panel sound ON/OFF

Perform the following procedure to set whether or not the touch panel
will emit a “beep” sound each time a key is touched. Select “Off” if you
want to turn the sound OFF.

1
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Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Copy Weekly
default ; Language Management fimer :
Bypass BOX
setting ;] Management
Machine Document Print
default | |_Management b report

Metric specifications

Default setting

Copy Week
dotlt Language .i Management \imer
Bypass Hard Disk
setting Management
Machine Document Print
default | | Management ¥ report

Select “Key sound ON/OFF” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Key sound ON/OFF” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode

Key sound ON/OFF on m -
Silent mode off ¥ oomn
Date/Time 30/107'01 14:02 &

Time difference GMT+08:00 Change # g

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode m
] Auto preheat time 15Minute
] Key sound ON/OFF on [i;
Silent mode Off v Down

Date/Time 25/10/'01 14:02 ']
Time difference GMT-+00:00 Change # J

i Default setting

3 Touch the “On” key or the “Off” key to turn the sound on the
touch panel ON or OFF, as desired.

Inch specifications

Close

Select panel key sound mode off/on.

Default setting - Machine default

Metric specifications

Select panel key sound mode off/on.

Default setting - Machine default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Silent mode ON/OFF 3 Touch the “On” key if you want to use the silent mode.
Perform the following procedure to set whether or not to use the silent Inch specifications
mode which shortens the length of time that the laser data writing

motor continues to spin after each copy job is finished. Turn the silent - oo T
mode ON if the noise of the motor bothers you in any way. {ee ihts mode [fyou are disiracted by moter sounds

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Default setting - Machine default

Inch specifications

Default setting

Metric specifications

Shorten laser motor rotating time for before/after copying
Use this mode if you are distracted by motor sound

Coj Weekl
= =
Bypass BOX
setting Management Jg
Machine Document Print
default Management report l

Default setting - Machine default

Metric specifications

Default setting
NOTE

If you want to quit the displayed setting without changing it, touch the

Copy Week « " . .
Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

2 Select “Silent mode” in the settings list on the left side of the
touch panel and then touch the “Change #” key. 5 Touch the “Close” key once again. The touch panel will return
The “Silent mode” screen will be displayed. to the “Default setting” screen.

Inch specifications

6 Touch the “End” key. The touch panel will return to the

Default setting
= contents of the “Basic” tab.

Default menu Setting mode m
Auto preheat time 15 Minute
Key sound ON/OFF on m -
Silent mode off ¥ Down

Date/Time 30/10/01 14:02 &
Time difference GMT+08:00 Change # g

i Default setting

Metric specifications

Default setting

Default menu Setting mode m
Auto preheat time 15Minute
Key sound ON/OFF On [I; -
D
Silent mode off ) ¥ ooun
Date/Time 25/10/'01 14:02 [}
Time difference GMT+00:00 Change # 'I

! Default setting
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® Day & time
Perform the following procedure to set the current date and time.

NOTE

BE SURE to perform the “Time difference” setting prior to setting the
day and time.

1
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Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting

Copy Weekly
default - Language Management {mor 1
Bypass BOX
setting by Management
Machine Document Print
default Management report

Metric specifications

Default setting

Copy Week
dotlt Language .i Management \imer
Bypass Hard Disk
setting Management
Machine Document Print
default | | Management ¥ report

Select “Date/Time” in the settings list on the left side of the
touch panel and then touch the “Change #” key.
The “Date/Time” screen will be displayed.

Inch specifications

Default setting

Close

; Default menu Setting mode [I;
Auto preheat time 15 Minute

j Key sound ON/OFF On m -
Silent mode off ¥ ooun
Date/Time 30110701 14:02 @

Time difference GMT-+08:00 Change # 'l

i Default setting

Metric specifications

Default setting

Close

1 Default menu Setting mode m
Auto preheat time 15Minute

Key sound ON/OFF On

Silent mode Off A
Date/Time 25/10/'01 14:02 L]
Time difference GMT+00:00 Change # J

i Default setting

3 Touch the “+” key or the “-” key to change the displayed
information for each field (“Year”, “Month”, “Day” and “Time”)
to the current time and date.

If you want the time to be automatically calculated for
daylight savings time, touch the “On” key under
“Summertime”.

Inch specifications

Default Setting

\

Metric specifications

| Close

Year Summertime
Month E o
Day L= 1C+1 E

Default seig—

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Time difference

Perform the following procedure to set a designated time difference.

1

Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Co Weekl
SR, e
Bypass BOX
setting ; Management
Machine Document Print
default | | Management I report

Metric specifications

Default setting

End

Copy Week
Bypass Hard Disk
seting M Management

Machine Document Print

default /] Management g report {

Select “Time difference” in the settings list on the left side of
the touch panel and then touch the “Change #” key.
The “Time difference” screen will be displayed.

Inch specifications

Default setting

] Default menu Setting mode
Auto preheat time 15 Minute

Key sound ON/OFF on m -
Silent mode off ¥ oomn
Date/Time 30/10/'01 14:02 @&

: Time difference GMT-+08:00 Change # 'l
! Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Auto preheat time 15Minute
Key sound ON/OFF on m -
Silent mode off ¥ oo
Date/Time 25/10/'01 14:02 &
Time difference GMT.+00:00 Change # 'I

Default setting

3 Touch the “+” key or the “-” key to change the displayed time
difference to the desired setting.

Inch specifications

Close

(=1

Default setting - Machine default

Metric specifications

=1

Default setting - Machine default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Changing the management code

Perform the following procedure to change the management code
used by the copy manager.

IMPORTANT!

If you change the management code from its factory default, be sure
to keep some sort of record of the new management code. If, for any
reason, you forget the registered management code, you will need to
contact your service representative.

1 Display the “Machine default” screen.
(See “(2) Accessing the machine default settings” on
page 7-21.)

Inch specifications

Default setting
Copy
Machine Document
default | | Management I

l Weekly
Management fimer ;
Bypass BOX
setting ; Management

Print

report

Metric specifications

Default setting

Copy ﬁ m

Bypass Hard Disk
setting M Management
Machine Document Print
default Management report

2 Select “Management code change” [“Change MGMT code
with #7] in the settings list on the left side of the touch panel
and then touch the “Change #” key.

The “Management code change” [‘Change MGMT code with
#’] screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode [I;
Silent mode Off S — — R
Date/Time 2001/10/30 14:02 T 1
Time difference GMT+08:00 ¥ oo
Management code change 6300
Auto shut-off on Change # g

Default setting

Metric specifications

Default setting

Default menu Setting mode m
Silent mode Off b b
Date/Time 30/10/'01 14:02 @& I ; ;
Time difference GMT+08:00 ¥ oown
Change MGMT code with # 6300
Auto shut-off On Change # 'l
Default setting
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3 Use the keypad to enter a new 4-digit management code.

Inch specifications

Able to change management code. (# key)

[

Default setting - Machine default

Metric specifications

Able to change management code. (# key)

_|Him.

Default setting - Machine default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® Auto shut-off ON/OFF

Perform the following procedure to set whether or not to have the auto
shut-off function automatically turn the main switch OFF a certain
amount of time after copying, or if no operation has been performed

on the copier during that time.

1 Display the “Machine default” screen.

(See “(2) Accessing the machine default settings” on

page 7-21.)

Inch specifications

Default setting

Copy
default ;

Machine Document
default Management

Bypass
setting

Weekly
[eragmen |
BOX
Management
Print
report ‘]

Metric specifications

Default setting

End

default

Bypass
setting W

Machine Document
default K| | Management ¥

e
‘| timer
Hard Disk
Management J§
Print
report Y

3

Touch the “On” key if you want to use the auto shut-off
function.

Inch specifications

Close

Select auto shut-off mode after last setting
or when copying is done

Default setting - Machine default

Metric specifications

Select auto shut-off mode after last setting
or when copying is done

Default setting - Machine default

NOTES

« If auto shut-off interferes with your copying operations, turn this

function OFF. However, it is recommended that you try to set a
longer time interval until auto shut-off engages before you actually

Select “Auto shut-off” in the settings list on the left side of the

turn it OFF.
« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

touch panel and then touch the “Change #” key.

The “Auto shut-off” screen will be displayed.

Inch specifications

Default setting

Default menu

Setting mode

Silent mode

Date/Time

Time difference
Management code change
Auto shut-off

Off

2001/10/30 14:02
GMT+08:00
6300

On

L

Default setting

Metric specifications

Default setting

Change MGMT code with #
Auto shut-off

Default menu Setting mode m
Silent mode Off b b
Date/Time 30/10/01 14:02 & ;
Time difference GMT+08:00 m

6300
On

4
Change # ']

Default setting

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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(4) Copy default settings

The following table indicates the copy default settings available in this copier. Change any or all of the settings as desired in order to make the most

effective use of your copier.

Default setting Description Available settings Factory Reference
setting page
Exposure mode Selects between auto exposure and manual Manual / Auto Manual 7-40
exposure as the default copy exposure mode in the
initial mode.
Exposure adjustment Changes the incremental step to be used during 1 step / 0.5 step 1 step 7-41
step adjustment of the copy exposure.
Original quality Determines the default setting that will be used for Text+Photo / Text / Text+Photo 7-42
the image quality in the initial mode. Photo
Custom original size Sets the custom paper sizes (settings No.1 through Off / On Off 7-43
(setting No.1 — No.4) No.4) that can be used under the original size
selection mode.
Inch specification -——=
Width: 2 — 11 518
(inches)
Length: 2 -17 (inches)
Metric specification
Width: 50 — 297 (mm)
Length: 50 — 432 (mm)
Eco print mode ON/OFF | Determines whether the Eco print mode will be the On / Off Off 7-44
default setting in the initial mode. In this case, the
amount of toner that is used to make the copies will
be reduced, and images will be printed out relatively
lighter than normal.
Black-line correction Turns black-line correction ON. If black lines Off / On Off 7-45
ON/OFF appear on copies when you feed originals from
the Document Processor (but they do not exist on
the originals themselves), this function will make
them less apparent.
Paper selection Sets whether the copier will automatically select the | APS / Default APS 7-46
same size of copy paper as the original once an drawer[cassette]
original is set (APS: auto paper selection mode), or
whether the drawer[cassette] selected “Default
drawer” [“Default cassette”] setting will be
automatically selected.
Paper type (auto Sets which types of paper can be selected under the | Off / On Off 7-47
paper selection mode) auto paper selecton mode. 0 0|——  — — — — —0— — — — —
* It is possible to select the type of paper that has Plain -——-
been designated for the drawer[cassette] currently Preprinted
in use. Recycled
Letterhead
Color [Colour]
Prepunched
Rough
Bond
Custom 1 —
Custom 8
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Default setting Description Available settings Factory Reference
setting page
Default drawer[cassette] | Sets one drawer[cassette] that will be selected 1st paper 1st paper 7-48
automatically regardless of the size of paper loaded 2nd paper
in that drawer[cassette]. 3rd paper
* It is NOT possible to select the multi-bypass tray 4th paper
as the default drawer[cassette].
* The drawer[cassette] No.4 setting will only be
displayed when the optional Side Feeder is
installed on your copier.
Cover drawer[cassette] Sets which drawer[cassette] will be used to feed the 1st paper Bypass 7-49
cover sheets in the cover mode, the booklet/stitching | 2nd paper
mode and the book to booklet mode. 3rd paper
* The drawer[cassette] No.4 setting will only be 4th paper
displayed when the optional Side Feeder is Bypass
installed on your copier.
Default magnification Sets whether or not the auto magnification selection Manual / AMS Manual 7-50
ratio mode will be used to automatically calculate the
appropriate magnification ratio when you select the
size of copy paper.
Auto exposure Adjusts the overall exposure level for the auto -3-43 Standard setting 7-51
adjustment exposure mode.
Auto exposure Adjusts the overall exposure level for scanning with -3-+43 Standard setting 7-52
adjustment (OCR) OCR (Optical Character Recognition) software when
using the optional scanner functions of this copier.
Manual exposure Adjusts the median exposure value when the -3-+3 Standard setting 7-53
adjustment (text+photo text+photo mode is selected for the image quality.
mode)
Manual exposure Adjusts the median exposure value when the text -3-43 Standard setting 7-54
adjustment (text mode) mode is selected for the image quality.
Manual exposure Adjusts the median exposure value when the photo -3-+3 Standard setting 7-55
adjustment (photo mode is selected for the image quality.
mode)
Sort mode Determines whether or not the Sort mode will be the | Sort:On / Sort:Off Sort:On 7-56
default setting in the initial mode.
Auto Rotation mode Determines whether or not the Auto Rotation mode Rotate / No Rotate Rotate 7-57
will be the default setting in the initial mode. If Auto
Rotation is turned ON, the image will be
automatically rotated even if the orientation of the
original is different from that of the paper loaded in
the drawers[cassettes].
Margin width Determines the default value of the location and Inch specification Inch 7-58
width of the margins in the margin mode. 0 —3/4 (inches) specification

Metric specification
0—-18 (mm)

Left: 1/4 (inches)
Top: 0 (inches)
Metric
specification
Left: 6 (mm)
Top: 0 (mm)
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Default setting Description Available settings Factory Reference
setting page
Erased border width Determines the default value for the width of the Inch specification Inch 7-59
border to be erased in the two border erase modes. Outside border: specification
0 — 3/4 (inches) Outside border:
Center area: 1/4 (inches)
0—1 12 (inches) Center area:
1/4 (inches)
Metric specification Metric
Outside border: specification
0—-18 (mm) Outside border:
Center area: 6 (mm)
0—36 (mm) Center area:
6 (mm)
Copy limit Sets the limit for the number of copies (or copy sets) | 1 —999 999 7-60
that can be made at a time.
Repeat copying ON/ Sets whether or not to prohibit repeat copying, as Off / On On 7-61
OFF well as whether or not to make repeat copying the
default setting in the initial mode. Sets whether to
turn the repeat copy mode ON or OFF.
Sets whether or not to make repeat copying the Off / On Off
default setting in the initial mode.
“Job history” screen ON/ | Sets whether or not the “Job history” screen will be Off / On/All job 7-62
OFF displayed or not. Also determines the contents of the | On/All job /
displayed information; select “On / reserved” [“On / On/reserved [On/reserv.
Reserv.job”] to have only reserved jobs (copy and job]
print jobs scheduled during print out of another job)
displayed in that screen.
Registration keys ON/ Sets whether or not to allow a “Register” key to be Off / On On 7-63
OFF displayed in the screen for those function and modes
which can be registered under the registration keys.
Functions and/or modes can only be registered
under registration keys through the “Register” key.
Customize screen layout | Changes the order of the main functions and modes Reduce/Enlarge / 1 Reduce/ 7-64
(Main functions) that are displayed in the “Basic” and the “User Exposure Mode / Enlarge
choice” tabs in order to make the display more Sort/Finish / 2 Exposure
appropriate to the way you use the copier. 1/2 sided / Mode
* Up to 6 functions and modes can be listed and Quality orig. / 3 Sort/Finish
displayed. Original size 4 1/2 sided
5 Quality orig.
6 Original size
Customize screen layout | Adds often-used functions and/or modes, and All functions and modes | 7 Border Erase 7-65

(Add functions)

changes the order of their layout, in order to make
the display more appropriate to the way you use the
copier.

other than those in the
“Basic” tab and the
“main functions” in the
“User choice” tab.

[Erase Mode]
8 Cover
9 (None)
10 Proof Copy
[Test copy]
11 (None)
12 Form Overlay
13 (None)
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(5) Accessing the copy default settings

Perform the following procedure when you want to access the
screens for each of the various copy default settings.

1 With the content of the “Basic” tab displayed, press the [¥%]
key. The “Default setting” screen will be displayed.

@ Management Interrupt l

Auto Selection

=i

GIOIONS

2 Touch the “Copy default” key on the left side of the touch
panel.

Inch specifications

Default setting

efault settil End

[irwoe |
Bypass
setting ¥

Weekly
timer

Management )

BOX
Management g

Machine Document Print
default ¥ Management J report "

Metric specifications

Default setting

==y

fimer.
Bypass i
setting

Hard Disk
Management

Machine Document Print
default ] Management g report

3 Use the keypad to enter the 4-digit management code.
The factory default setting is “6300”.

Inch specifications

Enter the administrator number

N

Metric specifications

Close i

Enter the administrator number

.

4 If the entered code matched the registered one, the “Copy
default” screen will be displayed.

Inch specifications

Default setting

Close

Default menu Setting mode 'y E
H P
Exposure mode Manual
Exposure steps 1step ¥
Original image quality Text + Photo ¥ oom

Original size (custom1) 11":ex16%s
Original size (custom2) 11":ex16%16

Change # 3

Default setting

Metric specifications

Default setting

Close

Copy default ...

Default menu Setting mode Y } A Up
Exposure steps 1 step E}
Image quality original Text + Photo
Original size (custom1) off
Original size (custom?) off Change # ;3

Default setting

NOTES

* It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

* Refer to the desired procedure(s) explained under “(6) Making copy
default settings” and perform the corresponding setting(s).

7-39



Section 7 COPIER MANAGEMENT FUNCTIONS

(6) Making copy default settings

Perform the following procedure that corresponds to the desired
setting.

@® Exposure mode

Perform the following procedure to select between auto exposure and
manual exposure as the default copy exposure mode in the initial
mode.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Language ;i Management .1 :?’meee,k‘y
Bypass BOX

setting Management

Machine Document Print

default___ B | Management M} report

Touch the “Manual” key or the “Auto” key, as appropriate.

Inch specifications

Close

Select default mode of copy exposure, auto or manual.

Default setting - Copy default

Metric specifications

Select default mode of copy exposure, auto or manual.

‘ Manual f

Default setting - Copy default

Metric specifications

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Default setting

Week
Language Managemenl;l s ;
Bypass Hard Disk
setting Management
Machine Document Print
default | Management g report

2 Select “Exposure mode” in the settings list on the left side of
the touch panel and then touch the “Change #” key.
The “Exposure mode” screen will be displayed.

Inch specifications

Default setting

Close

Default menu Setting mode ¢
Exposure mode Manual ;

Exposure steps 1 step [I;
Original image quality Text + Photo ¥ oown
Original size (custom1) 1"x16%:6

Original size (custom?2) 11"16x16%:¢ Change # g

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode ) S
e | A A
Exposure mode Manual

oo s Yaep (v )
Image quality original Text + Photo

Original size (custom1) off

Original size (custom?) off Change # 4

Default setting
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Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.



Section 7 COPIER MANAGEMENT FUNCTIONS

@ Exposure adjustment step

Perform the following procedure to change the incremental step to be
used during adjustment of the copy exposure.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Exposure steps” in the settings list on the left side of
the touch panel and then touch the “Change #” key.
The “Exposure steps” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode

Exposure mode Manual
Exposure steps 1 step m -
Original image quality Text + Photo ¥ oown
Original size (custom1) 1"Y5ox16-0

Original size (custom?) 11"16x16% Change # 'l

Default setting

Metric specifications

Default setting

Default menu Setting mode P

Exposure mode Manual
Exposure steps 1 step [I;
Image quality original Text + Photo

Original size (custom1) off

Original size (custom2) off Change # !!

=)

Default setting

3 Touch the “1 step” key or the “0.5 step” key, as appropriate.

Inch specifications

Close ;

Select step of copy exposure.

1o

Default setting - Copy default

Metric specifications

Close

Select adjustment step of copy exposure

‘ 1 step

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Original quality
Perform the following procedure to determine the default setting that
will be used for the image quality in the initial mode.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Defaul setting
Weekly
Language .3 Management '1 fimer ;
Bypass BOX
setting ; Management
Machine Document Print
default | |_Management I} report

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Machine Document Print
default by Management report

2 Select “Original image quality” [“Image quality Original”] in
the settings list on the left side of the touch panel and then
touch the “Change #” key.

The “Original image quality” [“lmage quality Original”] screen
will be displayed.

Inch specifications

Default setting

Detaut menu Sefing mode . i
LA § & Up
Exposure mode Manual
Exposure steps 1 step m -
Original image quality Text + Photo ¥ oown
Original size (custom1) 1"/ex16%:6
Original size (custom?) 17ex16%se Change # l

Default setting

Metric specifications

Default setting

Default menu Setting mode Y ; & U ;
Exposure steps 1step Ly ]
Image quality original Text + Photo
Original size (custom1) off
Original size (custom2) off Change # 4
Default setting —
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Touch the “Text+Photo” key, the “Photo” key or the “Text” key,
as appropriate.

Inch specifications

Select default mode of original image quality

Text + Photo

Photo

Text

Default setting - Copy default

Metric specifications

Select default mode of original quality.

Text+Photo

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Custom original size (setting No.1 — No.4)

Perform the following procedure to set the custom paper sizes
(settings No.1 through No.4) that can be used under the original size
selection mode.

1

Display the “Copy default” screen.

(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Bypass
setting 5

Copy
default
Machine

Document
default ] Management I

Weekly

BOX
Management

Print
report

Metric specifications

Default setting

Bypass
setting 5

Copy
defayl

timer,
Hard Disk
Management

3

Touch the “+” key or the “-” key under the “Y (Width)” and “X
(Length)” fields to change the displayed width and length,
respectively, to the desired setting.

If you do not want to register a custom original size, touch
the “Off” key.

Inch specifications

Close

Register custom size original

e ( 2~11%) ( 2-17)
%@E\ v [T 1] x Je 167 |
C+1 =+

=1 =1

1
{ Default setting - Copy default

Metric specifications

Register custom size original.

— (50~297) (50~432)
%%i\ v[T 100]mm  x[er 100]n
C+1 C+1

=1 =1

1
{ Default setting - Copy default

Machine Document Print
default Management report ;

NOTE

If you want to quit the displayed setting without changing it, touch the

2 Select one of the “Original size” settings (“custom 1” through “Back” key. The touch panel will return to the screen in step 2.

“custom 4”) in the settings list on the left side of the touch
panel and then touch the “Change #” key.
The screen to set the desired original size will be displayed.

Inch specifications

Default settin

Close

Default menu Setting mode

Exposure steps 1 step

Original image quality Text + Photo
Original size (custom1) 11"x16%:6
Original size (custom?) 17"/ex16%:s

.
] T ]

Change # ']

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode A ; P E
Exposure steps 1 step m
Image quality original Text + Photo
Original size (custom1) off
Original size (custom?) off Change # 4
Default setting N—

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Eco print mode ON/OFF 3 Touch the “On” key if you want to make the eco print mode

Perform the following procedure to determine whether or not the eco the default setting in the initial mode.

print mode will be the default setting in the initial mode. Inch specifications

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default setting
— p—N
Bypass BOX
setting ; Management
Machine Document Print Eco
default | |_Management I report i i
: Select default EcoPrint.

Default setting - Copy default

Metric specifications

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk

setting M Management NOTE

Machine Document Print
default by Management report

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

2 Select “Eco Print” in the settings list on the left side of the

touch panel .and then tough the. Change # key. 4 Touch the “Close” key. The touch panel will return to the
The “Eco Print” screen will be displayed. screen in step 2

Inch specifications

Default setting 5 Touch the “Close” key once again. The touch panel will
return to the “Default setting” screen.

Default menu Setting mode m -" Up
T Touch the “End” key. The touch panel will return to the
Eco Print Off .
O e [ A 6 !
Selectpaper APS contents of the “Basic” tab.
Select paper type(APS) off Change # l

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Originalsize(custom 4)
Dt

Selectpaper APS
Select paper type(APS) off Change # I

Default setting
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@ Black-line correction ON/OFF

Perform the following procedure to turn black-line correction ON and
make black lines, which appear on copies when you feed originals
from the Document Processor (but they do not exist on the originals
themselves), less apparent.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Bypass BOX
setting ; Management
Machine Document Print
default ¥ [_Management K report

Metric specifications

Default setting

Week
Bypass Hard Disk
setting 5 Management i
Machine Document Print
default Management report (]

Select “Correct. fine black line.” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Correct. fine black line.” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode
Original size(custom 4)
Eco Print off

Correct. fine black line. Off

Selectpaper APS
Select paper type(APS) off Change # !

Default setting

Metric specifications

Default setting

Default menu Setting mode m
Originalsize(custom 4)
Eco Print off m
Dt
Selectpaper APS
Select paper type(APS) off Change # !

Default setting

3 Touch the “On” key if you want to use black-line correction.

Inch specifications

-
This function able to be unremarkably
on black line of image.

Default setting - Copy default

Metric specifications

Close

This function able to be unremarkably
on black line of image.

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will
return to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Paper selection 3 Touch the “APS” key to have the same size of copy paper as

the original selected automatically, and the “Default
drawer[cassette]” key to have paper fed from the designated
default drawer[cassette].

Perform the following procedure to set whether the copier will

automatically select the same size of copy paper as the original once
an original is set, or whether the designated default drawer[cassette]
will be automatically selected. Inch specifications

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

i Default settin, i Default setting - Copy default

l Weekly
Language Management fimer :
Bypass BOX
setting - Management
Machine Document Print
default W |_Management b report S

Setting paper select mode

Default
cassette

Metric specifications

| APS

Metric specifications

Default setting

Default
cassette

Default setting - Copy default

Week
Language .i Management \imer .i
setting Management NOTE
Machine Document Print
default B | Management ¥ report

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

2 Select “Select paper” in the settings list on the left side of the
touch panel and then touch the “Change #” key. 4

i . Touch the “Close” key. The touch panel will return to the
The “Select paper” screen will be displayed.

screen in step 2.
Inch specifications

Default setting 5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Default menu Setting mode A w
Lal Touch the “End” kev. Th h I will h
Eopnt on ¥ 6 ouch the “En ey: e touch panel will return to the
Selectpaper APS contents of the “Basic” tab.
Select paper type(APS) off Change # I

Default setting

Metric specifications

Default setting

Default menu Setting mode m
Originalsize(custom 4)
Eco Print off m
D
Selectpaper APS
Select paper type(APS) off Change # I

Default setting
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@ Paper type (auto paper selection mode)

Perform the following procedure to set which types of paper can be
selected under the auto paper selection mode.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Select paper type(APS)” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Select paper type(APS)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Original size(custom 4)
Eco Print off [I; -
D

Selectpaper APS
Select paper type(APS) off Change # l

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Originalsize(custom 4)
Eco Print off [I; -
D

Selectpaper APS
Select paper type(APS) off Change # !

Default setting

Touch the “On” key and then touch the key that
corresponds to the types of paper you want to allow to
be used under the auto paper selection mode. If you do
NOT want to limit the types of paper that will be available
for use in that mode, touch the “Off” key.

Inch specifications

p—— .

Select paper type(s) for Auto Paper Selection.

off Preprinted Prepunched Custom 2 Custom 6
| On Recycled Rough Custom 3 Custom 7
Letterhead Bond Custom 4 Custom 8

Default setting - Copy default

Metric specifications

Select paper type(s) for Auto Paper Selection

Colour Custom 1 Custom 5

‘ Plain

Preprinted Prepunched Custom 2 Custom 6
[ Recycled Rough Custom 3 Custom 7
Letterhead Bond Custom 4 Custom 8

Default setting - Copy default

NOTES

« It is possible to select the type of paper that has been designated for
the drawer[cassette] currently in use.

« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Default drawer[cassette]

Perform the following procedure to set one drawer[cassette] that will

be selected automatically regardless of the size of paper loaded in

that drawer[cassette].

* It is NOT possible to select the multi-bypass tray as the default
drawer[cassette].
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default setting

Language ;; Management :?rf:f‘y ]
Bypass BOX

setting Management

Machine Document Print

default Management report

Metric specifications

Default setting

End

Week i
Language Managemem;l lmer
Bypass Hard Disk
setting M Management
Machine Document Print
default M | Management ¥ Leport

Select “Default drawer[cassette]” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Default drawer[cassette]” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode. [I;
:
Drawer for cover paper Bypass m
Default magnification Manual Down
Auto exposure adj.(Auto) Standard
Manual exp. adj.(Mixed) Standard Change # 'l

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode m
Default cassette 1st paper
Cassette for cover paper Bypass [I; -
Down
Default mode Manual hd

Auto exposure adj.(Auto) Standard
Manual exp. adj. (Mixed) Standard Change # Il

Default setting

3 Touch the key that corresponds to the desired
drawer[cassette].

Inch specifications

Select priority drawer.

‘ 1stpaper |

2nd paper

3rdpaper { 4th paper

Default setting - Copy default

Metric specifications

Select paper cassette for default setting.

2nd paper

3rd paper 4th paper

Default setting - Copy default

NOTES

« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

» The drawer[cassette] No.4 setting will only be displayed when the
optional Side Feeder is installed on your copier.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.



Section 7 COPIER MANAGEMENT FUNCTIONS

® Cover drawer[cassette]

Perform the following procedure to set which drawer[cassette] will be
used to feed the cover sheets in the cover mode, the booklet/stitching
mode and the book to booklet mode.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Bypass BOX

setting ; Management
Print

report

Machine Document
default ] Management I

Metric specifications

Default setting
Bypass Hard Disk
setting ] Management i
Print
report (|

Machine Document
default Management

Select “Drawer for cover paper” [“Cassette for cover paper’]
in the settings list on the left side of the touch panel and then
touch the “Change #” key.

The “Drawer for cover paper” [‘Cassette for cover paper”]
screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode. [I;
-
Drawer for cover paper Bypass m
Default magnification Manual Down
Auto exposure adi.(Auto) Standard
Manual exp. ad.(Mixed) Standard Change # ']

Default setting

Metric specifications

Default setting

Default menu Setting mode

Default cassetie 15t paper

Cassette for cover paper Bypass
Default mode Manual

Auto exposure adj.(Auto) Standard

Manual exp. adj. (Mixed) Standard Change # I!

Default setting

3

Touch the key that corresponds to the desired
drawer[cassette].

Inch specifications

Select drawer for cover paper.

1st paper ]

2nd paper

3rd paper | ath paper

Default setting - Copy default

Metric specifications

Select cassette for cover paper.

1st paper

2nd paper

3rdpaper | ath paper

Default setting - Copy default

NOTES

« If you want to quit the displayed setting without changing it, touch
the “Back” key. The touch panel will return to the screen in step 2.

» The drawer[cassette] No.4 setting will only be displayed when the
optional Side Feeder is installed on your copier.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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Section 7 COPIER MANAGEMENT FUNCTIONS

@ Default magnification ratio

Perform the following procedure to set whether or not the appropriate
magnification ratio to be calculated automatically when you select the
size of copy paper.

1
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Language Management '1 x‘"nesf‘y ;
Bypass BOX

setting ; Management

Machine Document Print

default by Management I report

Metric specifications

Default setting

l Week ;
Language Management limer
Bypass Hard Disk
setting 5 Management
Machine Document Print
default Management report

Select “Default magnification” [“Default mode”] in the settings
list on the left side of the touch panel and then touch the
“Change #” key.

The “Default magnification” [“Default mode”] screen will be
displayed.

Inch specifications

Default setting

Default menu Setting mode. [I;
:
Drawer for cover paper Bypass m
Default magnification Manual Down
Auto exposure adj.(Auto) Standard
Manual exp. adj.(Mixed) Standard Change # 'l

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode m
Default cassette 1st paper
Cassette for cover paper Bypass [I; -
Down
Default mode Manual hd

Auto exposure adj.(Auto) Standard
Manual exp. adj. (Mixed) Standard Change # Il

Default setting

3 Touch the “Manual” key or the “AMS” key, as appropriate.

Inch specifications

Close

Select default magnification mode.

| Manual

AMS

Default setting - Copy default

Metric specifications

Select default zoom mode

AMS

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.



Section 7 COPIER MANAGEMENT FUNCTIONS

@ Auto exposure adjustment

Perform the following procedure to adjust the overall exposure level
for the auto exposure mode.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Auto exposure adj. (Auto)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Auto exposure adj. (Auto)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
___Dofautmenu | Settingmode | o
Default drawer 75t paper
Drawer for cover paper Bypass [I; v
Default magnification Manual Down

Auto exposure adj.(Auto) Standard
Manual exp. adj.(Mixed) Standard Change # I!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Default cassette 15t paper
Cassette for cover paper Bypass ¥ -
Dr
Default mode Manual ¥ Down
Auto exposure adj.(Auto) Standard
Manual exp. adi. (Mixed) Standard Change # 'I

Default setting

3 Touch the “Lighter” key or the “Darker” key, as appropriate, to
move the cursor on the exposure scale and adjust the
exposure as desired.

Inch specifications

Adjust copy exposure default setting. (Auto)

Default setting - Copy default

Metric specifications

Adjust default setting of copy exposure. (Auto)

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will
return to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Auto exposure adjustment (OCR)

Perform the following procedure to adjust the overall exposure level
for scanning with OCR (Optical Character Recognition) software
when using the optional scanner functions of this copier.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Language Management '1 x‘"nesf‘y ;
Bypass BOX

setting ; Management

Machine Document Print

default by Management I report

Metric specifications

Default setting

l Week ;
Language Management limer
Bypass Hard Disk
setting 5 Management
Machine Document Print
default Management report

2 Select “Auto exposure adj. (OCR)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Auto exposure adj. (OCR)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode. [I;
P
Default cassette 15t paper
Dravor for Gover paper Bypaos ¥l v
Default magnification Manual Down

Auto exposure adj.(Auto) Standard
Auto exposure adj.(OCR) Standard Change # J

Default setting

Metric specifications

Default setting

Close

Default menu Setting mode m
Default cassette 1t paper
Cassette for cover paper Bypass [I; ~
Down
Default mode Manual hd

Auto exposure ad.(Auto) Standard
Auto exposure adj.(OCR) Standard Change # Il

Default setting
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NOTE

Touch the “Lighter” key or the “Darker” key, as appropriate, to
move the cursor on the exposure scale and adjust the
exposure as desired.

Inch specifications

Default setting - Copy default

Metric specifications

Close

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will
return to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® Manual exposure adjustment (text+photo mode)

Perform the following procedure to adjust the median exposure value
when the text+photo mode is selected for the image quality.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Print
report

Default setting

Machine Document
default | |_Management I

Metric specifications

Default setting

End
Week
Bypass
setting 5

Hard Disk
Management

Machine Document Print
default ] Management g report {

Select “Manual exp.adj. (Mixed)” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Manual exp.ad]. (Mixed)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Default drawer 15t paper
Drawer for cover paper Bypass [I;
Default magnification Manual own
Auto exposure adj.(Auto) Standard
Manual exp. adj.(Mixed) Standard Change # J

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Default cassette 1st paper
Cassette for cover paper Bypass ¥
Default mode Manual ¥ oown
Auto exposure adj.(Auto) Standard
Manual exp. adi. (Mixed) Standard Change # 'I
Default setting

3

NOTE

Touch the “Lighter” key or the “Darker” key, as appropriate, to
move the cursor on the exposure scale and adjust the
exposure as desired.

Inch specifications

Adjust copy exposure default setting.(Manual, Text+Photo)

=2 2 -l 0+ 2 43

S T S S T
(] Lighter a

Default setting - Copy default

Metric specifications

Manual exp. adj. (Mixed)

= 2 -l 0 4 # 43

I i ' 1 ' L 1
G Lighter S

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® Manual exposure adjustment (text mode)

Perform the following procedure to adjust the median exposure value
when the text mode is selected for the image quality.

1
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default setting
—=a
BOX
Management
Print
report

Language ;3
Bypass
setting .

Machine Document
default | |_Management I

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Print
report

Machine Document
default ; Management

Select “Manual exp.adj. (Text)” in the settings list on the left
side of the touch panel and then touch the “Change #” key.
The “Manual exp.ad]. (Text)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Manual exp. adj.(Text) Standard
Manual exp. adj.(Photo) Standard m
Sort Sort: On ¥ oown
Auto Rotation Rotate
Default margin width Left '/ 0" Change # 'l
Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Manual exp. adj. (Text) Standard
Manual exp. adj. (Photo) Standard m -
D
Sort Sort:On ¥ oomn
Auto Rotation Rotate
Default margin width Left6mm  Omm Change # l
Default setting

Touch the “Lighter” key or the “Darker” key, as appropriate, to
move the cursor on the exposure scale and adjust the
exposure as desired.

Inch specifications

Default setting - Copy default

Metric specifications

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Manual exposure adjustment (photo mode)

Perform the following procedure to adjust the median exposure value
when the photo mode is selected for the image quality.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Manual exp.adj. (Photo)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Manual exp.adj. (Photo)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode [I;
Manual exp. adi.(Text) Standard
Manual exp. adj.(Photo) Standard m -
Sort Sort:On ¥ bown

Auto Rotation Rotate
Default margin width Left /" 0" Change # ;!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Manual exp. adj. (Text) Standard
Manual exp. adj. (Photo) Standard m -
D
sort Sort:On ¥ Down

Auto Rotation Rotate
Default margin width Leftémm  Omm Change # I

Default setting

3 Touch the “Lighter” key or the “Darker” key, as appropriate, to
move the cursor on the exposure scale and adjust the
exposure as desired.

Inch specifications

Adjust copy exposure default setting. (Manual, Photo)

-3I -2 -1 0+ £ 43

(] Lighter a

Default setting - Copy default

Metric specifications

Manual exp. adi. (Photo) [_Close 1}

Adjust default setting of copy exposure. (Manual, Photo)

-3 2 - 0 #41 £ £

— 5 4+ "1
(] Lighter Py

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® Sort mode ON/OFF

Perform the following procedure to determine whether or not the Sort
mode will be the default setting in the initial mode.

1
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Defaul setting
Weekly
Language .3 Management '1 fimer ;
Bypass BOX
setting ; Management
Machine Document Print
default | |_Management I} report

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Machine Document Print
default by Management report

Select “Sort” in the settings list on the left side of the touch
panel and then touch the “Change #” key.
The “Sort” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Sort Sort :On
Auto Rotation Rotate m

Default erase width Border '/s"  Center '/s"
Preset limit 999Set Change # 'l

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Sort Sort : On
Auto Rotation Rotate m -
D
Default erase width Border 6mm Center 6mm
Preset limit 999 Set Change # g

Default setting

3 Touch the “Sort:On” key if you want to make the Sort mode
the default setting in the initial mode.

Inch specifications

Select default mode for sort, ON or OFF.

Sort : Off

Default setting - Copy default

Metric specifications

Select default mode of sort, ON or OFF.

‘ Sort:On |

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Auto Rotation mode ON/OFF

Perform the following procedure to determine whether or not the Auto
Rotation mode will be the default setting in the initial mode.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Auto Rotation” in the settings list on the left side of
the touch panel and then touch the “Change #” key.
The “Auto Rotation” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode
—_— | Up
= B LA ]
v

Auto Rotation Rotate
Default margin width Left /s" 0"

Default erase width Border i Center /"
Preset limit 999Set Change # '!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Sort Sort: On
Auto Rotation Rotate m -
D

Default erase width Border 6mm Center 6mm
Preset limit 999 Set Change # i]

Default setting

3 Touch the “Rotate” key if you want to make the Auto Rotation
mode the default setting in the initial mode.

Inch specifications

Close

Select default mode for Auto Rotation, ON or OFF.

No Rotate

‘ Rotate

Default setting - Copy default

Metric specifications

Select default mode of Auto Rotation, ON or OFF.

No Rotate

‘ Rotate

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® Margin width 3 Touch the “«” key or the “P” key, and the “A” key or the “¥”
key, as desired, to change the default margins and margin

Perform the following procedure to determine the default value of the
widths to the desired setting.

location and width of the margins in the margin mode.

Inch specifications

1 Display the “Copy default” screen. ; -
(See “(5) Accessing the copy default settings” on page 7-39.) Adjust default setting of margin width.

Front page

Inch specifications

Default setting

Default setting

(0~%/s)

= |

Language ; Managementl x\rlnSeeva ] Default setting - Copy default

sling. . b Mapagement Metric specifications
Machine Document Print
default K |_Management I report

efault margin width

Adjust default setting of margin width
Front page

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Machine Document Print
default by Management report

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the

o ) . ) “Back” key. The touch panel will return to the screen in step 2.
2 Select “Default margin width” in the settings list on the left

side of the touch panel and then touch the “Change #” key.
The “Default margin width” screen will be displayed.

Inch specifications 4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

Default setting

5 Touch the “Close” key once again. The touch panel will return

Default S d “ H ”
a1 to the “Default setting” screen.
Auto Rotatic Rotat
T Co)

Default erase width Border '/s"  Center '/s"
Preset limit 999Set Change # '] . N .
I l 6 Touch the “End” key. The touch panel will return to the
Default setting

contents of the “Basic” tab.

Metric specifications

Default setting

Default menu Setting mode [I;
Sort Sort : On
Auto Rotation Rotate m -
D
Default erase width Border 6mm Center 6mm
Preset limit 999 Set Change # g

Default setting
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® Erased border width

Perform the following procedure to determine the default value for the
width of the border to be erased in the two border erase modes.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setti

Weekly
Bypass BOX
setting ; Management
Machine Document Print
default ¥ | Management B report

Default setting

Metric specifications

Default setting

End

Week
Bypass Hard Disk
seting M Management
Machine Document Print
default /] Management report {

Select “Default erase width” in the settings list on the left side
of the touch panel and then touch the “Change #” key.
The “Default erase width” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Sort Sort :On
Auto Rotation Rotate m

Default erase width Border i Center /"
Preset limit 999Set Change # '!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Sort Sort : On
Auto Rotation Rotate m -
D
Default erase width Border 6mm Center 6mm
Preset limit 999 Set Change # g

Default setting

Fy TouCh the "+” key or the " key under the “Border” and
“Center” fields to change the displayed widths to those
desired.

Inch specifications

Adjust default setting of erase width
r

(0~

Border * Gonter
+

Cx ]
=1

Default setting - Copy default

.

Metric specifications

Default erase width

Adjust default setting of erase width

p
(0~18) (0~36)
=1 =1
.

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Copy limit

Perform the following procedure to set the limit for the number of
copies (or copy sets) that can be made at a time.

1
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default setting
—=a
BOX

Print
report

Language ;3
Bypass
setting .

Machine Document
default | |_Management I

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Print
report

Machine Document
default ; Management

Select “Preset limit” in the settings list on the left side of the
touch panel and then touch the “Change #” key.
The “Preset limit” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Sort Sort :On
Auto Rotation Rotate m
Default erase width Border " Center /4"
Preset limit 999Set Change # ']

Default setting

Metric specifications

Default setting

Default menu Setting mode

Sort Sort: On [I;

Auto Rotation Rotate m -
' Down

Default margin width Leftémm  0mm —

Default erase width Border 6mm Center 6mm
Change # Il

Preset limit 999 Set

Default setting

Touch the “+” key or the “-” key to change the copy limit to
the desired setting.

Inch specifications

Close

Default setting - Copy default

Metric specifications

).

Default setting - Copy default

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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® Repeat copying ON/OFF

Perform the following procedure to set whether or not to prohibit
repeat copying, as well as whether or not to make repeat copying
the default setting in the initial mode.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting
Bypass BOX
setting ; Management
Print
report

Machine Document
default ] Management I

Metric specifications

Default setting
Bypass Hard Disk
setting ] Management i
Print
report (|

Machine Document
default Management

2 Select “Modify Copy” in the settings list on the left side of the
touch panel and then touch the “Change #” key.
The “Modify Copy” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode [I;
Modify Copy On/ Off R e eneon
Job Queue Report On(All job) . H
[@ Display register key on i ¥ pown
Customize(Main function)

Customize(Add function) Change # '!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
4

Modify cop On/ Off - JE—
Job Queue Report On(All jobs) -
[FDisplay"Register'key on ¥ bown

Customize(Main function)
Customize(Add function)

Change # 'I

Default setting

3 If you want to prohibit repeat copying, touch the “Off” key. If
you want to make repeat copying the default setting in the
initial mode, touch the “On” key.

Inch specifications

Select ON ta activata Madifv Conv or OFF
to inactffate it.
Function Default

| Off

Default setting - Copy default

Metric specifications

Select ON to activate Madifv Conv or OFF
to inactiv ffe 1t

Function Default

| off

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@® “Job history” screen ON/OFF

Perform the following procedure to set the contents of the “Job
history” screen or turn display of that screen OFF.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default setting
—=a
BOX
Management
Print
report

Language ;3
Bypass
setting .

Machine Document
default | |_Management I

Metric specifications

Default setting

Week ;
Language Management limer

Bypass Hard Disk
setting M Management

Print
report

Machine Document
default ; Management

2 Select “Job Queue Report” in the settings list on the left side
of the touch panel and then touch the “Change #” key.
The “Job Queue Report” screen will be displayed.

Inch specifications

Default setting

Modify Copy On / Off
Job Queue Report On(All job) ¥ r
[ Display register key on . § # Down

Customize(Main function)
Customize(Add function)

Change # 'l

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Modify cop On / Off p—— —
Job Queue Report On(All jobs)

[FDisplay'Register'key on

Customize(Main function)
Customize(Add function)

Change # ;}

Default setting
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3 If you do NOT want to display the “Job history” screen, touch
the “Off” key. If you DO want to display the “Job history”
screen, touch the “On/All job” key or the “On/reserved” [“On/
reserv.job”] key, as appropriate.

Inch specifications

Select ON to activate Copy Job Log or OFF
to inactivate it.

Default setting - Copy default

Metric specifications

Close

lob Queue Report

Select ON to activate Copy Job Log or OFF
to inactivate it.

on/
reserv.job

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Registration keys ON/OFF

Perform the following procedure to set whether or not to allow a
“Register” key to be displayed in the screen for those function and
modes which can be registered under the registration keys. Functions
and/or modes can only be registered under registration keys through
the “Register” key.

1 Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Bypass
setting

Weekly

=
BOX
Management Jg

Machine Document Print
default Management report ‘l

Metric specifications

Default setting

Week
e
Bypass Hard Disk

setting ¥ Management J§

Machine Document Print
default ¥ | Management ¥ report ;

2 Select “Display register key” [‘Display "Register" key”] in the
settings list on the left side of the touch panel and then touch
the “Change #” key.

The “Display register key” [“Display "Register" key”] screen
will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Modify Copy On / Off
Job Queue Report On(All job) [ f
[ Display register key on H— ; ¥ Down
Customize(Main function)
Customize(Add function) Change # I!

Default setting

Metric specifications

Default setting

Default menu Setting mode [I;
Modify coj On / Off — - —
Job Queue Report On(Al jobs) !

[EDisplay'Register'key on
Customize(Main function)
Customize(Add function) Change # '!

Default setting

3 If you want the “Register” key to be displayed, touch the “On”
key. If you do NOT want it to be displayed, touch the “Off”
key.

Inch specifications

Select One touch key On/Off
Able to use Register key on each screen

Default setting - Copy default

Metric specifications

Select to show Register key On/Off
Able to use Register key to register/delete at each page

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Customize screen layout (Main functions)

Perform the following procedure to change the order of the main
functions and modes that are displayed in the “Basic” and the “User
choice” tabs in order to make the display more appropriate to the way
you use the copier.
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Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting

Default settin

Weekly
Language Management '1 limer ;
Bypass BOX
setting ; Management

Machine Document Print

default ; Management I report

Metric specifications

Default setting

Week
Language .i Management \imer .i
Bypass Hard Disk
setting Management
Machine Document Print
default B | Management ¥ report

Select “Customize(Main function)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Customize(Main function)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode m
Modify Copy On / Off R e
Job Queue Report On(All job) .
[@ Display register key On F pown
Customize(Main function)
Customize(Add function) Change # ll
Default setting

Metric specifications

Default setting

Default menu Setting mode m
Modify co On / Off
Job Queue Report On(All jobs) [
H § Down
[ADisplay'Register'key on ¥
Customize(Main function)
Customize(Add function) Change # Il
Default setting

3 If you want to change the order of the basic functions and
modes, touch the “A” or the “¥” cursor key to select the item
you want to move. Then touch the “Move ahead” key or the
“Move behind” [“Move backward”] key to move that item and
change the order of display. The final display of the basic
functions and modes will be in accordance with the numbers
in the list and those shown in the tabs to the left of that list.

Inch specifications

Gustormize(Miain tuncion) '
Basic Register mode
|l Reduce/Enlarge
2 Exposure Mode Ahead
3 FI [ ] 3 Sort/Finish oo
4 1/2sided i
User choice Behind
5 Orig. quality
45 8 B % b Original size

s = 2 [N 6

Default setting - Copy default

Metric specifications

Basic Register mode
[Bll Reduce/Enlarge
2 Exposure Mode ahead
T W 3 Sort/Finish Viove
User eh 4 1/2sided backward
ser choice 5 Quality orig
4 5 6 B E 6 Original size
P Ly 14 ]
Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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@ Customize screen layout (Add functions)

Perform the following procedure to add often-used functions and/or
modes, or to change the order of their layout, in order to make the
display more appropriate to the way you use the copier.

1

Display the “Copy default” screen.
(See “(5) Accessing the copy default settings” on page 7-39.)

Inch specifications

Default setting
Bypass BOX
setting ; Management
Machine Document Print
default ¥ [_Management K report

Metric specifications

Default setting

Week
Bypass Hard Disk
setting 5 Management i
Machine Document Print
default Management report (]

Select “Customize(Add function)” in the settings list on the
left side of the touch panel and then touch the “Change #”
key.

The “Customize(Add function)” screen will be displayed.

Inch specifications

Default setting

Default menu Setting mode
Modify Copy On / Off
Job Queue Report On(All job)
[# Display register key on

Customize(Main function)
Customize(Add function)

Default setting

Metric specifications

Default setting

Job Queue Report On(All jobs)

Default menu Setting mode m
Modify cop On / Off b

[Display"Register'key on

4
Customize(Main function)
Customize(Add function) Change # 'I

Default setting

3 If you want to add functions and/or modes to the “User
choice” tab, touch the “A” or the “¥” cursor key under the list
on the right to select the item you want to add. Then touch
the “A” or the “¥” cursor key under the list on the left to
select in what order you want it to be added in that tab.
Finally, touch the “4=” key to add the selected item to the
“User choice” tab.

Inch specifications

Basic Register mode Addition mode
5 le 8 [ Vergn | [ Nove ]|
8 Border Erase E Select paper
_ R 9 Combine
10 None Auto Selection
User choice 11 None Batch scanning
8 1 8 12 None

At XA Y JCa’]

Default setting - Copy default

Metric specifications

Basic Register mode Addition Mode
ilE B ! [None |
8 Cover m Select paper
I i 9 None
10 Test copy Auto selection
User choice 11 None Batch scanning
g2 B B 1 o8 12 Form overlay

9 w I 13
A [ LY L&) LY J[ 4 ]

Default setting - Copy default

NOTE

If you want to quit the displayed setting without changing it, touch the
“Back” key. The touch panel will return to the screen in step 2.

4 Touch the “Close” key. The touch panel will return to the
screen in step 2.

5 Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.

6 Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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4. Multi-bypass tray paper settings

(1) Paper size and type

Perform the following procedure in order to use the multi-bypass tray

to feed copy paper.

With the content of the “Basic” tab displayed, press the [¥%]
key. The “Default setting” screen will be displayed.

|Auto Selection

=i

@

3

@ )
°© @ ®

(8)

Management

®

A7 NN

Interrupt [

Stop/
Clear

2 Touch the “Bypass setting” key.
The “Bypass setting” screen will be displayed.

Inch specifications

Copy
default

Language .}

Weekly

Bypass
settin

Machine Document
default Management

BOX
Management
Print

report

Metric specifications

Default setting

Copy
default ;

Language

Menagement W
1 limer H

Bypass
setting

Machine Document
default Management

Hard Disk
Management
Print

report

3 Specify the desired method of selecting the paper size.
If you select “Auto Detection” here, select the desired unit of
measure (“Centimeter” or “Inch”) as well, and then go directly
to step 5. If you want to select a custom paper size, touch the
“Input size” and then go to the next step.

Inch specifications

Default setting

Paper size

Input size

1 Standard

Paper type

Plain Select
paper type

Metric specifications

Default setting

Paper size

Input size

Paper type

Select
paper type I
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4

Touch the “+” key or the “-” key to change each of the

displayed sizes (length and width) to the desired settings.

* In metric specification copiers, the desired sizes can also
be entered directly by touching the corresponding “#keys”
key and then using the keypad.

Inch specifications

Default setting

Paper size (37/~11%%) (5%:~17) Paper type
Y |I 17 | X |K—M 16%e |
Plain Select
I + ; [ + l paper type

i [ Others
| [ Standard

Metric specifications

Default setting

Paper type

Input size

(=1 =1

Paper size (98~297)

v|I 297 |mm

(148~432)
x| 420 |m

A Sell

= ] ran
i | =2 —

Others

(s ] e ]

Touch the “Select paper type” key.
The “Select paper type” screen will be displayed.

Touch the key that corresponds to the type of paper to be
used, and then touch the “Close” key. The touch panel will
return to the screen in step 4.

Inch specifications

Default setting

Custom 1 Custom 5

Custom 2 Custom 6

Labels Cardstock
Transp- Recycled Color Envelope
arenc

Rough Preprinted Prepunched Custom 3 Custom 7

Vellum Bond Letterhead Custom 4 Custom 8

Metric specifications

Default setting

Labels Cardstock Custom 1 Custom 5
Recycled Colour Envelope Custom 2 Custom 6
Preprinted Prepunched Custom 3 Custom 7
Vellum Bond Letterhead Custom 4 Custom 8

Touch the “Close” key once again. The touch panel will return
to the screen in step 2. Touch the “End” key. The touch panel
will return to the contents of the “Basic” tab.
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(2) Selecting other standard sizes Touch the “Select size” key. The “Select size” screen will be
displayed.
Perform the following procedure when you want to print out onto other
standard sizes of special paper.

_ . , Default setting "
1 With the content of the “Basic” tab displayed, press the [%] ! S B

key. The “Default setting” screen will be displayed.

Inch specifications

Paper size Paper type

Auto
Detection
Input size

[Auto Selection * Management Interrupt l MOthers |
f O @ | Standard

== s

Select ]
paper type I |

Metric specifications

DN
4) (5) (6) Stop, - -

Clear

@ ® @ =

Paper size Paper type

Auto
o

paper type

2 Touch the “Bypass setting” key.

The “Bypass setting” screen will be displayed. )
5 Touch the key that corresponds to the size of paper you want

to use, and then touch the “Close” key. The touch panel will

et

e Inch specifications

Copy Weekly :
Language Management \ | o CF Default setting
Bypass BOX = ——
setting Management Jg§
Machine Document Print
default i |_Management M report ;

Inch specifications

Select size

YOUKEI 2

ovey ) comm#to | voukers
] o 81/x13" EEVEIOD
Metric specifications Ervelop
C5
—
- Metric specifications

Language ;} Management Default Setﬁng

Bypass Hard Disk
setting I Management
Machine Document Print
default ¥ | Management i report YOUKEI 2

S;’ggﬁlu comm #10 | YOUKEI 4
81/2x13" S’L“’e“"’
3 Touch the “Others Standard” key. Envelop

Inch specifications

Default setting

Paper size Paper type

Plain Select
papertype p £

Auto
_Detection. ..

Inout size

Standard
Metric specifications

Default setting

ng

Paper size Unit Paper type ]
| @ Plain Select ]
Detection e A B |
Input size ]

Others
Standard
L\ mm—
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7

7-68

Touch the “Select paper type” key. The “Select paper type”
screen will be displayed. Touch the key that corresponds to
the type of paper you want to use, and then touch the “Close”
key. The touch panel will return to the screen in step 4.

Inch specifications

Default setting

Labels Cardstock Custom 1 Custom 5
Transp- Recycled Golor Envelope Custom 2 Custom 6
arenc,

Rough Preprinted Prepunched Custom 3 Custom 7

Vellum Bond Letterhead Custom 4 Custom 8

Metric specifications

Default setting

H Labels Cardstock Custom 1 Custom 5

Recycled Colour Envelope Custom 2 Custom 6

arency

Rough Preprinted Prepunched Custom 3 Custom 7

Vellum Bond Letterhead Custom 4 Custom 8

Touch the “Close” key. The touch panel will return to the
screen in step 2. Touch the “End” key. The touch panel will
return to the contents of the “Basic” tab.
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5. Box management default settings

Perform the following settings in order to manage the “boxes” that are used under the document management functions.

(1) Box settings

Setting Description Reference page

® Document list print out This procedure will allow you to print out a list of all of the images stored in the box for the form 7-70
overlay mode, of the documents stored in the shared data box or of the documents stored in the
synergy print boxes.

@ Reset box This procedure will delete all of the image data that is stored in the “Form” box, as well as the 7-71
documents stored in the shared data box and the synergy print boxes. Make absolutely certain
that you do not need the corresponding data before you attempt to delete it.

® Box name & password / This procedure will allow you to change the name and password for any one of the synergy print 7-71

Clear data in box boxes as well as delete at one time all of the data registered in any one box. If you register a

password for any of these boxes, you will need to enter the registered password in order to print
out or delete any documents that are stored win that box.

® Document save time This procedure will allow you to select the length of time that will elapse before each job in a 7-73
synergy print box is automatically deleted. Set this time to any number of days between 1 and 7.
* This setting cannot be made independently for each box.

(2) Accessing the box management default settings 3 Use the keypad to enter the 4-digit management code.

Perform the following procedure when you want to access the

The factory default setting is “6300”. If the entered code

“Document Management” screen for each of the various box screen will be displayed.

management default settings.

With the content of the “Basic” tab displayed, press the [¥%]
key. The “Default setting” screen will be displayed.

Inch specifications

Enter the administrator number

HIEn

lAuto Selection *
O

Management Interrupt |

&

matched the registered one, the “Document Management”

T @ @&@ Reset@ Metric specifications
@ @ @ Stop/

Enter the administrator number

Clear

2 Touch the “Document Management” key.

Inch specifications

Default setting

0 ®) @) 2 0000

Copy

default

Machine Document
default A Management P

Bypass BOX

setting Management Jg§
Print
report ]

Metric specifications

Default setting

Copy

default |
Machine Docu it
default A Mana ent py

Week
[
Bypass Hard Disk
setting b Management
Print
report
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4 Touch the key that corresponds to the desired box 2 A document list will be printed out for that box. once print out
management default setting. is completed, the touch panel will return to the screen in step
1.

Inch specifications

Document Management 3 Touch the “Close” key. The touch panel will return to the

“Default setting” screen. Touch the “End” key. The touch panel

will return to the contents of the “Basic” tab.
Shared Data Box Synergy Print Box Form box
Print Print Box Print
the list the list editin the list
Reset Reset Document Reset
Box Box save term Box
Default setting

Metric specifications

Document management

Document management Close

Shared Data Box Synergy Print Box Form box

Print Print Box Print
the list the list editin the list
Reset Reset Document Reset
Box Box savin Box

Default setting

NOTES

« It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

* Refer to the desired procedure(s) explained under “(3) Making box
management default settings” and perform the corresponding
setting(s).

(3) Making box management default settings

Perform the following procedure that corresponds to the desired
setting.

@® Document list print out

1 Touch the “Print the list” key under the box (“Form Box”,
“Shared Data Box” or “Synergy Print Box”) for which you
want to print out the document list.

Inch specifications

Document Management

Close

Shared Data Box Synergy Print Box Form box
Print Print Box Print
the list the list editin the list
Reset Heset Document Heset

Box Box save term Box

Default setting

Metric specifications

Document management

Shared Data Box Synergy Print Box Form box
Print Print Box Print
the list the list editin the list
Reset Reset Document Heset

Box Box savin Box

Default setting
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® Reset box

1

Touch the “Reset Box” key under the box (“Form Box”,
“Shared Data Box” or “Synergy Print Box”) that you want to
delete all data for.

A verification screen will be displayed.

Inch specifications

Document Management

Close

Document Management

Shared Data Box
Print
the list
Reset
Box

Default setting

Synergy Print Box Form box

Print Box Print

the list editin the list
Reset Document Reset
Box save term Box

Metric specifications

Document management

Close

Shared Data Box
Print
the list,
Reset
Box

Default setting

Synergy Print Box Form box
Print Box Print
the list 1 |editin the list

Reset Document Reset
Box | Lsavin Box

Touch the “Yes” key or the “No” key, as appropriate.
Inch specifications

Shared Data Box

Reset this Box. Do you really want to reset?

o] ]

Metric specifications

Shared Data Box

Reset this box. Do you really want to reset?

w ] (e ]

If you selected “Yes”, all the data in the selected box will be
deleted and the touch panel will return to the screen in step
1.1f you selected “No”, the touch panel will return to the
screen in step 1 without deleting any data.

Touch the “Close” key. The touch panel will return to the
“Default setting” screen.Touch the “End” key. The touch
panel will return to the contents of the “Basic” tab.

@® Box name & password / Clear data in box

1

Touch the “Box editing” key under “Synergy Print Box”. The
“Box editing” screen will be displayed.

Inch specifications

Document Management

Close

Shared Data Box
Print
the list
Reset
Box

Default setting

Synergy Print Box Form box
Print Box Print
the list editin the list
Reset Docament Reset
Box ‘ save term Box

Metric specifications

Document managemen

Close

Shared Data Box
Print
the list
Reset
Box

Default setting

Synergy Print Box Form box
Print Box Print
the list editin the list
Reset ‘Tocument Reset
Box savin, Box

Either touch the synergy print box that contains the
information to be modified, or enter its number using the
keypad. Then touch the “Enter” key.

Inch specifications

Cancel

BOX No
(with #key)

Select box No.

001 ABCD_00000014 006 UVWX_00000064 011 QRST_0000105 § 016 MNOP_0200104
002 EFGH_00000021 007 ABCD_0000101§ 012 017 QRST_0200105
003 008 EFGH_00001024 013 ABCD_0200101 § 018 UVWX_0200106
004 MNOP_00000044 009 1JKL_0000103 § 014 EFGH_0200102 § 019 ABCD_0500101
005 QRST_0000005§ 010 MNOP_00001044 015  IJKL_0200103 § 020 EFGH_0500102

Default setting - Document management

Metric specifications

Job cancel

Select box No. BOX No.
(With # key)

001 ABCD_0000001§ 006 UVWX_00000064 011 QRST_0000105§016 MNOP_0200104
002 EFGH_0000002 007 ABCD_0000101§ 012 017 QRST_0200105
003 008 EFGH_0000102] 013 ABCD_0200101§018 UVWX_0200106
004 MNOP_00000041 009  IJKL_0000103§ 014 EFGH_0200102§ 019 ABCD_0500101
005 QRST_0000005 010 MNOP_0000104 § 015 1JKL_0200103§ 020 EFGH_0500102

5 EE ENTER ‘iJ

Default setting - Document management
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3 If you want to change the name of that box, first select “Box
name” and then touch the “Change #” key. Enter the new
name as desired.

Inch specifications

Default menu Setting mode
Box name ABCD_0000101
password (No register)

Default setting - Document Management - Box editing

Metric specifications

Default menu Setting mode
Box name ABCD_0000101
Password (No register)

Change # J

Default setting - Document management - Box editing

NOTE

Refer to “Entering characters” on page 7-79 for information on
entering characters.

4 If you want to change the name of that box, first select
“Password” and then touch the “Change #” key. The
“Password” screen will be displayed.

5 Use the keypad to enter the new password for that box and
then touch the “Close” key. The new password will be
registered and the touch panel will return to the screen in
step 3.

Inch specifications

Enter new password

Default setting - Document Management - Box editings - 007

Metric specifications

Close

Enter new password

password I:l (Enter f4ey)

Default settund - Document Management - Box editing - 007

NOTES

» The password can be between 1 and 8 digits long.

« If you decide not to register a password for that box, touch the
“Clear” key and then, with nothing entered in the password field,
touch the “Close” key.

7-72

If you want to delete all of the data in that box, select “Reset
Box”. A verification screen will be displayed.

Touch the “Yes” key or the “No” key, as appropriate.

Inch specifications

Box No.: 997

ABCD_0000101

Box name

Reset this Box. Do you really want to reset?

[

Metric specifications

007

BOX No. :

Box name : _ABCD_0000101

Reset this Box. Do you really want to reset?

= ]

If you selected “Yes”, all the data in the selected box will be
deleted and the touch panel will return to the screen in step
3.

If you selected “No”, the touch panel will return to the
screen in step 3 without deleting any data.

Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “Close” key. The touch panel will return to the
screen in step 1. Touch the “Close” key. The touch panel will
return to the “Default setting” screen.Touch the “End” key.
The touch panel will return to the contents of the “Basic” tab.
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® Document save time

1 Touch the “Document save term” [“Document saveing”] key
under “Synergy Print Box”. The “Document data saving term”
[“Document data save period”] screen will be displayed.

Inch specifications

Document Manage

Document Management Close

Shared Data Box Synergy Print Box Form box

Print Print Box Print
the list the list editing ¥ the list
Reset Reset Reset
Box

Document
Box save term Box
Default setting

Metric specifications

Document management

Close

Shared Data Box Synergy Print Box Form box
Print Print Box Print
the list the list ediing P the list
Reset Reset Document Reset
Box Box savin, ] Box

Default setting

2 Touch the “Set save term” [“Set save period”] key and then
touch “+” key or the “-” key to change the displayed save time
to the desired setting.

Inch specifications

Document data saving term

Set saving term for documents in Synergy Print Box.

{7

Set save
term

No time
limit

Default setting - Document Management

Metric specifications

Document data save period |

Set save period for documents in Synergy Print Box.

a-7

Default Setting - Document management

NOTES

» The save time can be set to any number of days between 1 and 7.
The factory default setting is for “7 Days”.

« If you want the data to be saved indefinitely, touch the “No time limit”
key to highlight it.

Touch the “Close” key. The touch panel will return to the
screen in step 1.

Touch the “Close” key once again. The touch panel will return
to the “Default setting” screen.Touch the “End” key. The
touch panel will return to the contents of the “Basic” tab.
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6. Hard disk management

Perform the following procedure to access the “Storage Management” 3 Use the keypad to enter the 4-digit management code.

screen and check available space on the hard disk and/or delete any The factory default setting is “6300”. If the entered code

invalid data. matched the registered one, the “HDD Management mode”
[“HDD Management”] screen will be displayed.

1 With the content of the “Basic” tab displayed, press the [$] Inch specifications
key. The “Default setting” screen will be displayed.

Enter the administrator number

) &
@ @ \@ Reset @
Metric specifications

@/ Stop/
C ) Clear Enter the administrator number

@
@D ® @ =

lAuto Selection @ Management Interrupt i |:| |:| |:| l:‘

NN

2 Touch the “BOX Management’[“Hard Disk Management”] key.

Inch specifications

4 Touch the “On” key under “Check HDD capacity” (left side of

the touch panel). Th.e overall size oT the hgrd disk, as well
as the currently available space, will be displayed. If you

Copy ] L ] " | [ ) e
o oeren want to delete any invalid data, go to the next step. If you

are finished with this procedure, go directly to step 6.

Machine Document Print
ez o] Inch specifications

HDD management mode

Close

Metric specifications

Default setting

Check HDD capacity Delete invalid data

§ Able to check the free space and capacity Delete invalid deta from the HDD.
{ of HDD.

Copy I Week
default Language Management timer

Bypass Hard Disk a Default setting
setting ) Management

izt ¥ L Metric specifications

HDD management mode

Check HDD capacity Delete invalid data
Able to check the free space and capacity Delete invalid deta from the HDD.
of HDD.

(e E

Default setting
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5

Touch the “On” key under “Delete invalid data” (right side of
the touch panel). The operation to delete invalid data will
start.

Inch specifications

HDD management mode

Delete invalid data.

Item i Setting mode
Delete invalid deta from the HDD.
Free Space 18, 569 MB
Capacity 19, 092 MB

! Default setting

Metric specifications

HDD management mode

Close

Delete invalid data.

Item i Setting mode

Delete invalid deta from the HDD.
Free space 18, 569 MB
Capacity 19, 092 MB

Default setting

Touch the “Close” key. The touch panel will return to the
screen in step 2.Touch the “End” key. The touch panel will
return to the contents of the “Basic” tab.
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7. Report print out

Perform the following procedure to print out one of the following
reports.

< Copy report >

Lists all of the values for the copy default settings.

< Machine report >

Lists all of the values for the machine default settings.

< Counter report >

Lists the average toner density (black ratio) for each size of copy
paper used under each of the copy and printer functions of this
machine.

NOTE

Inch specification

» Make sure that 11" x 8 1/2" size paper is loaded in one of the
drawers[cassettes]. If 11" x 8 1/2" size paper is NOT loaded in one of
the drawers[cassettes], a screen requesting that you attempt to print
again will be displayed during the procedure. In this case, select
another paper size.

Metric specification

» Make sure A4 size paper is loaded in one of the drawers[cassettes].
If A4 size paper is NOT loaded in one of the drawers[cassettes], a
screen requesting that you attempt to print again will be displayed
during the procedure. In this case, select another paper size.

1 With the content of the “Basic” tab displayed, press the [¥]
key. The “Default setting” screen will be displayed.

|Auto Selection @ Management Interrupt l

&
NG s (7)
®® @

|

S
@)
©)

2 Touch the “Print report” key.

Inch specifications

Default setting

End
Copy
default ;
Bypass BOX
setting Management
Machine Document Print
default Management report

Wil

Metric specifications

Default setting
opy i l eek i
dotalt Language Management lmor
Bypass
setting

Hard Disk
Management
Machine Document Print
default B | Management ¥ report
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3 Use the keypad to enter the 4-digit management code.
The factory default setting is “6300”.

Inch specifications

Enter the administrator number

NN

Metric specifications

Close

Enter the administrator number

NN

NOTE

It is possible for you to change the 4-digit management code.
(See “Changing the management code” on page 7-34.)

Once the “Print report menu” screen is displayed, touch the
“Copy report” key, the “Machine report” key or the “Counter
report” key, as appropriate.

Inch specifications

Print report

Copy Counter
report report
Machine

report

Default setting

Metric specifications

Print report

ounter
report

int report menu
opy
report
Machine
report

Default setting
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5 The “Printing report” screen will be displayed and printing of
the corresponding report will start.

Inch specifications

Orig. page Count/Set Output
...... 100% L 11x87"
Tsiced Avis Tsided
Rear. Qutput tray
& =
=, Z)
2 [=::]

Metric specifications

Original Count/set Output
ciiniime o O LA Plain
T-sided AMS Tsided
top/rear Sort Output tray.
=" =%
Vi R

NOTE

If you want to cancel print out of the corresponding report, touch the
“Cancel” key.

6 Touch the “Close” key. The touch panel will return to the
screen in step 2.

Touch the “End” key. The touch panel will return to the
contents of the “Basic” tab.
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8. Changing the language used for messages

You can select the language that will be used on the touch panel.

The available languages are as follows:

Inch specification copiers:

English, French (“Francgais”), Spanish (“Espafol”) and Japanese
("‘BAEE")

Metric specification copiers:

English, German (“DEUTSCH”), French (“FRANGAIS”), Italian
(“ITALIANO”) and Spanish (“ESPANOL")

1 With the content of the “Basic” tab displayed, press the [¥]
key. The “Default setting” screen will be displayed.

|Auto Selection @ Management Interrupt l

&
DN )
DOO @

Clear

2 Touch the “Language” key. The “Language” screen will be
displayed.

Inch specifications

Default setting

Copy Weekly
default - Language Management {mor 1
Bypass BOX

settin; Management

Machine Document Print
default Management report

Metric specifications

Default setti

Copy Week
dotalt Language Management limer
Bypass Hard Disk
setting Management
Machine Document Print
default M | Management ¥ report
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3

Touch the key that corresponds to the language that you
want to use.

The language used on the touch panel will change to that
selected.

Inch specifications

English i Frantais Espafiol

Default setting

Metric specifications

-

Default setting
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9. Entering characters

Follow the procedure below when you want to register names for programs, boxes and other stored documents.

@ Character input screen

Inch specifications 1 2 3 4 5

‘ 16 letter limit including|#
abcdell ‘ ‘
| « » 48&@: [ Del.
v L s 1+ {x {e {0 1 o {+ |- |-
E w {e r 1 u Ju i 0 p i {r
8 R
| a 5 d §f g h j k 1 : F ] 7
(esnift [z {x {c {v {o {n {n {. 1. B
Metric specifications 1 > 3 4 5
Limit} 16 letters inc. # keu
abcdell —y—
[ € * ABack [ Del.
MR e
I q ; W ; e ; r t y u i a p 7 [
8 —_—
(a s o §f o fn {i e {0 I I J1 ]
(esnitt J [z {o {c {v {o {n {n | , 7
lllustration No Name of part Function
1 Entry field Displays entered information.
2 “«” and “—” keys Moves the cursor to the left and right, respectively.
3 “Back” key Deletes one character to the left of the cursor each time the key is pressed.
4 “Stop” key Cancels character input and returns to the previous screen.
5 “Del.” key Deletes all of the character to the right of the cursor.
6 “End” key Registers the information entered and moves the touch panel back to the most recent screen in the
corresponding procedure.
7 “Space” key Enters a space when pressed.
Keyboard Used to enter characters. Touch the “Shift” key to switch between upper- and lowercase input.

* Use the keypad on the copier to enter numerals.
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@® Example character input

1

7-80

Touch the “a@”, “b”, “c”, “d” and “e” keys in that order on the
keyboard.
“abcde” will be displayed in the entry field.

Inch specifications

Enter name

16 letter limit including #
NN
([ I 0 O £ DO O O FO O O B
K3 I O £ K3 T U O £ B O T

o e e T I e 0 0 10 ]
fosmie (2 oo Je Jv Yo Qo Qo 0 T/ [ ]

abedell |

Metric specifications

Enter user name:
Limit: 16 letters inc. # key
abcdell
| O

(K0 2 2 E2 E2 O A KO O O I
o g e Je T Ju Jo T Jo Je Je Jo ]

BN £l £ K3 B O A 3 O O O O O
fosnie 2 o Je Jv Jo Yo ¥ 1. T2 J- )

Touch the “End” key.
A verification screen will be displayed.

Touch the “Yes” key to register the information and the touch
panel will move back to the most recent screen in the
corresponding procedure.
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(1) Side Feeder

This unit is an auxiliary paper feed unit that holds up to 4,000 sheets
of standard 11" x 8 1/2" or A4 size copy paper.

(2) Document Finisher

The Document Finisher stores a large quantity of copies and can sort
multiple copy sets (Sort/Finished mode), or it can groups copies made
from multiple originals, with all the copies produced from an individual
original stacked together in one set (Group mode), by shifting their
position of ejection. It can also staple the finished copy sets as well as
punch holes in them for filing purposes (optional).

If the optional Center-Folding Unit and Multi Job Tray are installed in
your copier as well, you will also be able to use the Center-Folding
Unit to center bind and center fold the copy sets and designate them
for ejection into the Multi Job Tray. For more details, refer to the
Operation Guide for the Document Finisher.

* The following illustration show when the Document Finisher is
installed together with the optional Center-Folding Unit and Multi Job
Tray.

{

2
7

A

IMPORTANT!

Cautions during copying:

« If copies come out curled or are stacked unevenly, turn the paper in
the drawer[cassette] over.

» When copying onto special paper such as OHP film, etc., be sure to
specify the type of paper that is set on the multi-bypass tray.

(®)Copying in the Sort mode

1 Touch the “Function” tab and then touch the “Sort/Finished”
key. The “Sort/Finished” screen will be displayed.

Inch specifications

Ready to copy.

| [Select 2 sided/ Select Combi

1 |paper Separation orig. size ombine

i [Exposure Reduce Auto

1 | mode !] [Enlarge !] Selection !] scanning J A w

{ [Origimage Margin/ Forms

1 loualty .0 Centerin Page # Querla Down
{([sov l Border Cover

1| | Einished 4 Erase DI Mode DI Booklet Dl

Basic 7 #]_ Functon g4 Program

Metric specifications

[ Ready to copy. “Birap ™ 1
aper Split Ssiilee{?ng J Merge copy

|2 (e ) [Bee O (Gl ) [Aw

D Lo ) (o ) (oo ) [Bom, ) [W oo ]

Select 2-sided/

1 [sorv rase Cover
1| L Einisheg J Mode DI Mode J[Bmkla Dl

Basic #] Userchoice #4 Function &4 Program
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2

NOTE

Touch the “Sort:ON” key.
The “One page per file” [“Output each page”] key will change
to the “1 set” key.

Inch specifications

Ready to copy.

Offset Staple Punch’ Check direction

Check direction of 1

L o= e |
mode | mode - 1
==
o |

Metric specifications
Ready to copy. Fhinen > 1
C o= 1
eck diret

=, s

I . [ Bl i E |
aase! hoos Mode : Mode ; E
=,

H Lot top
EE.. ||

Touch the “1 set” key.

Touch the “Close” key. The touch panel will return to the
screen in step 1.

Set the originals to be copied.

Press the [Start] key.
Scanning of the originals will start and the number of
originals that was set will be displayed.

If you do not set the originals in the Document Processor, perform the
appropriate procedure to set all of the originals to be copied.

8-2

Once all of the originals have been completely scanned,
touch the “Scanning finished” key. Copying will start and each
of the finished copy sets will be stacked separately by shifting
their position of ejection.

Once copying is completed, removed the finished copy sets
from the Finisher.

(@ Copying in the Group mode

1

NOTE

Touch the “Function” tab and then touch the “Sort/Finished”
key. The “Sort/Finished” screen will be displayed.

Inch specifications
Paper size Set
Ready to copy. (i e 1
100%
1 [Setect 2 sided/ Select Comb
{ | paper Separation orig. size ombine
{ [Exposure Reduce Auto Batch
1 | mode g [Enlarge J Selection J scanning J A v
i [Origimage Margin/ Forms
1 | quality Genterin Page # Overla W Down
Sort/ Border J Cover J
Fipished Erase Mode
Basic g User choice a Function

Metric specifications

R ) Cra e
| |mee o B ) e ) [ )] [Aw
: W Down i

Booklet J

Program

Image Margin/ Page Form
aualitv Imag. shift numberin, overlay

Cover
Som ) oo

Function Program

Touch the “Sort:OFF” key.

Inch specifications

Ready to copy.

Check direction

EJJJ Check direction of

original top side.

m Staple Punch @ & @ &
mode ] mode iy

e == )

S ¢t o

Sort Offset Staple Punch

[c2: ]

Metric specifications

—
[ Ready to copy. aﬁffﬂ st 1

eck

Check direction of
=)
L E® &
hone. Mode Mode =
ES 2. =
each page Va a

222
e

f Left top
M coner

Touch the “One page per file” [‘Output each page”] key.

Touch the “Close” key. The touch panel will return to the
screen in step 1.

Set the originals to be copied.

Press the [Start] key.
Scanning of the originals will start and the number of
originals that was set will be displayed.

If you do not set the originals in the Document Processor, perform the
appropriate procedure to set all of the originals to be copied.
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7 Once all of the originals have been completely scanned,
touch the “Scanning finished” key. Copying will start and
each set of copies made from each original will be stacked
separately by shifting their position of ejection.

8 Once copying is completed, removed the finished copy sets
from the Finisher.

(® Copying in the Sort-Staple mode

1 Touch the “Function” tab and then touch the “Sort/Finished”
key. The “Sort/Finished” screen will be displayed.

Inch specifications
Ready to copy. Pagersize " sa
§ 0%

Select 2 sided/ Select Combi
aper Separation orig. size ompbine

Exposure Reduce Auto Batch AU
mode [Enlarge Selection scannin P

Origimage Margin/ Forms

quality Centerin Page # Overla W Down
Sort/ Border Cover

Finished g Erase b; Mode i; Bookiet DI

User choice Function Program

Metric specifications
[ Ready to copy. PR 1

10085
Select ; 2-sided/ a Select a I
aper Split size orig. Merge copy
Exposure Reduce/ Auto Large # of
mode ﬂ Enlarge g selegtion g originals J A v

image Margin/ Page Form

quality 'i Imag. shift numbering overla ¥ Down
Sort Erase Cover
Finished g Mode g Mode é Booklet J

Basic User choice Function Program

2 Touch the “Staple mode” key.
The “Staple mode” screen will be displayed.

Inch specifications

Paper size
. Ready to copy. “ i

Sort B Offset Punch Check direction
Check direction of
EJ =28 @JJJ original top side

= )| EmEEe

mode ]

One page = 1
per file i
S U<t top ]
. corner 1

Metric specifications

[¥] Ready to copy. Fvip 1

1008

Sort Group Staple Punch Check direction |

Check direction of
Ely e
me e
Mode : F
= = |
]

=)

Sort:Off ‘ N

1 § Output

3 Touch the key that corresponds to the desired number of

staples.

Inch specifications

Ready to copy.

Staple Check direction
Check direction of

original top side.
Limited number of staple pages

R i
The limit is set in setting mode.
1 staple [fWhen selecting staple function /'i @
the offset can not be combined. TR Lot o

Metric specifications

Ready to copy. R 1

100%

Check direction
Check direction of
original.

B Ee
= =)

Limied numberof pages o be staped.

The limitation depends on setting mode.

1 staple
[¥Cannot combine sort function and
2 staples staple

* The stapling position will be displayed on the image of the
finished copies that appears in the touch panel, as shown
in the illustration below. Verify the number and position of
the staples before copying. When the combination of the
selected functions does not allow stapling, the staple marks
will appear on the displayed image.

Orientation of
originals A= A—
No and = =
position -
of staples
1 staple " = = = ;
Top lef £, El|=dh=
stapling — —
1 staF)Ie =] A= F p— p—
Top right = = —— —
stapling
2 staples
Left side e FA=
3 — [ —
stapling -
2 staples A= a ]
Right side ot =
stapling
2 staples A= ==
Top stapling = e
Stapling A= a—
Not possible = =
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4

NOTE

Set the originals to be copied.
Verify the direction in which the originals were set.

Press the [Start] key.
Scanning of the originals will start and the number of
originals that was set will be displayed.

If you do not set the originals in the Document Processor, perform the
appropriate procedure to set all of the originals to be copied.

Once all of the originals have been completely scanned,
touch the “Scanning finished” key. Copying will start and each
finished copy set will be automatically stapled and ejected
onto the Finisher.

Once copying is completed, removed the finished copy sets
from the Finisher.

(@ Copying in the Hole Punch mode

1

Touch the “Function” tab and then touch the “Sort/Finished”
key. The “Sort/Finished” screen will be displayed.
Inch specifications

Paper size Set

Ready to copy. 11 110
100%

Select 2 sided/ Select Combi

paper Separation orig. size ombine

Exposure Reduce Auto Batch

mode g [Enlarge g Selection g scanning J A v ]

Orig.image d Margin/ Forms
[uua\itv Centering Page # Overlay ¥ Down

Sort/ Border Cover
R | I )
Basic g User choice a Function

Metric specifications

Program

Paeer size Set

Ready to copy. perdze !
1008

g:;‘)eecr‘ g é‘é‘\?ea/ g S\ie?rig g Merge copy

Er ) JEe G ) aw

e o [ ) eeng o [omy ] [Woow

oo é b Cover !; Booklet I

Dasic -

4 User choice Function Program

2

IMPORTANT!

Touch the “Punch mode” key.
The “Punch” screen will be displayed.

Inch specifications

[E] Reacy to copy. R

Sort Offset Staple Punch Check direction

Check directi f
=, &Yy e et o

= LR
or mode ;
" One page =

| Left top
Bl

Metric specifications

Paper size Set
1

NA4D 1

Ready to copy.

heck direction
Check direction of

original.
= e
=,

If the optional Hole Punch Unit is not installed in your copier, the
“Punch mode” key will not be displayed.

3

Touch the “2 holes” key or the “3 holes” key, as appropriate
(select between the “2 holes” key or the “4 holes” key in
metric specification copiers). The screen to select the hole
positioning will be displayed.

Inch specifications

Reset originals in processor.

Paper size

L 118

Check direction
Check direction of original top

Metric specifications

Paper size Set
Ready to copy. waev ]

Punch Check direction

Check direction of original

= =

|
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* The hole punching position will be displayed on the image of the finished copies that appears in the touch panel, as shown in the illustration below.
Verify the number and position of the holes before copying. When the combination of the selected functions does not allow hole punching, the hole
marks will not appear on the displayed image.

Inch specifications Metric specifications

Orientation Orientation
of originals A= A= of original A= A—
No and = = No and = =
position position
of holes of holes
2 holes 2 holes A= A—
Left side Left side = - =
2 holes A— 2 holes A= p—
Right side = - Right side = = |
2 holes A= 2 holes A= A—
Top = Top = =
3 holes b A= b a— 4 holes C A= —
Left side = = Left side — .=
3 holes o A— 1 4 holes A= a—
Right side ) = Right side = = |
3 holes — 4 holes a—
Top = Top =
Punching A= A— Punching A= A—
Not possible = = Not possible = =

IMPORTANT! 6 Once all of the originals have been completely scanned,

touch the “Scanning finished” key. Copying will start and
each finished copy will be automatically hole punched and
ejected onto the Finisher.

The position of the holes on each page may differ very slightly. This
may be especially true if the automatic drawer[cassette] switching
function engages and changes to paper feed from a different
drawer[cassette].

7 Once copying is completed, removed the finished copies
from the Finisher.

4 Set the originals to be copied.
Verify the direction in which the originals were set.

5 Press the [Start] key.
Scanning of the originals will start and the number of
originals that was set will be displayed.

NOTE

If you do not set the originals in the Document Processor, perform the
appropriate procedure to set all of the originals to be copied.
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(® Selecting the location of copy ejection

1 Touch the “Function” tab and then touch the “Select of
Output” key. The “Select of Output” screen will be displayed.

Inch specifications
Ready to copy. Papersize  Set

] oHP ! ! Memo
|l Rota backin Proof Copy ages !;
Orig. set d | " e
1 Eco Print direction nvert irror P

1 [ Moaify Select of

Function 4 Program

Metric specifications
[ Ready to copy. FhiRas > 1
100%

| T p Memo
| R (oo ) [ ) G

Orig. set
Eco print ,3 Idwegcuon 'i Invert .! Ierrov 'i [A Up ]

1 [Vodiy Select of
f

Function

2 Select the desired location for the ejection of finished copies.

Inch specifications

[F]Ready to copy. Pager size

Select proper output tray to avoid
mixing job.

You can confirm output tray with output
management

Metric specifications

Ready to copy.

Select proper output tray to avoid
job mixing.

You can confirm output tray with output
management.

NOTES

« If you select “Auto”, the copies will be ejected into the next empty
tray.

* The location of ejection can be checked in the “Job history” screen
(See page 6-22.).

Touch the “Close” key. The touch panel will return to the
screen in step 1.

4 Set the originals to be copied.

8-6

5 Press the [Start] key.
Scanning of the originals will start.

NOTE

If you do not set the originals in the Document Processor, perform the
appropriate procedure to set all of the originals to be copied.

6 Once all of the originals have been completely scanned,
touch the “Scanning finished” key. Copying will start and the
finished copies will be ejected in the selected tray.

7 Once copying is completed, removed the finished copy sets
from the corresponding tray(s).

(6) Stacking mode

If the number of copies that is ejected onto Tray B during large
volume copying in the Non-sort mode reaches the acceptable limit
(max: 200), all copies from the 201st onward will be ejected onto
Tray A.
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(3) Key Counter (4) Printer Kit

The Key Counter is used for checking copier use and is convenient If the Printer Kit is installed in your copier, you can use the copier as a
for centralized management of the number of copies made by each printer. For more details, refer to the Operation Guide for the Printer
department as well as the total number of copies made overall on the Kit.

machine. Since a networking board is installed as standard equipment in the

copier, access from multiple computers is possible and the machine
can be used as a network printer.
An optional Hard Disk is available as well.

@ Installing the Key Counter
Insert the Key Counter securely into the key counter opening.

(5) Network Scanner Kit

If the Network Scanner Kit is installed in your copier, you can use the
copier as a scanner from multiple computers over your network.

NOTE

When you are using the key counter function, copies cannot be made
unless the Key Counter is inserted into the copier. If the Key Counter
is not securely inserted into its opening, “Insert key counter.” will be
displayed on the touch panel.
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(6) Tandem Copier Kit

The Tandem Copier Kit is required when two copy machines are
connected together. By connecting two copy machines together, you
can make a large volume of copies using both machines at the same
time (tandem copying) or, if you also use the optional printer functions
of this copier, you can print to both machines at the same time
(tandem printing), thereby reducing the job time by half.

() Features of the Tandem Copier Kit

« Jobs scanned at the copier or sent from a computer are divided
equally between the two machines.

« If, for any reason, whether it be mechanical trouble or when tandem
copying is terminated in one copier due to another job, any
remaining copying or printing that is required will be accomplished
automatically by whichever machine completes its current job first
(output recovery function). This will help you to increase your overall
copying and printing efficiency.

« It is possible to perform interrupt copying on the sub [slave] machine,
even during tandem copying, enabling you to make copies in a hurry
without having to have that job wait in a queue.

(2 Operating requirements of the Tandem Copier Kit

» Copying is only possible in the sort mode.

« All jobs (number of copies/prints) will be divided equally between the
two machines.

« It is not possible to have copying start while the remaining originals
are still being scanned. Copying will only begin after all originals are
scanned.

« Interrupt copying is not possible during scanning for tandem copying
or tandem printing, or during transmission of print data from a
computer. (The operation panel is not available for use during this
time as well.)

» From the moment copying is initiated after scanning, interrupt
copying is only possible at the sub [slave] machine. (Interrupt
copying is not possible at the main [master] machine until after
copying is complete.)

» Tandem copying is not available if the internal memory or Hard Disk
are not usable for any reason.

8-8

* The following modes and operations are not available under tandem
copying.

1 Proof mode

2 Transparency-+backing sheet mode

3 Form overlay mode

4 Auto selection/Filing mode (filing)

5 Feeding non-standard-size paper from the multi-bypass tray
6 Manual feeding of envelopes from the multi-bypass tray

7 Batch scanning mode

8 Job build mode

9 Document management functions (printing out documents)
10 Selecting tandem operation with job reservation

11 Initiating tandem copying with the [Interrupt] key

* The modes and operations listed as 1 through 7 above can be
selected during tandem copying, but the tandem copying mode will
be canceled.

* The modes and operations listed as 8 through 11 above will not be
available while the tandem copy mode is engaged.
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(® Performing tandem copying

1 Turn the main switch ON to the 2 copiers that are connected
via the interface cable.

2 Make sure that both copiers have completed their warm-up
operation.

3 Touch the “Tandem Copy” key on one of the copiers. That
copier will become the main [master] machine for tandem
copying.

Inch specifications

Ready to copy.

Paper Size  Sef
L 11x8'"

1 11x8'%"
Plain
2 11x8'%"
Color
3 11x8'"
Plain

Reduce
/Enlarge

User choice g Function

Exposure !i

Program

Metric specifications

Paper Size Set
1

] Ready to copy. it "

1R4D

APS

|0

1 Plain
LR B Bypass ED ) o
1 [: Plain 100% i Exposure Sort:On
1(3R40
d Reduce/ Sort/
= Enlarge J Exposure !i Einished M

User choice a Function Program

NOTE

The touch panel display will change as follows once the “Tandem
Copy” key is touched.

<Main [Master]>

Inch specifications

100%

Ready to Tandem Copy. [Main] P e

T e | Sort:Off

Plain
2 11x81:" Auto ]

{1° s - Reduce c
] ain TEnlarge Xposure

B User choice a Function Program

Metric specifications

[P Ready to tandem copy. [Master] T 1

Auto

L Exposure
Reduce/ c
Enlarge xposure

7] User choice g Function

1 Colour

B Bypass
1 B Plain
1]2R4D
] Plain

Program

<Sub [Slave]>
Inch specifications

Please waite. [Sub]

Setting tandem copy. [Main]

Original copy

--»

Metric specifications

Please wait. [Slave]
Setting new tandem copy. [Master]

Original copy

--»

4 Make the desired copy mode settings, etc., in the [master]
copier.

NOTES

» Tandem copying is not available in the following cases:
. while the sub [slave] copier is in the middle of copying.
. while the main switch of the sub [slave] copier is turned OFF.
. while operation in the sub [slave] copier is stopped because
“Paper misfeed.”, “Call for service.”, or “Add toner to resume
copying” are displayed.

5 Use the [master] copier to set the number of copies to be
made.

NOTES

» Tandem copying should only be used when making at least 3 or
more copy sets.

« If the total number of copy sets to be made is an even number, the
job will be divided equally between the two copiers. If it is an odd
number, the [master] copier will make one more copier than the sub
[slave] copier.

6 Set the originals in the [master] copier.

7 Press the [Start] key on the [master] copier.
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Section 9 TROUBLESHOOTING

1. If one of the following messages is displayed

When any of the following messages appears on the message display, take the indicated action.

Message Procedure Reference

page

“Close xxx cover.” The indicated cover is open. Close all covers securely. —_—

“Check the cover.” [‘Check cover.”] Check for an open cover and close it securely. —_—

“Close Document processor.” Close the Document Processor. —_—

“Set drawer xx.” One of the drawers[cassettes] is not closed properly. First pull it out, and then push it —_—

[“Close paper cassette xx.”] all the way back in.

“Attach Side Paper Deck to Mainframe.” Attach the optional Side Feeder securely to the copier. —_—

[“Attach side feeder to main frame.”]

“Attach Finisher.” Connect the optional Document Finisher securely to the copier. —_

“Add paper in drawer.” There is no more paper in the displayed drawer[cassette]. Load paper. If there is 3-1

[“Add paper cassette.”] another drawer[cassette] that contains the same size of paper in the same

orientation, touch the desired paper size key on the left side of the touch panel to
switch paper feed and resume copying.
“Low on paper.” Paper is running low in drawer[cassette] No.1 or in the optional Side Feeder. 3-2
3-6

“Paper capacity exceeded. The number of sheets of paper loaded in the optional Side Feeder has exceeded the 3-6

Remove paper from Side Paper Deck.” acceptable limit. Load paper only up to the acceptable limit.

[“Paper capacity exceeded.

Remove paper from side feeder.”]

“Add paper in bypass. xx size” There is no paper of the selected size on the multi-bypass tray. Set paper onto the 3-4

[“Place paper on bypass size. xx size”] multi-bypass tray.

“Add paper in bypass.” There is no more paper on the multi-bypass tray. Set paper onto the multi-bypass 3-4

[“Add paper on stack bypass.”] tray.

9-1
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the same size as original.”

[“Paper size in cassette differs from
actual size. Check paper size in
cassette.”]

Message Procedure Reference
page

“Place transparency in bypass.” Load transparencies onto the multi-bypass tray. 3-4

[“Place transparencies on stack

bypass.”]

“Check paper size.” There is no paper loaded of a size that can be used in the currently selected mode. —_—
Check the paper.

“Reposition original.” The orientation of the original and the selected paper are different. Change the —
orientation of the original. If you press the [Start] key without changing the original,
copying will be performed at a 100% (1:1) magnification ratio.

“Check paper size. Copy paper is not Load paper of the size selected or change the selection for the paper size. 7-23

“Reposition original or change drawer.”
[“Reset original or select another paper
cassette.”]

The orientation of the original and the selected paper are different. Change the
orientation of the original.

“Reset originals in processor.”

Remove the originals from the Document Processor, stack them together cleanly and
reset them in their current order back in the Document Processor.

“Reset all originals in processor.”
[“Reset originals in processor.”]

Remove the originals from the Document Processor and reset them in their original
order back in the Document Processor.

“Reset all originals in Document
processor.”

[“Reset originals in Document
processor.”]

Remove the originals from the Document Processor.

“Cannot copy this paper type.”

The selected paper type cannot be copied. Select a different type of paper.

“Cannot staple this paper type.”

The selected paper type cannot be stapled. Select a different type of paper.

“Cannot punch this paper type.”

The selected paper size cannot be hole punched. Select a different type of paper.

“Interrupt copying is not available for this
size.”

Interrupt copying is not possible. Use different originals or cancel the interrupt
copying operation and try to copy again later.

“Cannot offset this paper size.”
[“Cannot group this paper size.”]

The selected paper size cannot be sorted. Select a different size of paper.

“Cannot staple this size.”
[“Cannot staple this paper size.”]

The selected paper size cannot be stapled. For more detailed information, refer to
the Operation Guide for your Document Finisher.

“Cannot punch this size.”
[“Cannot punch this paper size.”]

The selected paper size cannot be hole punched. For more detailed information,
refer to the Operation Guide for your Document Finisher.
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Message Procedure Reference
page

“Cannot staple. ____: maximum capacity The number of copies stapled in the optional Document Finisher has exceeded the —_

(Staple)” acceptable limit. For more detailed information, refer to the Operation Guide for your

[“Cannot staple. ___: Max. staples”] Document Finisher.

“The output tray exceeds capacity. The number of copies in the copy eject tray has exceeded the acceptable limit. —_—

Remove paper, and press “Start” key.” Remove the copies from the copy eject tray and then press the [Start] key.

[“Too much paper in output tray. Remove

paper, and press “Start” key.”]

“The output tray exceeds capacity. When using the copier as a printer, the number of print outs in the copy eject tray —_—

Remove paper, and press “Continue” has exceeded the acceptable limit. Remove the print outs from the copy eject tray

key.” and then touch the “Continue” key.

[“Too much paper in output tray. Remove

paper, and press “Continue” key.”]

“Finisher paper capacity exceeded. The number of copies in the designated tray of the optional Document Finisher has e

(Tray x) Remove paper, and press exceeded the acceptable limit. Remove the copies from that tray and then press the

“Start” key.” [Start] key.

“Finisher paper capacity exceeded. When using the copier as a printer, the number of print outs in the designated tray of —_—

(Tray x) Remove paper, and press the optional Document Finisher has exceeded the acceptable limit. Remove the print

“Continue” key.” outs from that tray and then touch the “Continue” key.

“These functions cannot be combined.” The function or mode that you just selected cannot be used in combination with the e
currently set function or mode.

“Tandem Copy is cancelled. Unable to Tandem copying (option) is not possible. Touch the “Check” key and check the copy —_—

Tandem Copy under current setting.” settings.

[“Cancel tandem copy. Cannot tandem

copy with the present setting.”]

“Exceeds pre registered copying The number of copies made under your department ID-code has reached the limit 7-8

quantity.” that was set under the copy management mode and copying is no longer possible

[“Copy limit for this ID-code has been with that code. Use the copy management mode to clear the copy count.

reached. No copying possible.”]

“Insert key counter.” Insert the Key Counter securely into its opening. 8-7

“Memory full.” The copier’s memory is full. Select whether you want to print out that data that is —_—
already scanned or delete all of that data. It will not be possible to copy or scan
another original until one of these two operations is performed.

“Memory full. Delete the registered data The memory for the document management function boxes is full. In order to register 6-1

in the box.” new documents in any of the boxes, delete any unnecessary data.

[“Memory full. Delete the registered data

from box.”]

“Ready to copy. There is insufficient toner left in the copier. Since only one copy can be made at a 3-9

Add toner.” time in this state, add toner as soon as possible.
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paper from inside of the machine.”
[“Open cassette xx, check and remove
paper from inside of machine.”]

the jammed paper.

Message Procedure Reference
page
“Add toner to resume copying.” There is insufficient toner left in the copier to make copies. Add toner immediately. 3-9
“Image cycle.” [‘Now adding toner.”] Toner is now being added. Please wait until the operation is complete. —_—
“Now restoring stored data in HDD.” The Hard Disk is now being checked. Please wait until the operation is complete. —
[“Please wait. Now maintaining stored
data.”]
“Replace the waste toner box.” The waste toner box is full. Replace that box. 3-11
“Check the waste punch box.” The hole punch chad box in the optional Document Finisher is full. Refer to the —_—
[“Check Punch Hole box.”] Operation Guide for your Document Finisher and dispose of the hole punch chad.
“Out of staples. Add staples.” There are no staples left in the optional Document Finisher. Refer to the Operation —
[“Stapler empty. Add staples.”] Guide for your Document Finisher and load staples.
“Time for maintenance.” Periodic maintenance is required to keep your copier in good condition. Contact your —_—
service representative or authorized service center as soon as possible.
“Time for replacing Felt Roller.” It is time to replace certain parts in your copier. Contact your service representative —_—
[“Felt cleaning maintenance.”] or authorized service center.
“Paper misfeed. Remove paper.” If paper misfeeds, the location of the misfeed will be indicated on the touch panel. 9-7
Leave the main switch ON ( | ) and follow the appropriate procedure to remove the
jammed paper.
“Open drawer xx, check and remove Check to see if paper has misfed inside one of the drawer[cassette]. if it has, remove 9-7

“Remove paper from inner tray of
Finisher.”

There are still copies left in the optional Document Finisher. Remove all of the copies
from the Document Finisher.

“Staple jam. Remove staples.”
[“Staple jam. Remove staple(s).”]

Staples have jammed in the optional Document Finisher. Refer to the Operation
Guide for your Document Finisher and remove the jammed staples.

“Call service.”

Open and then close the front cover. If this message still remains, make a note of the
number that displayed with the “C”, turn the main switch OFF (O), remove the power
plug from the outlet and contact your service representative or authorized service
center.
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Message

Procedure

Reference
page

“Paper drawer is out of order.
Select another paper drawer.”
[“Paper cassette is out of order.
Select other paper cassette.”]

The drawer[cassette] currently in use is out of order and cannot be used for the
moment. Contact your service representative or an authorized service center as
soon as possible. If you want to continue copying, use another drawer[cassette].

“Side Paper Deck is out of order.
select another paper drawer.”
[“Side feeder is out of order.
Select another paper cassette.”]

The optional Side Feeder is out of order and cannot be used for the moment.
Contact your service representative or an authorized service center as soon as
possible. If you want to continue copying, use another drawer[cassette].

“Bypass cannot be used.
Select another paper drawer.”
[“Bypass cannot be used.
Select a paper cassette.”]

The multi-bypass tray is out of order and cannot be used for the moment. Contact
your service representative or an authorized service center as soon as possible.
If you want to continue copying, use another drawer[cassette].

“Finisher is out of order. Detach
Finisher.”

The optional Document Finisher is out of order and cannot be used for the moment.

Contact your service representative or an authorized service center as soon as
possible.

“System error. Main switch off / on.”

An error has occurred. Turn the main switch OFF (O) and then back ON ( | ) again.

“HDD error. Cannot activate
management mode.”

A Hard Disk error has occurred. Contact your service representative or authorized
service center as soon as possible.

“Check KMAS.”

An error has occurred. Contact your service representative or authorized service
center.
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2. If one of these indicators lights or flashes

If one of the indicators to the left of the [Copier] key, the [Printer] key, or the [Scanner] key either lights orange or flashes orange, carry out the
appropriate procedure indicated below.

Indication Procedure Reference
page

Lights orange or flashes | Check the appropriate response to the -
orange message, and perform the
corresponding procedure.
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3. If paper jams

If a paper misfeed occurs, copying will stop and a message will appear on the touch panel about the misfeed. Leave the main switch ON (| ) and

refer to “(3) Removal procedures” to remove the jammed paper.

Inch specification

Paper misfeed.

% 1.0pen front cover.
—

[—

JAM 00 =
e
el

(1) Cautions

A WARNING

High voltage is present in the charger section. Take
sufficient care when working in this area, as there is
a danger of electrical shock.

A CAUTION

The copier’s fixing unit is extremely hot. Take
sufficient care when working in this area, as there is
a danger of getting burned.

* Do not reuse misfed paper.

* If paper is torn during removal, be sure to remove any loose scraps
of paper from inside the copier, or they could cause another misfeed
later.

* Once misfed paper has been removed, warm-up will begin, the
misfeed indication will go out, and the copier will return to the same
settings prior to the misfeed.

* If a misfeed occurs in the Document Finisher, it is not necessary to
add the misfed copy to the other copies that are already ejected into
the tray, as that copy will be automatically made again.

Metric specification

Paper misfeed.

% 1.0pen front cover.
= i f
—

[—

JAM 00 =
el
Nl

(2) Misfeed location indicators

Paper misfeed.

[

gummmmmmEnmnn.

(@ Misfeed in a paper feed area (page 9-8)

(@ Misfeed in the paper conveyor section (page 9-13)

(® Misfeed in the fixing section or the ejection section (page 9-14)
(@ Misfeed in the Duplex Unit (page 9-17)

(® Misfeed in the Document Processor (page 9-19)

(® Misfeed in the optional Document Finisher (page 9-20)
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(3) Removal procedures

(®Misfeed in a paper feed area
¢ Misfeed in drawer[cassette] No.1

If the message below is displayed, a misfeed has occurred in
drawer[cassette] No.1. Perform the following procedure to remove the
jammed paper.

Inch specification

Paper misfeed.

1.0pen right cover, and remove paper.

2.0pen paper drawer 1.
3.Remove paper.
4.Set the drawer, and close the cover.

Metric specification

Paper misfeed.
e
1.0pen right cover, and remove paper.
2.0pen paper cassette 1.
3.Remove paper.
4.Set the cassette, and close the cover.

1 If the optional Side Feeder is installed in the copier,
disconnect it from the main body of the copier.

2 First, open the upper right cover to the copier and check if
there is any jammed paper. If there is any jammed paper
inside that cover, remove it.

9-8

3

4

5
6

Pull out drawer[cassette] No.1.

Remove any jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

Close the upper right cover to the copier and push
drawer[cassette] No.1 back in firmly.

If necessary, reconnect the Side Feeder to the copier.
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* Misfeed in drawer[cassette] No.2 or drawer[cassette] No.3

If the message below is displayed, a misfeed has occurred in either
drawer[cassette] No.2 or drawer[cassette] No.3. Perform the following
procedure to remove the jammed paper.

Inch specification

Paper misfeed.

e N

1.0pen right cover, and remove paper.
[N s 2.0pen paper drawer 3
- 3.Remove paper.
— 4.Set the drawer, and close the cover.

JAM 00 e
e
e

Metric specification

Paper misfeed

1.0pen right cover, and remove paper.
2.0pen paper cassette 3

3.Remove paper.

4.Set the cassette, and close the cover.

1 If the optional Side Feeder is installed in the copier,
disconnect it from the main body of the copier.

2 First, open the lower right cover to the copier and check if
there is any jammed paper. If there is any jammed paper
inside that cover, remove it.

3

4

5
6

Pull out the drawer[cassette] currently being used.

.

10
S 4 ,,

H

A

H]

Remove any jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

Close the lower right cover to the copier and push the open

drawer[cassette] back in firmly.

If necessary, reconnect the Side Feeder to the copier.
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* Misfeed inside the upper right cover of the copier

If the message below is displayed, a misfeed has occurred inside the
upper right cover of the copier. Perform the following procedure to
remove the jammed paper.

1

9-10

Inch specification

Paper misfeed.

JAM 00 e

1.0pen right cover.
2.Remove paper.
3.Close cover.

el
e

Metric specification

Paper misfeed.

Nl

1.0pen right cover.
2.Remove paper.
3.Close cover.

=1
e

If the optional Side Feeder is installed in the copier,
disconnect it from the main body of the copier.

4
5

Remove any jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

&)

Close the upper right cover to the copier.

If necessary, reconnect the Side Feeder to the copier.

* Misfeed inside the lower right cover of the copier

If the message below is displayed, a misfeed has occurred inside the
lower right cover of the copier. Perform the following procedure to
remove the jammed paper.

Inch specification

Paper misfeed.

Y &

JAM 00 T

1.0pen right cover.
2.Remove paper.
3.Close cover.

il
el

Metric specification

Paper misfeed.

s
| — g

1.0pen right cover.
2.Remove paper.
3.Close cover.

| —
JAM 00 T
el
ol

If the optional Side Feeder is installed in the copier,
disconnect it from the main body of the copier.
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Open the lower right cover to the copier.

Remove any jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

Close the lower right cover to the copier.

If necessary, reconnect the Side Feeder to the copier.

e Misfeed in the multi-bypass tray

If the message below is displayed, a misfeed has occurred in multi-
bypass tray. Perform the following procedure to remove the jammed

paper.

Inch specification

Paper misfeed.

1.Remove paper from Muli purpose tray.
[ e % -
— %

Metric specification

Paper misfeed.

1.Remove paper from multi purpose tray.
e e % 0
—| %

JAM 00 e
=]
T

Remove all of the paper remaining in the multi-bypass tray.

* If the paper is difficult to remove, do not attempt to force it.
Instead, refer to “®2 Misfeed in the paper conveyor section”
on page 9-13 in order to remove the jammed paper.

M -~ 0
: /'

A4,

Reset the paper in the multi-bypass tray.
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¢ Misfeed in the optional Side Feeder

If the message below is displayed, a misfeed has occurred in the
optional Side Feeder. Perform the following procedure to remove the
jammed paper.

Inch specification

Paper misfeed.

EaaaaSSSm—————————————————————
1.Remove paper from between Copier and
. N Side Paper Deck.
RIE) 2.Reset Side Paper Deck to Mainframe
=
| —
JAM 00 —
e
e

Metric specification

o .
Paper misfeed.
1.Remove paper from between copier and
s side feeder.
L] 2.Reset side feeder to mainframe.
|

1 Disconnect the Side Feeder from the main body of the
copier.

2 If there is any jammed paper inside the coupling area
between the Side Feeder and the copier, remove it.

9-12

3 Reconnect the Side Feeder to the copier.
If there is any jammed paper inside the Side Feeder, go to
the next step.

5

6 Close the upper cover to the Side Feeder.
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(@ Misfeed in the paper conveyor section

If a misfeed occurs in the paper conveyor section, perform the
following procedure to remove the jammed paper.
* When a misfeed has occurred in the paper conveyor section,
the following message will appear after you open the front cover in
step 1.

Inch specification

Paper misfeed.

1.Turn green lever counterclockwise
2.Turn right green knob clockwise.
3.Pull out transfer unit

Metric specification

Paper misfeed.

1.Turn green lever to the left.
2.Turn right green knob clockwise.
3.Pull out transfer unit.

1 Open the front cover.

0

]
o B

2 Push the green release lever down to the left.

\, o

3 Turn the green conveyor knob in the direction of the arrow
shown in the illustration. The paper will be transported to the
paper conveyor unit.

4 Pull the paper conveyor unit out slowly.

A WARNING

High voltage is present in the charger section. Take
sufficient care when working in this area, as there is
a danger of electrical shock.

5 Remove the jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

9-13
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6
7

8

9-14

Replace the paper conveyor unit in its original position in the
copier.

Push the green release lever back up to its original position.

Close the front cover.

(®Misfeed in the fixing section or the ejection section

If the message below is displayed, a misfeed has occurred in the
fixing section or the ejection section. Perform the following procedure
to remove the jammed paper.

Inch specification

1.0pen left cover.

B 2.Remove paper.
SR (If it is difficult to remove paper,
open front cover and turn green knob
= counterclockwise.)

3.Close cover.

JAM 00 =

el
e

Metric specification

Paper misfeed.

1.0pen left cover.
3 2.Remove paper.
S (Ifitis difficult to remove paper,
Ll open front cover and turn left green knob

S [ 4 counterclockwise.)
JAM 00 — 3.Close cover.
o L
T

1 Remove the copy eject tray.
If the optional Document Finisher is installed on your copier,
open the front cover to the Document Finisher, pull the
release lever towards you and detach the Document Finisher
from the copier.

2 Open the left cover to the copier and remove any jammed
paper.
* If the paper is difficult to remove, do not attempt to force it.
Instead, proceed to the next step.
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Open the front cover to the copier.

Turn the green fixing knob in the direction of the arrow shown
in the illustration. Remove the jammed paper once it is
ejected.

7 Pull the paper conveyor unit out slowly. Remove any jammed
paper.

A WARNING

High voltage is present in the charger section. Take
sufficient care when working in this area, as there is
a danger of electrical shock.

8 Open the cover to the fixing unit.

o L/

til'e

Turn the green conveyor knob in the direction of the arrow
shown in the illustration. The paper will be transported to the

paper conveyor unit.

A CAUTION

The copier’s fixing unit is extremely hot. Take
sufficient care when working in this area, as there is
a danger of getting burned.

9-15
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9 Remove any jammed paper without tearing it.
* If the paper does happen to tear, remove any loose scraps
from inside the copier.

1 0 Close the cover to the fixing unit.

o L/

—

oQ O

-

1 1 Replace the paper conveyor unit in its original position in the
copier.

1 2 Push the green release lever back up to its original position.

9-16

13
14

Close the left and front covers to the copier.

Reattach the copy eject tray.

If necessary, reattach the Document Finisher to the copier.
Then, push the release lever back into in its original position
and close the front cover to the Document Finisher.
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(@ Misfeed in the Duplex Unit

If a misfeed occurs in the Duplex Unit, perform the following

procedure to remove the jammed paper.

* When a misfeed has occurred in the Duplex Unit, the following
message will appear after you pull out the Duplex Unit in step 6.

Inch specification

Paper misfeed.

% 1.Remove paper from duplex unit.
2.0pen upper cover and remove paper.

l'I’r 3.Loosen 2-green screws are on rear side of
L the duplex unit and open the guide plate.
— 4.Remove paper.

JAM 00 5.Close cover and reset duplex unit.

Metric specification

Paper misfeed.

1.Remove paper from duplex unit
2.0pen upper cover and remove paper.

3.Remove 2 green screws on rear side of
I the duplex unit and open the guide plate.
4.Remove paper.
JAM 00 5.Close cover and reset duplex unit.

1 Remove the copy eject tray.
If the optional Document Finisher is installed on your copier,
open the front cover to the Document Finisher, pull the
release lever towards you and detach the Document Finisher
from the copier.

2 Open the left cover to the copier and remove any jammed
paper.

3 If the optional Side Feeder is installed in the copier,
disconnect it from the main body of the copier.

Open the upper right cover to the copier and check if there is
any jammed paper. If there is any jammed paper inside that
cover, remove it.

.

Open the front cover to the copier.

g
0

o
| &

Pull the Duplex Unit out towards you as far as it will go.
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8 Open the upper cover to the Duplex Unit and remove any
jammed paper without tearing it.
Close the upper cover and then proceed to the next step.

e~ 1]

1 0 Lower the Duplex Unit guide plate open and remove any
jammed paper without tearing it.

1 1 Close the guide plate and reattach the 2 green screws.

9-18

12

13
14
15

Replace the Duplex Unit in its original position in the copier.

Close the front, upper right, and left covers to the copier, in
that order.

If necessary, reconnect the Side Feeder to the copier.

Reattach the copy eject tray.

If necessary, reattach the Document Finisher to the copier.
Then, push the release lever back into in its original position
and close the front cover to the Document Finisher.
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(® Misfeed in the Document Processor

If the message below is displayed, a misfeed has occurred in the
Document Processor. Perform the following procedure to remove the
jammed paper.

Inch specification

Paper misfeed.

I s 1.0pen cover of Document processor.
o 2.Lift reversing unit up.
— 3.Turn the left dial
e Mo 4.Remove original.
JAM 00 5.Close cover of Document processor.

Metric specification

1.0pen cover of Document processor.
2 Lift reversing unit up.

3.Turn the left knob.

4.Remove original.

5.Close cover of Document processor.

1 Remove all of the originals remaining in the original table.

3 If there is an original there, remove the jammed original
without tearing it.
* If the original does happen to tear, remove any loose
scraps from inside the Document Processor. Loose scraps
of paper may cause other originals to misfeed.

4 Lift open the reversing unit.

5 If there is an original there, remove the jammed original
without tearing it.

* If the original does happen to tear, remove any loose
scraps from inside the Document Processor. Loose scraps
of paper may cause other originals to misfeed.

* If the original is difficult to remove, turn the original feed dial
as shown in the illustration in order to feed it out to a
location that makes it easier to remove.

6 Close the reversing unit in its original position.

7 Close the Document Processor cover.
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(® Misfeed in the optional Document Finisher

If a misfeed occurs in the Document Finisher, refer to the Operation
Guide for your Document Finisher and remove the jammed paper
accordingly.

9-20
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4. If other trouble occurs

If trouble occurs with your copier, carry out the applicable checkpoints and procedures indicated on the following pages.
If the trouble persists, contact your service representative or authorized service center.

Trouble Checkpoint Procedure Reference
page
Nothing lights on the Is the power plug connected to an AC Connect the plug to an AC outlet. —_—
operation panel when the outlet?

main switch is turned ON.

No copies come out when Is there an error message on the touch Check the appropriate response to that 9-1
the [Start] key is pressed. panel? message, and perform the corresponding

procedure.
The copies come out blank. Were the originals set correctly? When setting originals on the platen, set 3-8

them face-down.

When setting originals in the Document 3-7
Processor, set them face-up.

The copies come out too Is the copier in the auto exposure mode? In order to adjust the overall exposure level, 7-51
light. perform the “Auto exposure adjustment”
procedure.
Is the copier in the manual exposure mode? | Adjust the exposure to the correct level 4-2

using the copy exposure adjustment keys.

To adjust the overall exposure, adjust the 7-53
exposure for each image quality mode. 7-54
7-55
Is a message that tells you to add toner Add toner. 3-9
displayed?
Is the copy paper wet? Replace the copy paper with new paper. 3-1
The copies come out too Is the copier in the auto exposure mode? In order to adjust the overall exposure level, 7-51
dark. perform the “Auto exposure adjustment”
procedure.
Is the copier in the manual exposure mode? Adjust the exposure to the correct level 4-2

using the copy exposure adjustment keys.

To adjust the overall exposure, adjust the 7-53
exposure for each image quality mode. 7-54
7-55
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of paper remaining inside the copier?

remove the paper.

Trouble Checkpoint Procedure Reference
page
Black lines appear on copies | Is the slit glass dirty? Perform the cleaning operation on the slit 7-45
when you feed originals glass, or make the lines less apparent by 10-1
from the Document turning black-line correction ON.
Processor (but they do not
exist on the originals
themselves).
The copies are dirty. Is the platen or the Document Processor Clean the platen and/or the Document 10-1
dirty? Processor.
The copy image is skewed. Were the originals set correctly? When setting originals on the platen, align 3-8
them securely with appropriate original size
indicators.
When setting originals in the Document 3-7
Processor, align the original insert guides
securely according to the size the originals.
Paper jams occur often. Is the copy paper loaded properly in the Load the paper properly. 3-1
drawer[cassette]?
Is the copy paper curled, folded over or Replace the copy paper with new paper. 3-1
wrinkled?
Is there any jammed paper or loose scraps Carry out the appropriate procedure to 9-7
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Section 10 MAINTENANCE AND OPERATION
INFORMATION

1. Cleaning the copier

* If copies appear soiled, such as black lines appearing on the copy

image, while using the Document Processor, the slit glass (@) is dirty.
‘ A l | I I O N Wipe the slit glass with the soft cloth dampened with alcohol or mild

detergent.

For safety purposes, ALWAYS remove the power
plug from the outlet when performing cleaning Z/
operations.

® Cleaning the Document Processor

Lift open the Document Processor. Wipe the back side of the

Document Processor with a soft cloth dampened with alcohol or mild

detergent.

* Never use thinner or other organic solvents to clean the original
cover.

@ Cleaning the platen

Lift open the Document Processor. Wipe the platen with a soft cloth
dampened with alcohol or mild detergent.

* Never use thinner or other organic solvents to clean the platen.
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2. Specifications

TYPC o Console
Original table ..o Main Body: Fixed type
When using the Document Processor: Moving type
COPYING SYSIEM ..o Indirect electrostatic system
Acceptable originals .........cccoveieiieienieeee e Sheets of paper, books and 3-dimensional objects (Maximum size: 11" x 17"/ A3)
(070 oV 4= SRS 11" x 17"/ A3, 8 12" x 14" / B4 (257 mm x 364 mm), 11" x 8 12" / A4, 8 12" x 11" / A4R,

512" x 8 12" /A5R, and Folio (metric specification copiers)
For 2-sided copying: 11" x 17" /A3 -5 12" x 8 1/2" / ASR
Print margin loss: 0.5 mm — 5.5 mm
COPYING SPEEM ...ttt Same size (100%; [1:1]), memory copy
11" x 17"/ A3: 32 copies/min., 8 12" x 14" / B4: 38 copies/min., 11" x 8 12" /
A4: 63 copies/min., 8 12" x 11" / A4R: 44 copies/min.

Warm-up time ....coooeoiiiiiie e Within 360 secs. (at room temperature of 68°F/20°C, humidity 65%RH) Recovery from the
preheat mode: Within 30 seconds

First COPY SPEEM ......eiiiiiiiiiiiieiee e Approx. 3.6 secs. (11" x 8 1/2" / A4 horizontal feed from drawer[cassette] No.1)

Available magnification ratios...........ccccveeeeireerenieennenne. Any 1% increment between 25% and 400% or standard pre-set ratios
* Between 25% and 200% when using the Document Processor

Standard MEMOIY .....c.ooiiiieiinieeeee e 128 MB

Image Storage Memory ... 20 GB

ReSOIUtION ... Reading: 600 x 600 dpi
Writing: 1800 equivalent x 600 dpi

Paper feed system ..o Automatic feeding from drawers[cassettes] (two 500-sheet capacity drawers[cassettes]

[80 g/m?] and one 3000-sheet capacity drawer[cassette] [80 g/m?]), or from the multi-bypass
tray (100 sheet capacity [80 g/m?])
Acceptable Copy Paper ........ccccceoiiiiieiiiieieee e <Paper weights>
Drawers[Cassettes]: 60 g/m? — 80 g/m?
Duplex Unit: 64 g/m2 — 105 g/m?
Multi-bypass tray: 45 g/m? — 200 g/m?; 110 Ibs.
<Paper types>
Drawers[Cassettes]: Standard copy paper and color paper
Duplex Unit: Standard copy paper and color paper
Multi-bypass tray: Standard copy paper, letterhead, color paper, tracing paper,
OHP transparencies, envelopes, etc. (envelopes can only be used under the optional printer
functions of this machine.)

COoNtiNUOUS COPYING ...vvvveeriieeiesieeie st 1 —999 sheets

Light SOUrce ..o Rare gas lamp

Developing System .........cccooiiiiiiiiiiiiciceeeec e Dry process

FiXing SYStem ......ooiiiiii e Heat roller

Cleaning SYStemM ......c.ooiiiiiiiie e Blade and fur brush

PhotoconducCtor .........c.coveveiiiieiiceeeeeeeee e a-Si

Standard functions and modes ...........cccccevirieniiiennene. Auto paper selection mode, Image quality selection, Auto magnification selection mode,

Zoom mode, Preset zoom mode, XY zoom mode, 2-sided copy modes, Page separation/
Split copy modes, Margin mode, Centering/Image shift mode, Memo mode, Border erase
modes, Combine/Merge Copy modes, Print page numbers mode, Form overlay mode,
Booklet/Stitching mode, Book to Booklet mode, Sort/Finished mode, Auto rotation function,
Auto Selection/Filing mode, Cover mode, Transparency + backing sheet mode, Invert mode,
Mirror image mode, Proof mode, Repeat copy mode, Batch scanning mode, Eco print
mode, Program function, Job build mode, Form registration, Shared data box, Synergy print
boxes, Copy management mode, Weekly timer function, Language selection function
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POWETI SOUICE ... 120V AC, 60 Hz, 13 A
220V — 240V AC, 50/60 Hz, 4.9 A (Average)
Power consumption ... Maximum rated power consumption 1920 W (120V)
2400 W (220-240V)
Dimensions (W) X (D) X (H) «ueeeoeeiiieieiiieeeeeeece 26 15/16" x 31 5/16" x 46 3/4"
685 mm x 795 mm x 1,186 mm
WeIght ..o Approx. 440 Ibs. / Approx. 200 kg
NOISE EMISSION ...t £ 70dB(A)
Required space (W) X (D) ..cocooiiiiiiiiiiiiciieee 58 1/2" x 31 5/16"
1,485 mm x 795 mm
Optional equIPMEeNt .......coocveiirieiiieceeeeeseee e Side Feeder , Document Finisher, Key Counter,

Printer Kit, Network Scanner Kit and Tandem Copier Kit

(Specifications are subject to change without notice.)
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3. Installing the optional equipment

This section shows where to install the optional units for this copier. For more details, refer to the Operation Guide for the corresponding optional

unit.

@ Available optional units
The following optional units can be installed on your copier.

/74

—~

\ .§l|::?}
~ |

\ 0 Llll

I

R

Multi Job Tray

UNE

Key Counter

Printer Kit

......

-~
.
-~

Network Scanner Kit

Tandem Copier Kit

Center-folding Unit

Document Finisher

Side Feeder

10-4




Section 10 MAINTENANCE AND OPERATION INFORMATION

Side Feeder
This unit is an auxiliary paper feed unit that holds up to 4,000 sheets of standard 11" x 8 12" or A4 size copy paper.

Document Finisher

The Document Finisher stores a large quantity of copies and can sort multiple copy sets (Sort/Finished mode), or it can groups copies made from
multiple originals, with all the copies produced from an individual original stacked together in one set (Group mode), by shifting their position of
ejection. It can also staple the finished copy sets as well as punch holes in them for filing purposes (optional).

If the optional Center-Folding Unit and Multi Job Tray are installed in your copier as well, you will also be able to use the Center-Folding Unit to
center bind and center fold the copy sets and designate them for ejection into the Multi Job Tray.

Multi Job Tray
If the Multi Job Tray is installed in your copier, you can designate finished copies for ejection into that unit.

Center-Folding Unit
If the optional Center-Folding Unit is installed in your copier, you will be able to use that unit to center bind and center fold your copy sets.

Key Counter
The Key Counter is used for checking copier use and is convenient for centralized management of the number of copies made by each department
as well as the total number of copies made overall on the machine.

Printer Kit

If the Printer Kit is installed in your copier, you can use the copier as a printer. For more details, refer to the Operation Guide for the Printer Kit.
Since a networking board is installed as standard equipment in the copier, access from multiple computers is possible and the machine can be used
as a network printer.

Network Scanner Kit
If the Network Scanner Kit is installed in your copier, you can use the copier as a scanner from multiple computers over your network.

Tandem Copier Kit

The Tandem Copier Kit is required when two copy machines are connected together. Connecting two copy machines will increase copy
management speed two-fold. In addition, for example, if copying is stopped in one copier due to insufficient toner or other such reason, the
remaining copies will be automatically produced in the other copier.
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Appendix: Functions and settings combination chart

This copier contains many different
functions and settings, and many of

them can be used in combination
for more efficient copying.

O:

Combination is possible

--: Combination is NOT possible

01:

Auto exposure adjustment is not available for
the photo mode. The text+photo mode, the text
mode, or manual exposure adjustment will be
selected.

04:

05:

The margin mode and the booklet/stitching
mode, or book to booklet mode, cannot be
used in combination with each other.

The function selected second will take priority
and original size selection (auto selection) will
engage.

08:

09:

The sheet erase mode and the book erase
mode cannot be used in combination with each
other.

The transparency + backing sheet mode and
the 2-sided copy modes cannot be used in
combination with each other.

Refer to the following chart for 02: Only the auto magnifica}lion selection mode is 06: The b_orde_r_erase modes and the auto 10: Cannc_xt be_ _used in combination with auto

details on combininggspeciﬁc 03: gvnﬁlylaskzreﬁeT :.im gg«/:v I[|1| 3?_)503§§}§S'm the ii'rﬁff.'ﬁa”{.il"n"i.t"?ffcﬁao”tﬁ‘;'r"e peedin 11: :‘ilscztﬁir:j/ggngo:; (rjneédeg and the invert mode

functions and settings. ;u;gep\a'\vgial%zeslzgggdrﬁode is available. That 07: l’:;i:;:Irgi;esr:tst?nglggssgn;et::er;uisr:om cannot be used in combination with each other.

combination with each other.
_ Function selected second 5 @ | @ |@| @ |@ |0 | 0| @ |@ |0 | @ |6 |@ |6 |6 |0 |0 |6| 0|0 |0 |6|8 |

Function selected first
@ Image quality (text mode) OlO|O|O|O[O[O[O]O|O|O|O[O[O[O[O|O]O|O[O[O[O
(@ Image quality (photo mode) Ol O|O|O[O[O[O]O|O|O|O[O[O[O[O|O]O|O[O[O[0O
(® Image quality (text+photo mode) OlO|O|O|O[O[O[O]O|O|O|O[O[O]O]O]|O]|O|O[O[O[0O
(@ Copy exposure (manual exposure adjustment) | O | O | O —-|O[O|O[O|O|O[O|O[O|O[O|O[O|O|O[O|O[O|O|0O
(® Copy exposure (auto exposure adjustment) | O | 01| O | - OlOJO|O0|O|O|O[O|OJO|O0[OIO0]O|O0|O[O|0[O|0
(® Auto paper selection mode (Same size:100% [1:1]) | O | O | O[O | O |||~ ]O[O|O]|O|O|O|O|O|O|O|O]|02]|02
@ Auto paper selection mode (enlargement/reduction) | O | O | O[O | O OlO|O|O|O[O[O]O]O|O]|O 02|02
Auto magnification selection mode O|O|O0|0O|0O Ol|O|O|O|O0|O0|O0|O]O0]0|O0]|0]0
(9) Same size (100% [1:1]) copying OlO0|O0|10]0O OlOJO1O0O]OO|O[O|O0]O|0]0O |02
Zoom mode OlO0lO01O0|0O OlO|O|O|O|OIO|O|O0O|O0|O0O|02
@) Preset zoom mode O|O0|O0|0|0O OlO|O|O|O|O|O|O]O[O|O]|0O]02
@ XY zoom mode O|O|O|O|O|—|—|—|—|—]|— OlO|O|O[|O|O|O|O]O[O|0O]|02]02
@3 Eco print mode OlO|O|O[O|O|O|O|O|O|O|O OlO|O|O[O|O|O|O|O|O|0O|0O
Margin mode OlO|O|O|O|O|O|O|O|O|O0|0]0O - O|O|O[O|O|O|O|O|04]|04
@9 Centering/Image shift mode OlO|O|O|O|O|O0|O0|O|O|O0|O0|0O]| - OlO|O|O|O|O|O0|O|O0|O
Border erase (sheet erase mode) OlO|O|O|O[O[O|O]O]|O|O0|O[O[O]O —|O|O|O|O|O|O0|O|0O
@ Border erase (book erase mode) OlO|O|O|O|O[O|O]O|O|O|O|O[O[O]| - OlO|O]O0]O]0O]08|0O
1-sided copying (1-sided — 1-sided) OlO|O|O|O[O[O]O]O|O|O|O[O[O]O]O]|0O || -] O|O
2-sided copying (1-sided — 2-sided) OlO|O|O[O|O|O|O|O|O|O|O|O|O0|0|0]0 12[12
©9 2-sided copying (2-sided — 2-sided) OlO|O|O[O|O|O0|O]O|O|0|O0]O0|0|0]0]0 1212
@) 2-sided copying (book — 2-sided) OlO|O|O[O|O|O0|O|O|O|O0|O0]O0|O0|0]0]0 12[12
@9 Page separation/Split copy (2-sided — 1-sided)| O | O | O[O |O|O | O[O |O|O|O[O|O|O|O[O|O 1212
@3 Page separation/Split copy (book — 1-sided)| O | O | O | O |O O[O [O|O|O|O|O[O|O[|O|O|O| = ||| 1212
(29 Booklet/Stitching mode OlO]O|10[0O02[02|O|O[O|O[02|O[04|O|O|08|O([12]|12]12|12]12
5 Book to Booklet mode OlO1O|O10O02(02|O02(02(02(02[/O(04[{O[O[O|O[12[12[12[12[12]
@9 Cover mode OlO|O|O[O|O|O|O[O|O|O0|O0|O0|O0|0]|0|0|0|0]0|0|10|0O 17|17
@) Transparency + backing sheet mode OlO|O|O[O|O|O|OJO|O|O|O|O|O|O0]O[O|0O]09[09(09|O|16]18|18
Paper selection OlO|OIOIOIO[OIO[O[O[O[O[O[O0[O0[O[O|O0[O0[O0[O0[O0[O0[O0]0
@9 Original set direction OlOJO1O0O[OIO|O[O]O[O|O0[OlO0]O0[O0]0[28|O[O|0O[14(0O (14O |14
Original size selection (standard size) OlO|O|O[O|O|O|O|O|O|O|O|O|O|O0|O0]O|0|0|0[13|O]13]0O|0O
@) Original size selection (custom size) OlO|O|O|O[O[O]O]O]|O|O|O[O[O[0O]07]{07|O|O|O|[05]OC |05|05]|05
@ Original size selection (auto selection) OlO|O]O|O[0O[03]03[03][03]|03|03|O[O[O|06[{06|O|10/O|[10[{O|10]{19]19
@ Original size selection (filing) OlO]O|10[O[02]|02|0O]02]{02|02(02|O|O|[O|06[06|O[O|O[10[O|10[20]|20
Sort mode OlO|O|O[O|O|O|O|O|O|O|O|O|O|O|O|O|O|O0|O0[O|O0|0|0]0
@ Finished mode OlO|O|O[O|O|O|O[O|O|O0|O|O|O|0|O0[O0|0]|0|0][0]|0]10]0]0
Staple mode OlO|O|O[O|O|O|O[O|O|O|O[O|O|O0|O0[O|0]|0|0[0|0]10]10]0
@) Punch mode OlO|JO|O[O|O|O[O[O|O|O|O[O|O|O|O[O|0|0|0[0|0]|0O|23]23
Copy eject location OlOJOIO|OIO|O[O|O[O|O[O|O]OIO|O[O|O[O|O0[O|O0]O0[0O]|0
@9 Invert mode OlOJO1O[OIO|O[O|O[O|O[O|O[OIO|O[O|O[11|11[11|O[O 11|11
Mirror image mode OlO|O|O[O|O|O|O[O|O|O0|O[O|O|0|O0[O0|0]0|0[0]|0]10]0]0
Print page numbers mode OlO|O|O|O|O[O[O[O|O|O|O|O|O|O[O|O|O|O|O|O[O[O]O]0O
@ Form overlay mode OlO|O|O[O|O|O|O|O|O|O0|O|O|O|O0]0|O0|0|O0]|0O[158]O|15]25]|25
Combine/Merge Copy modes OlO]O10[0[02[02|O]O[O|0O[02]0O[26|O|O[O|O[O|O[15|O|15(26]|26
@3 Memo mode O|0|O0|0]0]02[02|O]|O|0O|0O[02]|0[27]|O0|O|O|O|0O|0O|15|O|15]27|27
Batch scanning mode OlO|O|O|O|O[O[O[O|O|O|O|O|O[O[O|O|O|O|O|O[O[O]O]|0O
Proof mode OlO|O|O[O|O|O|O[O|O|O|O[O|O|O0|O0[O0|0|0|0[0|0]10]10]0
@) Repeat copy mode (settings) OlO|O|O|O|O[OJO]O|O|O|O|O|O|O[O|O|O|O|O|O[O[O]O]|0O
Repeat copy mode (print out)
Document management functions (form registration) | O | O | O [ O[O | O |O|O|O O[O | O Ol
Document management functions (shared data box [storing documents) | O [ O [ O | O[O OO O[O O[O O Ol0]|0 OO
&) Document management functions (synergy print boves storing documents) | O | O | O | O | O | O[O |[O|O| O[O |O| |- Ol|O0|0O]| - O|0]| -
(62 Document management functions (shared data box [printing outdocuments]) | === | - | - | - | — | =~ | = |~ || —|—|— [ OO —|-10O]|0O — |10
(3 Document management functions (synerqy print boxes [printing out documents)) | === | - | - | = | — |~ | = |~ |~ | —- | — | — | O | O - O|10O]|- O] -
Output management functions (interrupt print) | === | = | — | — | — ol et Bl Mt Mt Mt Ml B
6 Job build copying (step 1) O|O|O0]0O|0O O|O|O|O|O|O|O[O|O O|O0|O|O|O|0O]-
Job build copying (from step 2) OlO|O|O[O|—~]|—1O0[O0|O0|0|O|~|—]—10[—~|O]|—|—[—|O0]|O| |-
6 Interrupt copying OlOJOJO[O|O|O[O|O[O|O[O|O]|O[O|O[O|O[O]JO[O|O0]|O[O]0O
Scanner functions (Scan to PC) OlO[O|1O0|O|O|—-|O|O|—-]|-|-—|—|—-|-]1O|O|O|-—-]|-—-[-]O|O|-]|-
Scanner functions (Send E-mail) O|l—-[O]O|O|O|-—-|O|O|- -1 OO0 - OO |-
Scanner functions (TWAIN) OlO]|O]O|O|O[-]O]O]- -|O1O 1O -1 OO |-
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Appendix: Functions and settings combination chart

: The booklet/stitching mode and book to booklet

mode will be given second priority when the
2-sided copy modes or the page separation/
split copy modes are selected.

: Open-faced originals cannot be used in

combination with original size selection.

: Not available because open-faced originals

must be set with the top edge towards the rear
of the copier.

: The book — page separation/split copy mode

and the transparency + backing sheet mode
cannot be used in combination with each other.

: Not available in combination with the cover

mode.

: Not available in combination with the

transparency + backing sheet mode.

: Not available in combination with original size

selection (auto selection).

21:

22:

Not available in combination with the original
size selection.

The finished mode and the staple mode cannot 27:
be used in combination with each other.
: The punch mode cannot be used in

combination with each other.

: The original set direction cannot be selected
because the book erase mode was selected

26: Not available in combination with the
combine/merge copy mode.

The memo mode cannot be used in
combination with each other.

The selected paper setting will be canceled in
order to switch to the auto paper selection mode.
The batch scanning operation, selected first,
will be canceled.

28:

29:

and originals must be set with the top edge

15: Not available in combination with open-faced 20: Not available in combination with original size towards the rear of the copier. Insert blank sheet
originals. selection (filing). 25: Not available in combination with the form 62 Start on front of copy
overlay mode. Enter number of copies (copy sets) to be made
®loo e oo e e o e e oe e oo e oo e e e e enonseerdedseod. _
Function selected first
OlO|O|O[O|O|O|O|O|O|O|O[O|O0|O|O[O0|0|0|0[0]0]- - | O | @ Image quality (text mode)
OlO|O|O|O|O[O|O]O|O|O|O|O|O|O[O|O|O|O|O|O[O]- - | O | ® Image quality (photo mode)
OlO|O|O|O|O[OJO[O|O|O|O|O|O|O]|O|O|O|O|O|O[O]- - | O | ® Image quality (text+photo mode)
OlOJOJOJO|O|O[O|O[O|O[O|O]|O[O|O[O|O[O|O[O]|O]- - | O | @ Copy exposure (manual exposure adjustment)
OlOJOJOJO|O|O[O|O[O|O[O|O]|O[O|O[O|O[O|O[O]|O]- -| O | ® Copy exposure (auto exposure adjustment)
O|O]|O0|O0[0|0]0[02]|O|O|O|O0[O0|O0]|0[0[0]02|02{0[0O|0O]- - | O | ® Auto paper selection mode (Same size: 100% [1:1])
OlO]|O0]O0]O0|0[03[02]|O|O|O|O|O|O]O[O0[0O]02]02|O|O|O]- - | O | @ Auto paper selection mode (enlargement/reduction)
OlO|O|O[O[0]3|O|O|O|O|O[O|O|O0|O]O|O0|O0|0]0]0]- -1 O Auto magnification selection mode
OlO|O0|0[0[0]03[02]|O|O|O|O[O|O|O|O|O|O|O|O[O|O]- -| O | @ Same size (100% [1:1]) copying
OlO|O0|O0[0[0]03[02|O|O|O|O[O|O|O|O|O|O|O|O][0O|O]- -1 O Zoom mode
OlO|0|0]0]0]03[02|O|O|O|O|O|O|O|O|O|O|O|O|O]|O]|--|-]O| @ Preset zoom mode
OlOJO1O[O[0]03[02|O[O|O[OIO[O[O]O[0O]02{02|O[O|0O]- - | O | G2 XY zoom mode
OlO|O|O[O|O|O|O|O|O|O|O[O|O|O0|O[O|O0|0|0[0]0]- - | O | @3 Eco print mode
OlO|O|O[O|O|O|O|O|O|O0|O|O|0|0|0]|0[26]|27|0[0O|O]- -1 O Margin mode
OlOJOJO[O|O|O[O|O[O|O[O|O]|O|O|O|O|O[O|O[O]|O]- - | O | @ Centering/Image shift mode
OlO0]|0]0]0]07]06]06|O|O|O|O|O|OJO]O|O|O|O|O|O|O]- -1 O Border erase (sheet erase mode)
O[O0]10]24]0]07]06]06|O|O|O|O|O|O|O]O|O|O|O|O|O|O]- - | O | @ Border erase (book erase mode)
OlO|O|O|O|O[O|O]|O|O|O|O|O|O[O[O]|O|O|O|O|O[O]- -1 O 1-sided copying (1-sided — 1-sided)
Q109 O|O|O|O[10]O|O|O|O|O|O[11]|O]O|O]|O|O|O|0O|O]- -1 O 2-sided copying (1-sided — 2-sided)
Ol09|O|O[O[O|O|O|O|O|O|O[O[11|O|O]O|O|O|O[O|0O]- -| O | @9 2-sided copying (2-sided — 2-sided)
O109]0O[14[13[13|10[10| O[O |O O[O [11|O[O[15[15|15|O[O|O]|- - | O | @ 2-sided copying (book — 2-sided)
OlO|O|O|O|O|O|O[O|O|O|O|O|OJO]O|O0]O0]|O0|O0|0]O]- - | O | @ Page separation/Split copy (2-sided — 1-sided)
O[16]|O[14]13[13[10[10|O|O|O|O|O|O|O[O[15]|15|15|O|O|O|- - | O | @ Page separation/Split copy (book — 1-sided)
17118 O | O[O (2119|200 | O |O[23|O[11| O[O |25(26|27| O |O|O |- -1 O @ Booklet/Stitching mode
1718 O (14O [21[19(20| O[O [ O [23|O[11| O[O [25(26(27| O[O |O |- - | O | @ Book to Booklet mode
1710|100 [17[17[17|O|O|O O[O [17|O|O|O[17[17]| O[O | O] - -1 O| @ Cover mode
17 O10]10O]18]18|18| 0O [18[18[18| O |18|O|O|O|O|O|O|O|O]|- - | O | @ Transparency + backing sheet mode
OO O]lO10[28|O|O|O[O|O[O|OIO|OIO|OIO[O|1O[0O]- -1 O Paper selection
Ol|0]|0O OlO|O|O[O|O|O|O[O|O|O|O|O|O0|0|0[0]|0]- - | O| @ Original set direction
O|010]0O —[19]20|O|O|O|O[O|O|O|O|O|O|O[O]O|O]- -1 O Original size selection (standard size)
171181 O | O | — 19(20 O O[O |O|O|O|O]O|O0]|21[21|O|O|O]- - | O | @ Original size selection (custom size)
1711810 O [19] 19 - [O]O]19|O|O|O[O[19]19]19]|19|O|O|O|- - | O | @ Original size selection (auto selection)
171181 O | O |20[20 ] - Ol|O0|0]O0]10|0O[0O]20]20]20]|20|20| O[O |- - | O | @ Original size selection (filing)
O|O0|O0|O0[O0|O0|0]0O OlO|0|O[O|O0|0|0[O0|0|0]0]0]- -1 O Sort mode
O[18|O|O0[O0|O0|0]0]|0O 22|0|0]0|O0|O|O0|O0|O0|O0|10]|0O]- - | O | 83 Finished mode
O[18|O|O|O|O|19|0O|O |22 OlO|O0|O0[O0|O|0|0|O0|0]|0O]- -10 Staple mode
O[18|O|O|O|O|O|O|0O|0O]|O OlO|O|O[O|O0|O0|O0[O0|O]- - | O | ) Punch mode
OlO|0|O0[0O|O0|O0|O0|O0|O0]0]0O OlO|0|O0|O|O0|10|0|0O]- -1 O Copy eject location
17[18| O | O[O |O|O|O|O|O|O|O|O O|O|O0|O0[O0|0|0]|0]- -1 O Invert mode
OlO|O|O|O|O[O[O|O|O0|O0|O0|O0]0O Ol|O|O0|O0|O0|O|O]- -10 Mirror image mode
OlO|O0[O0[0[O0]19][20|O|O|O|O|O|0O]|O O|0|O0|O0|0]|O]- -1 O Print page numbers mode
O|O|O0[O0[O0]|0O]19][20|O|O|O[O[O|O|O|O 25|125| 0O |25]- - | O | @ Form overlay mode
170101010 [21]19[20| O |O|O|O|O|OJO|O |25 26| O|O|O]|- -10O Combine/Merge Copy modes
17/O|O[0O]10[21]19[20/O|O|O|O[O|O|O|O|25]26 O|lO]O]- - | O | @ Memo mode
OlOIOIO[O[O[O0[29[/O[O[O[O[O[OJOJO[O[O]0O OO - -1 O Batch scanning mode
OlO|O[O[O|O|O0|O[O|O]O|O0[O|O0]0|0[0|0]|0]0 Of- -10 Proof mode
OlO|O|O|O|O[O[O]O|O]|O|O|O0[O]0|0]25|0|0O|0O]0O -1 O Repeat copy mode (settings)
-1 O Repeat copy mode (print out)
—[O1O]- Document management functions (form registration)
OlO01O]- O Document management functions (shared data box [storing documents])
- 1O|O|O]- Ol - --- | ) Document management functons (synergy print boxes [storing documents)
O O|l—|[-—]— Ol10]O0|0O 010 - | O | 62 Document management functons (shared data box [prnting out documents))
o[-0 OO0 ]|O]- -1O010]| - - | O | 63 Document management functions (synergy print boxes [printing out documents)
el el Ml Ml Ml B sl Bl Ml Ml Ml s ol Rl el B il el el e Output management functions (interrupt print)
-101O0|0O O O|O0|0|0|0O]- -1 O] - -1 OO | -] O| 65 Job build copying (step 1)
— |- O|O|O|O|—-|—|=|—|—|—|—=|—]|—|—|=|—|—|—]|—|—-]0|0O|O Job build copying (from step 2)
OlO[O[O|O[O|O[O[O|O[O|O[O[O[O|O[-[O0]O0[O0[O0]O][-[--]0O| & Interrupt copying
— |- O|O|O|O|O|O|~—|~—|-—|-—|-—|-—|—|—|—|—|—-|O|—|——]|- Scanner functions (Scan to PC)
- 1010010100 -1O] - - Scanner functions (Send E-mail)
-1 OO0 O01O01O -1 O] - - Scanner functions (TWAIN)
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Laser Safety

Laser radiation could be hazardous to the human body. For this reason, laser radiation emitted inside this machine is hermetically
sealed within the protective housing and external cover. In the normal operation of the product by user, no radiation can leak from the
machine.

This machine is classified as Class 1 laser product under IEC 60825.

CAUTION

Performance of procedures other than those specified in this manual may result in hazardous radiation exposure.

This label is attached to the laser scanner unit inside the machine and is not in a user access area.

Eodré escapar radiacion de rayo laser.

vite la exposicion directa al rayo laser.

CAUTION Laser radiation when open. TYPE:2CJ1301 AP
Avoid direct exposure to beam. FE ER ! FIREESEBHMENR WAVE LENGTH:660~680nm

’ BERBEIRBBIEGHRT o LASER SOURCE:5mWx2

ATTENTION Rayonnement laser si ouvert. - INPUT:24VDC/MAX 3.0A
Dangereux de regarder a l'interieur. pa ¥ Epﬁ'ﬁﬁ'ﬁ: EEL—F—REHHY., 5VDC/0.9A

VORSICHT

Laser radiation when open. Peligro-Cuando la cubierta esté abierta se
A DANGER Avoid direct exposure to beam. PRECAUTION

—LICBESSENB L ERITL,

Laserstarhlung wenn geoffnt.
Nicht dem strahl aussetzen.

The labels shown below are attached on the rear side of the machine.

4 )\

CLASS 1 LASER PRODUCT

KLASSE 1 LASER PRODUKT







E1

CAUTION!

The power plug is the main isolation device! Other switches on the equipment are only
functional switches and are not suitable for isolating the equipment from the power source.

VORSICHT!

Der Netzstecker ist die Hauptisoliervorrichtung! Die anderen Schalter auf dem Gerat sind
nur Funktionsschalter und kénnen nicht verwendet werden, um den StromfluBB im Gerat
zu unterbrechen.

WARNING

This is Class A product. In a domestic environment this product may cause radio interference
in which case the user may be required to take adequate measures.

* The above warning is valid only in Australia and New Zealand.

Ce€

DECLARATION OF CONFORMITY
T0
89/336/EEC, 73/23/EEC and 93/68/EEC

We declare under our sole responsibility that the product to which
this declaration relates is in conformity with the following specifications.

Limits and methods of measurement for immunity
characteristics of information technology equipment ENS5024

Limits and methods of measurement for radio interference
characteristics of information technology equipment ENS5022 Class B

Limits for harmonic currents emissions
for equipment input current = 16A per phase EN61000-3-2

Limitation of voltage fluctuations and flicker in low-voltage
supply systems for equipment with rated current = 16A EN61000-3-3

Safety of information technology equipment,
including electrical equipment EN60950

Radiation Safety of laser products, equipment classification,
requirements and user's guide EN60825-1



* For best copy results and machine performance, we recommend that you use only KYOCERA
MITA original supplies for your KYOCERA MITA copier.

QUALITY
CERTIFICATE

This machiac hes oassed
all quality controls and
finzl inspection

~_




KYOCERA MITA EUROPE B.V.

Hoeksteen 40, 2132 MS Hoofddorp,

The Netherlands

Phone: (020) 6540000

Home page: http://www.kyoceramita-europe.com
Email: info @kyoceramita-europe.com

KYOCERA MITA NEDERLAND B.V.
Hoeksteen 40, 2132 MS Hoofddorp,

The Netherlands

Phone: (020) 5877200

KYOCERA MITA (UK) LIMITED
8 Beacontree Plaza

Gillette Way,

Reading RG2 0BS UK

Phone: (0118) 931 1500

KYOCERA MITA ITALIA S.P.A.

Via Verdi 89/91 20063 Cernusco sul Naviglio
(Milano) Italy

Phone: 02-92179 1

S.A. KYOCERA MITA BELGIUM N.V.
Hermesstraat 8A, 1930 Zaventem, Belgium
Phone: (02) 7209270

KYOCERA MITA FRANCE S.A.R.L.
Parc les Algorithmes

SAINT AUBIN

91194 GIF-SUR-YVETTE

France

Phone: (01) 69852600

KYOCERA MITA ESPANA S.A.

Edificio Mita, Avda. De Manacor N°2,

Urb. Parque Rozas, Apartado de Correos 76,
28230 Las Rozas, Madrid, Spain

Phone: (91) 631-8392

KYOCERA MITA FINLAND OY
Kirvesmiehenkatu 4, 00810 Helsinki,
Finland

Phone: (09) 478-05200

KYOCERA MITA (SCHWEIZ) AG
Holzliwisen Industriestrasse 28,

8604 Volketswil, Switzerland

Phone: (01) 908 4949

KYOCERA MITA DEUTSCHLAND GMBH
Mollsfeld 12 40670 Meerbusch,

(Osterath) Germany

Phone: 02159-918120

KYOCERA MITA GMBH AUSTRIA
Eduard-Kittenberger-Gasse 95,

1230, Wien, Austria

Phone: (01) 86338-0

KYOCERA MITA SVENSKA AB
Vretenvagen 2

171 54 Solna, Sweden

Phone: (08) 546 550 00

KYOCERA MITA NORGE
Postboks 150 Oppsal, NO 0619 Oslo
Olaf Helsetsvei 6, NO 0694 Oslo
Phone: (22) 62 73 00

©2002 KYOCERA MITA CORPORATION
[g KYOCERA is a trademark of Kyocera Corporation

mila is a registered trademark of KYOCERA MITA CORPORATION

KYOCERA MITA DANMARK A/S
Industrivej 11, DK-4632 Bjeeverskov,
Denmark

Phone: (56) 871100

KYOCERA MITA PORTUGAL LDA.
Rua de Campolide,

n°56-5° dto,

1070-026, Lisbon, Portugal

Phone: (21) 09-00

KYOCERA MITA SOUTH AFRICA

(PTY) LTD.

UNIT 3, "Kyalami Crescent,"
Kyalami Business Park,
1685 Midrand, South Africa
Phone: (11) 466-3290

KYOCERA MITA
AMERICA, INC.

Headquarters:

225 Sand Road, P.O. Box 40008,
Fairfield, New Jersey 07004-0008,
U.S.A.

Phone: (973) 808-8444

KYOCERA MITA AUSTRALIA PTY.
LTD.

Level 3, 6-10 Talavera Road, North Ryde,
N.S.W. 2113 Australia

Phone: (02) 9888-9999

KYOCERA MITA NEW ZEALAND LTD.
1-3 Parkhead Place,

Albany, Auckland,

New Zealand

Phone: (09) 415-4517

KYOCERA MITA (THAILAND) CORP.,

LTD.
9/209 Ratchada-Prachachem Road,
Bang Sue, Bangkok 10800, Thailand

Phone: (02) 586-0320

KYOCERA MITA SINGAPORE
PTE LTD.

121 Genting Lane, 3rd Level,
Singapore 349572

Phone: 67418733

KYOCERA MITA HONG KONG
LIMITED

11/F., Mita Centre,

552-566, Castle Peak Road,
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