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Introduction

This manual describes detailed instructions on the operation and notes about the use of this machine.
To get maximum versatility from this machine all operators are requested to read this manual carefully
and follow the instructions. Please keep this manual in a handy place near the machine.

Important

Contents of this manual are subject to change without prior notice. In no event will the company be li-
able for direct, indirect, special, incidental, or consequential damages as a result of handling or oper-
ating the machine.

Notes:

Some illustrations in this manual might be slightly different from the machine.
Certain options might not be available in some countries. For details, please contact your local dealer.

Laser Safety:

This machine is considered a class 1 laser device, safe for office/EDP use. The machine contains two
GaAlAs laser diodes, 5-milliwatt, 760-800 nanometer wavelength for each emitter. Direct (or indirect
reflected ) eye contact with the laser beam might cause serious eye damage. Safety precautions and
interlock mechanisms have been designed to prevent any possible laser beam exposure to the opera-
tor.

The following label is attached on the back side of the machine.

CLASS 1 LASER PRODUCT

LASER KLASSE 1 PRODUKT

Warning:

Use of controls or adjustment or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Notes:

The model names of the machines do not appear in the following pages. Check the type of your ma-
chine before reading this manual. (For details, see P.13 “Machine Types”.)

* Type 1: DSm622/LD122/Aficio 2022

* Type 2: DSm627/LD127/Aficio 2027

* Type 3: not available

Certain types might not be available in some countries. For details, please contact your local dealer.

Two kinds of size notation are employed in this manual. With this machine refer to the metric version.
For good copy quality, the supplier recommends that you use genuine toner from the supplier.

The supplier shall not be responsible for any damage or expense that might result from the use of parts
other than genuine parts from the supplier with your office products.
Power Source

220 - 240V, 50/60Hz, 7A or more

Please be sure to connect the power cord to a power source as above. For details about power source,
see P.132 “Power Connection”.



Manuals for This Machine

The following manuals describe the operational procedures of this machine. For
particular functions, see the relevant parts of the manual.
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Manuals provided are specific to machine type.

Adobe Acrobat Reader is necessary to view the manuals as a PDF file.
Two CD-ROMs are provided:

¢ CD-ROM 1 "Operating Instructions for Printer/Scanner"

¢ CD-ROM 2 "Scanner Driver & Document Management Utilities"

General Settings Guide (this manual)

Provides an overview of the machine and describes System Settings (paper
trays, Key Operator Tools, etc.), Document Server functions, and trouble-
shooting.

Refer to this manual for Address Book procedures such as registering fax
numbers, e-mail addresses, and user codes.

Network Guide (PDF file - CD-ROM1)
Describes procedures for configuring the machine and computers in a net-
work environment.

Copy Reference
Describes operations, functions, and troubleshooting for the machine's copier
function.

Facsimile Reference <Basic Features>
Describes operations, functions, and troubleshooting for the machine's fac-
simile function.

Facsimile Reference <Advanced Features>
Describes advanced functions and settings for key operators.

Printer Reference 1
Describes system settings and operations for the machine's printer function.

Printer Reference 2 (PDF file - CD-ROM1)

Describes operations, functions, and troubleshooting for the machine's print-
er function.

Scanner Reference (PDF file - CD-ROM1)
Describes operations, functions, and troubleshooting for the machine's scan-
ner function.



< Manuals for DeskTopBinder V2 Lite
DeskTopBinder V2 Lite is a utility included on the CD-ROM labeled "Scanner
Driver & Document Management Utilities".

¢ DeskTopBinder V2 Lite Setup Guide (PDF file - CD-ROM2)
Describes installation of, and the operating environment for DeskTop-
Binder V2 Lite in detail. This guide can be displayed from the [Setup] dis-
play when DeskTopBinder V2 Lite is installed.

¢ DeskTopBinder V2 Lite Introduction Guide (PDF file - CD-ROM?2)
Describes operations of DeskTopBinder V2 Lite and provides an overview
of its functions. This guide is added to the [Start] menu when DeskTop-
Binder V2 Lite is installed.

¢ Auto Document Link Guide (PDF file - CD-ROM2)
Describes operations and functions of Auto Document Link installed with
DeskTopBinder V2 Lite. This guide is added to the [Start] menu when
DeskTopBinder V2 Lite is installed.

< Manuals for ScanRouter V2 Lite

ScanRouter V2 Lite is a utility included on the CD-ROM labeled "Scanner

Driver & Document Management Utilities".

¢ ScanRouter V2 Lite Setup Guide (PDF file - CD-ROM2)
Describes installation of, settings, and the operating environment for Scan-
Router V2 Lite in detail. This guide can be displayed from the [Setup] dis-
play when ScanRouter V2 Lite is installed.

¢ ScanRouter V2 Lite Management Guide (PDF file - CD-ROM?2)
Describes delivery server management and operations, and provides an
overview of ScanRouter V2 Lite functions. This guide is added to the [Start]
menu when ScanRouter V2 Lite is installed.

< Other manuals

¢ PS3 Supplement (PDF file - CD-ROM1)

¢ Unix Supplement (Available from an authorized dealer, or as a PDF file on
our Web site.)



What You Can Do with This Machine

The following introduces the functions of this machine, and the relevant manu-
als containing detailed information about them.

Products marked with * are optional. For details about optional products, see
p-154 “Options”, or contact your local dealer.

Copier, Facsimile, Printer, and
Scanner Functions
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This machine provides copier, fac-
simile*, printer*, and scanner* func-
tions.

You can make copies of originals.
With a finisher*, you can sort and
staple copies. See Copy Reference.

You can send originals by fax and
receive faxes from other parties.
See Facsimile Reference <Basic Fea-
tures> , and Facsimile Reference
<Advanced Features>.

You can print documents created
using applications. See Printer Ref-
erence 1, Printer Reference 2.

You can scan originals and send
the scan file to a computer. See
Scanner Reference.

Utilizing Stored Documents

GCKONN2J

* You can store file from originals

scanned by this machine, or file
sent from other computers, into
the machine's hard disk. You can
print and fax stored documents as
required. You can also change
print settings and print multiple
documents (Document Server).
See p.33 “Using the Document
Server”.

With DeskTopBinder V2 Profes-
sional*/Lite, you can search,
check, print, and delete stored doc-
uments using your computer. You
can also retrieve stored documents
scanned in scanner mode. With
File Format Converter*, you can
even download documents stored
in copy and printer functions to
your computer. See Network Guide.



Paperless Fax Transmission
and Reception

Reception
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* You can store received fax messag-

es on the machine's hard disk, in-
stead of printing them onto paper.
You can use DeskTopBinder V2
Professional*/Lite or a Web
browser to check, print, delete, re-
trieve, or download documents us-
ing your computer (Storing
received documents). See Facsimile
Reference <Advanced Features>.

Transmission
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* You can send documents created

using applications to another par-
ty's fax machine directly, without
performing a print job (LAN-Fax).
See Facsimile Reference <Advanced
Features>.

Fax Transmission and
Reception Through the
Internet
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You can send fax documents through
e-mail by specifying the recipient's e-
mail address (Internet Fax Transmis-
sion).

You can receive sent documents via
Internet Fax, or from computers (In-
ternet Fax Reception). See Facsimile
Reference <Basic Features>



Using the Scanner in a
Network Environment
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You can send scanned documents
to other network computers using
e-mail (Sending stored scan file by
e-mail). See Scanner Reference.

With ScanRouter V2 Profession-
al*/Lite, you can save scanned
documents in specified destina-
tions on network computers (File
storage). See Scanner Reference.

You can send scanned documents

to other network folders (Scan to
Folder). See Scanner Reference

Administrating the
Machine/Protecting Documents
(Security Functions)

d iy
00O @72
q 7

—

GCKONNGJ

The security functions protect docu-
ments from being copied without
permission or unauthorized access
via the network. See p.143 “Security”.

< Security Functions

® Protecting stored documents
(setting passwords)

e Protecting file remaining in
memory

¢ Protecting against unauthor-
ized access via phone line

¢ Authenticating administrator
(setting the key operator code).
See p.58 “Key Operator Code”.

< Extended Security Function
By setting a password, documents
are protected against unauthor-
ized access. See p.58 “Extended Se-
curity”.
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Monitoring the Machine Via
Computer
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You can monitor machine status and
change settings using a computer.

¢ Using SmartNetMonitor for Ad-

min, SmartNetMonitor for Client,
or a Web browser, you can use a
computer to view the machine's
status, such as to check on paper
quantities, or misfeeds, etc. See
Network Guide.

You can also use a Web browser to
make network settings. See Net-
work Guide.

You can also use a Web browser to
register and manage items such as
user codes, fax numbers, e-mail
addresses, and folders in the Ad-
dress Book. See the Web browser's
Help.
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Copyrights and Trademarks

Trademarks

Microsoft®, Windows® and Windows NT® are registered trademarks of Micro-
soft Corporation in the United States and/or other countries.

Acrobat® is a registered trademark of Adobe Systems Incorporated.

Bluetooth™ is a trademark of the Bluetooth SIG, Inc. (Special Interest Group)
and is used by RICOH Company Limited under license.

Copyright ©2001 Bluetooth SIG, Inc.
The Bluetooth Trademarks are owned by Bluetooth SIG, Inc. USA

Other product names used herein are for identification purposes only and might
be trademarks of their respective companies. We disclaim any and all right in
those marks.

Other product names used herein are for identification purposes only and might
be trademarks of their respective companies. We disclaim any and all right in
those marks.

The proper names of the Windows operating systems are as follows:
¢ The product name of Windows® 95 is Microsoft® Windows® 95
¢ The product name of Windows® 98 is Microsoft® Windows® 98

¢ The product name of Windows® Me is Microsoft® Windows® Millennium
Edition (Windows Me)

¢ The product names of Windows® 2000 are as follows:
Microsoft® Windows® 2000 Advanced Server
Microsoft® Windows® 2000 Server
Microsoft® Windows® 2000 Professional

¢ The product names of Windows® XP are as follows:
Microsoft® Windows® XP Professional
Microsoft® Windows® XP Home Edition

¢ The product names of Windows Server™ 2003 are as follows:
Microsoft® Windows Server™ 2003 Standard Edition
Microsoft® Windows Server™ 2003 Enterprise Edition
Microsoft® Windows Server™ 2003 Web Edition

e The product names of Windows® NT are as follows:
Microsoft® Windows NT® Server 4.0
Microsoft® Windows NT® Workstation 4.0



Information about Installed Software

Expat

¢ The software including controller, etc. (hereinafter "software") installed on
this product uses the expat Version 1.95.2 (hereinafter "expat") under the con-
ditions mentioned below.

¢ The product manufacturer provides warranty and support to the software of
the product including the expat, and the product manufacturer makes the in-
itial developer and copyright holder of the expat, free from these obligations.

¢ Information relating to the expat is available at:
http:/ /expat.sourceforge.net/

Copyright © 1998, 1999, 2000 Thai Open Source Software Centre, Ltd. and Clark
Cooper.

Permission is hereby granted, free of charge, to any person obtaining a copy of
this software and associated documentation files (the "Software"), to deal in the
Software without restriction, including without limitation the rights to use,
copy, modify, merge, publish, distribute, sublicense, and/or sell copies of the
Software, and to permit persons to whom the Software is furnished to do so, sub-
ject to the following conditions:

The above copyright notice and this permission notice shall be included in all
copies or substantial portions of the Software.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY
KIND, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR
PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL THE AU-
THORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAG-
ES OR OTHER LIABILITY, WHETHER IN AN ACTION OF CONTRACT,
TORT OR OTHERWISE, ARISING FROM, OUT OF OR IN CONNECTION
WITH THE SOFTWARE OR THE USE OR OTHER DEALINGS IN THE SOFT-
WARE.

NetBSD

1. Copyright Notice of NetBSD
For all users to use this product:
This product contains NetBSD operating system:

For the most part, the software constituting the NetBSD operating system is not
in the public domain; its authors retain their copyright.

The following text shows the copyright notice used for many of the NetBSD
source code. For exact copyright notice applicable for each of the files/binaries,
the source code tree must be consulted.

A full source code can be found at http:/ /www .netbsd.org/.
Copyright © 1999, 2000 The NetBSD Foundation, Inc.
All rights reserved.



Redistribution and use in source and binary forms, with or without modifica-
tion, are permitted provided that the following conditions are met:

® Redistributions of source code must retain the above copyright notice, this list
of conditions and the following disclaimer.

@ Redistributions in binary form must reproduce the above copyright notice,
this list of conditions and the following disclaimer in the documentation
and/or other materials provided with the distribution.

® All advertising materials mentioning features or use of this software must
display the following acknowledgment:
This product includes software developed by The NetBSD Foundation, Inc.
and its contributors.

@ Neither the name of The NetBSD Foundation nor the names of its contribu-
tors may be used to endorse or promote products derived from this software
without specific prior written permission.

THIS SOFTWARE IS PROVIDED BY THE NETBSD FOUNDATION, INC. AND
CONTRIBUTORS "AS IS" AND ANY EXPRESS OR IMPLIED WARRANTIES,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MER-
CHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DIS-
CLAIMED. IN NO EVENT SHALL THE FOUNDATION OR CONTRIBUTORS
BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEM-
PLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMIT-
ED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF
USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER
CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN CON-
TRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTH-
ERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE,
EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

Sablotron

Sablotron (Version 0.82) Copyright © 2000 Ginger Alliance Ltd. All Rights Re-
served

a) The application software installed on this product includes the Sablotron soft-
ware Version 0.82 (hereinafter, “Sablotron 0.82”), with modifications made by
the product manufacturer. The original code of the Sablotron 0.82 is provided by
Ginger Alliance Ltd., the initial developer, and the modified code of the Sablo-
tron 0.82 has been derived from such original code provided by Ginger Alliance
Ltd.

b) The product manufacturer provides warranty and support to the application
software of this product including the Sablotron 0.82 as modified, and the prod-
uct manufacturer makes Ginger Alliance Ltd., the initial developer of the Sablo-
tron 0.82, free from these obligations.

¢) The Sablotron 0.82 and the modifications thereof are made available under the
terms of Mozilla Public License Version 1.1 (hereinafter, “MPL 1.1”), and the ap-
plication software of this product constitutes the “Larger Work” as defined in
MPL 1.1. The application software of this product except for the Sablotron 0.82
as modified is licensed by the product manufacturer under separate agree-
ment(s).



d) The source code of the modified code of the Sablotron 0.82 is available at: ht-
tp:/ /support-download.com/services/device/sablot/notice082.html

e) The source code of the Sablotron software is available at: http:/ /www.ginger-
all.com

f) MPL 1.1 is available at: http:/ /www.mozilla.org/MPL/MPL-1.1.html

Authors Name List

All product names mentioned herein are trademarks of their respective owners.

The following notices are required to satisfy the license terms of the software
that we have mentioned in this document:

This product includes software developed by the University of California,
Berkeley and its contributors.

This product includes software developed by Jonathan R. Stone for the NetB-
SD Project.

This product includes software developed by the NetBSD Foundation, Inc.
and its contributors.

This product includes software developed by Manuel Bouyer.

This product includes software developed by Charles Hannum.

This product includes software developed by Charles M. Hannum.

This product includes software developed by Christopher G. Demetriou.
This product includes software developed by TooLs GmbH.

This product includes software developed by Terrence R. Lambert.

This product includes software developed by Adam Glass and Charles Han-
num.

This product includes software developed by Theo de Raadt.

This product includes software developed by Jonathan Stone and Jason R.
Thorpe for the NetBSD Project.

This product includes software developed by the University of California,
Lawrence Berkeley Laboratory and its contributors.

This product includes software developed by Christos Zoulas.

This product includes software developed by Christopher G. Demetriou for
the NetBSD Project.

This product includes software developed by Paul Kranenburg.
This product includes software developed by Adam Glass.
This product includes software developed by Jonathan Stone.

This product includes software developed by Jonathan Stone for the NetBSD
Project.

This product includes software developed by Winning Strategies, Inc.

This product includes software developed by Frank van der Linden for the
NetBSD Project.

This product includes software developed for the NetBSD Project by Frank
van der Linden



¢ This product includes software developed for the NetBSD Project by Jason R.
Thorpe.

¢ The software was developed by the University of California, Berkeley.

¢ This product includes software developed by Chris Provenzano, the Univer-
sity of California, Berkeley, and contributors.

JPEG LIBRARY

¢ The software installed on this product is based in part on the work of the In-
dependent JPEG Group.

SASL

CMU libsasl

Tim Martin

Rob Earhart

Rob Siemborski

Copyright © 2001 Carnegie Mellon University. All rights reserved.

Redistribution and use in source and binary forms, with or without modifica-
tion, are permitted provided that the following conditions are met:

@ Redistributions of source code must retain the above copyright notice, this list
of conditions and the following disclaimer.

® Redistributions in binary form must reproduce the above copyright notice,
this list of conditions and the following disclaimer in the documentation
and/or other materials provided with the distribution.

® The name "Carnegie Mellon University" must not be used to endorse or pro-
mote products derived from this software without prior written permission.
For permission or any other legal details, please contact:

Office of Technology Transfer
Carnegie Mellon University

5000 Forbes Avenue

Pittsburgh, PA 15213-3890

(412) 268-4387, fax: (412) 268-7395
tech-transfer@andrew.cmu.edu

@ Redistributions of any form whatsoever must retain the following acknowl-
edgment:
"This product includes software developed by Computing Services at Carne-
gie Mellon University (http://www.cmu.edu/computing/)."

CARNEGIE MELLON UNIVERSITY DISCLAIMS ALL WARRANTIES WITH RE-
GARD TO THIS SOFTWARE, INCLUDING ALL IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS, IN NO EVENT SHALL CARNEGIE MEL-
LON UNIVERSITY BE LIABLE FOR ANY SPECIAL, INDIRECT OR CONSE-
QUENTIAL DAMAGES OR ANY DAMAGES WHATSOEVER RESULTING
FROM LOSS OF USE, DATA OR PROFITS, WHETHER IN AN ACTION OF CON-
TRACT, NEGLIGENCE OR OTHER TORTIOUS ACTION, ARISING OUT OF OR
IN CONNECTION WITH THE USE OR PERFORMANCE OF THIS SOFTWARE.



MD4

Copyright © 1990-2, RSA Data Security, Inc. All rights reserved.

License to copy and use this software is granted provided that it is identified as
the "RSA Data Security, Inc. MD4 Message-Digest Algorithm" in all material
mentioning or referencing this software or this function.

License is also granted to make and use derivative works provided that such
works are identified as "derived from the RSA Data Security, Inc. MD4 Message-
Digest Algorithm" in all material mentioning or referencing the derived work.

RSA Data Security, Inc. makes no representations concerning either the mer-
chantability of this software or the suitability of this software for any particular
purpose. It is provided "as is" without express or implied warranty of any kind.

These notices must be retained in any copies of any part of this documentation
and/or software.

MD5

Copyright © 1991-2, RSA Data Security, Inc. Created 1991. All rights reserved.

License to copy and use this software is granted provided that it is identified as
the "RSA Data Security, Inc. MD5 Message-Digest Algorithm" in all material
mentioning or referencing this software or this function.

License is also granted to make and use derivative works provided that such
works are identified as "derived from the RSA Data Security, Inc. MD5 Message-
Digest Algorithm" in all material mentioning or referencing the derived work.

RSA Data Security, Inc. makes no representations concerning either the mer-
chantability of this software or the suitability of this software for any particular
purpose. It is provided "as is" without express or implied warranty of any kind.

These notices must be retained in any copies of any part of this documentation
and/or software.



How to Read This Manual

Symbols

This manual uses the following symbols:

A\ WARNING:

This symbol indicates a potentially hazardous situation that might result in
death or serious injury if you misuse the machine by not following these instruc-
tions under this symbol. Be sure to read these instructions, all of which are in-
cluded in the Safety Information section in the General Settings Guide.

A\ CAUTION:

This symbol indicates a potentially hazardous situation that might result in mi-
nor or moderate injury or property damage not involving bodily injury, if you
misuse the machine by not following these instructions under this symbol. Be
sure to read the instructions, all of which are included in the Safety Information
section in the General Settings Guide.

* The above statements are for your safety.
#Important

If this instruction is not followed, paper might be misfed, originals damaged, or
data lost. Be sure to read this.

=] Preparation
This symbol indicates the prior knowledge or preparation required before oper-
ation.

& Note

This symbol indicates precautions for operation, or actions to take following
mal-operation.

? Limitation

This symbol indicates numerical limits, functions that cannot be used together,
or conditions under which a particular function cannot be used.

AP Reference
This symbol indicates where further relevant information can be found.

[ 1]
Keys that appear on the machine's display panel.

(1

Keys built into the machine's control panel.



Safety Information

When using this machine, the following safety precautions should always be fol-
lowed.

Safety During Operation

In this manual, the following important symbols are used:

/\ WARNING:
Indicates a potentially hazardous situation which, if instructions

are not followed, could result in death or serious injury.

/A CAUTION:
Indicates a potentially hazardous situation which, if instructions are not

followed, may result in minor or moderate injury or damage to property.

/\ WARNING:

e Connect the power cord directly into a wall outlet and never use an ex-
tension cord.

e Disconnect the power plug (by pulling the plug, not the cable) if the
power cable or plug becomes frayed or otherwise damaged.

e To avoid hazardous electric shock or laser radiation exposure, do not
remove any covers or screws other than those specified in this manu-
al.

e Turn off the power and disconnect the power plug (by pulling the plug,
not the cable) if any of the following occurs:

* You spill something into the machine.
e You suspect that your machine needs service or repair.
e The external housing of your machine has been damaged.

¢ Do not incinerate spilled toner or used toner. Toner dust might ignite
when exposed to an open flame.

* Disposal can take place at our authorized dealer.

* Dispose of the used toner bottle in accordance with the local regula-
tions.




A\ CAUTION:

* Protect the machine from dampness or wet weather, such as rain and snow.

e Unplug the power cord from the wall outlet before you move the machine.
While moving the machine, you should take care that the power cord will not
be damaged under the machine.

* When you disconnect the power plug from the wall outlet, always pull the
plug (not the cable).

e Do not allow paper clips, staples, or other small metallic objects to fall inside
the machine.

e Keep toner (used or unused) and toner bottle out of the reach of children.

e For environmental reasons, do not dispose of the machine or expended
supply waste at household waste collection points. Disposal can take place
at an authorized dealer.

e The inside of the machine could be very hot. Do not touch the parts with a
label indicating the “hot surface”. Otherwise, an injury might occur.
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Positions of Labels and Hallmarks
forAWARNING and ACAUTION

This machine has labels for AWARNING and ACAUTION at the positions
shown below. For safety, please follow the instructions and handle the machine

as indicated.

CAUTION| “Hig jone alle pari calde quando si ol
TTENTION T, arta.
/ i SACHTUNG o s @ .[\,/zL: artes calientas cuando
ATTENZIONE 425
Sie einen Papierstau beheben. ~BECY. BRITDINER. WEBHCEELENS{ToTLEE. SPETS,

PRECAUCION|




ENERGY STAR Program

As an ENERGY STAR Partner, we have determined

E ® that this machine model meets the ENERGY STAR
NERGY STAR Guidelines for energy efficiency.

Lorergifi.

The ENERGY STAR Guidelines intend to establish an international energy-saving system for
developing and introducing energy-efficient office equipment to deal with environmental is-
sues, such as global warming.

When a product meets the ENERGY STAR Guidelines for energy efficiency, the Partner shall
place the ENERGY STAR logo onto the machine model.

This product was designed to reduce the environmental impact associated with office equip-
ment by means of energy-saving features, such as Low-power mode.

< Low-Power mode and Off mode or Sleep mode
This product automatically lowers its power consumption when it is not op-
erated for a fixed time (standard setting time: 1 minute). This is called “Off
mode” on a single function copying machine, and “Sleep mode” on a multiple
function machine equipped with optional facsimile and printing functions.

¢ Off mode: Same as the condition when the operation switch is turned off.

¢ Sleep mode: Same as the condition when the operation switch is turned off.
Receiving fax messages and printing from a computer are possible.

If you want to operate this product while it is in either of these modes, do one

of the following:

¢ Turn on the operation switch.
¢ Place an original in the Auto Document Feeder (ADEF).

¢ Lift and lower the exposure glass cover or the ADF.

The default interval before entering Off mode or Sleep mode can be adjusted.
To change it, see p.56 “Auto Off Timer”.

The ENERGY STAR Program establishes two modes which lower the power
consumption of the product when it is not operated for a fixed time. These
modes are the Low-power mode and the Off mode or Sleep mode. This prod-
uct has only one mode, the Off mode or Sleep mode. This mode meets the re-
quirements of both the Low-power mode and Off mode or Sleep mode. In this
manual, the Off mode is called the Auto Off mode.



« Duplex Priority
The ENERGY STAR Program recommends the duplex function. By conserv-
ing paper resources this function is less of a burden to the environment. For
applicable machines, duplex function (one-sided originals— two-sided cop-
ies) can be selected preferentially when the operation switch or the main pow-
er switch is turned on, the [Energy Saver] key is pressed, or the machine resets
automatically.

/O Reference

To change the settings of the Duplex Priority mode, see “Duplex Mode Pri-
ority”in “General Features 2/4”, Copy Reference.

Specifications

Low- Power mode, Off Power consumption 7W

Mode Default interval 1 minute
Recovery time 10 seconds or less

Duplex Priority 1 Sided—1 Sided

< Recycled Paper
In accordance with the ENERGY STAR Program, we recommend use of envi-
ronmentally friendly recycled paper. Please contact your sales representative
for recommended paper.



Machine Types

This machine comes in three models which vary in copy speed. To ascertain
which model you have, see the inside front cover.

Type 1

Type 2

Type 3

Copy speed

22 copies/minute
(A4, 81/2" x11"[D)

27 copies/minute
(A40,8'/y"x11"D)

32 copies/minute
(A4, 81/,"x 11"'D)
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1. Getting Started

Guide to Components

1. Exposure glass cover (optional) or
Auto Document Feeder (ADF) (op-
tional)

Lower the exposure glass cover over
originals placed on the exposure glass. If
you have the ADF, load a stack of origi-
nals here. They will be fed automatically,
one by one.

(The illustration shows the ADF.)

2. Exposure glass
Place originals face down.

3. Internal tray

Copied, printed paper or fax messages
are delivered here.

4. Ventilation holes

Prevents overheating. Do not obstruct
the ventilation holes by placing anything
near it or leaning objects against it. If the
machine overheats, a fault might occur.

oy

/ I 9
| 10
ﬂ Etl\ 71
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5. Main power switch

If the machine does not operate after
turning on the operation switch, check
the main power switch is turned on. If it
is off, turn it on.

6. Main power indicator

This indicator lights when the main pow-
er switch is turned on, and goes off when
the switch is turned off.

7. On indicator

This indicator lights when the operation
switch is turned on, and goes off when
the switch is turned off.

8. Operation switch

Press this switch to turn the power on
(the On indicator lights up). To turn the
power off, press this switch again (the On
indicator goes off).
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9. Control panel
See p.19 “Control Panel”.

10. Remove Paper Indicator

The indicator lights when paper is deliv-
ered to the internal tray 2 (1 bin tray).
When paper is removed from the internal
tray 2, the indicator goes off.

& Note
O Internal tray 2 (1 bin tray) is optional.
11. Duplex unit (Unit for two-sided
copies) (optional)

Makes two-sided copies.
See p.17 “External Options”

q

12. Front cover
Open to access the inside of the machine.

13. Paper tray
Load paper. See p.108 “& Loading Pa-

7

per”.
14. Paper tray 2

Use when copying onto OHP transparen-
cies, label paper (adhesive labels), trans-
lucent paper, postcards, envelopes and
custom size paper. See p.108 “i&) Loading
Paper”.

15. Paper tray unit (optional)
Load paper. See p.108 “& Loading Pa-
per”, p.17 “External Options”.

W N

1. Bypass tray (optional)

q

See p.17 “External Options”

2. Paper tray cover

Open this cover to remove jammed pa-
per.

3. Lower right cover

Open this cover to remove jammed pa-
per.

ZEWH020E



Guide to Components

External Options

6 7 8

1. 500-sheet finisher
Sorts, stacks and staples copies.

2. Bridge unit
Relays copies to the finisher.

3. Exposure glass cover
Lower this cover over originals.

4. ADF

Load a stack of originals. They will feed
in automatically.

5. Internal tray 2 (1 bin tray)

If you select this as the output tray, copies
are delivered face down.

6. 1000-sheet finisher ™

Sorts, stacks and staples copies.

"1 : Finisher upper tray

"2 Finisher shift tray

7. Shift sort tray

Sorts and stacks copies.

9 10171 12

ZEWO100

8. Paper tray unit
Consists of two paper trays.

9. Large Capacity Tray (LCT)
Holds up to 2000 sheets of paper.

10. Bypass tray

Use when copying onto OHP transparen-
cies, label paper (adhesive labels), trans-
lucent paper, postcards, envelopes and
custom size paper. See “Copying from
the Bypass tray”, Copy Reference.

11. Duplex unit
Use to make two-sided copies.

12. Inter change unit

Required when installing the internal
tray 2 (1 bin tray) and duplex unit.
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Internal Options

® HDD
Allows you to use the Document Server function.
® Fax unit
Allows you to use the facsimile function.
® Printer/Scanner unit "2
Allows you to use the printer and scanner functions.
@ IEEE 1394 interface board
Connects to an IEEE 1394 cable.
® Bluetooth ™
Allows you to expand the interface.
® File Format Converter
Allows you to download documents from the Document Server stored by
copier and printer functions. See p.42 “Downloading Stored Documents”.
@ IEEE 802.1b Wireless LAN Board
You can install a wireless LAN interface.
USB 2.0 Interface Board ™
Allows you to connect a variety of external devices.

® User account enhance unit
Allows you to increase the number of user codes.

& Note

O You can install only one interface board from items @ to ®.
You cannot install two finishers simultaneously.

The 128 MB memory and network board are included.

You cannot install two or more of the options below:

IEEE 1394 interface board, IEEE 802.1b wireless LAN board, USB 2.0 Interface Board,
Bluetooth, file format converter.

*1
*2
*3



Control Panel

Control Panel

This illustration shows the control panel of a machine that has all options fully

installed.

5 6 7 8 9 1011

‘W

1. Screen contrast knob
Adjusts display panel brightness.

2. Indicators

Show errors and machine status.

* & Add Staple indicator. See p.123

“I2) Adding Staples”.

4J: Add Toner indicator. See p.111

“12) Adding Toner”.

* &): Load Paper indicator. See p.108
“1&) Loading Paper”.

* 1:Service Call indicator

» [#: Open Cover indicator

» 8k: Misfeed indicator. See p.114 “8&
Clearing Misfeeds”.

e D: Data In indicator. See “Control
Panel”, Printer Reference 1.

¢ Communicating: Communicating in-
dicator. See “Control Panel”, Facsimile
Reference <Basic Features>.

e [ Confidential File indicator. See
“Control Panel”, Facsimile Reference
<Basic Features>.

® Receiving File: Receiving File indica-
tor. See “Control Panel”, Facsimile Ref-
erence <Basic Features>.

17 1615 14 1312

ZLFS390A

3. [User Tools/Counter] key

¢ User Tools
Press to change defaults and condi-
tions to meet your requirements. See
p-48 “Accessing User Tools (System
Settings)”.

¢ Counter
Press to check or print the counter val-
ue. See p.139 “Counter”.

¢ Inquiry
Press to check where to contact for
machine repairs and ordering toner.
See p.138 “Inquiry”

4. Display panel

Displays operation status, error messag-

es, and function menus.

5. [Check Modes] key

Press to check settings.

6. [Program] key (copier/facsimi-
le/scanner mode)

Press to register frequently used settings,
or recall registered settings.

7. [Clear Modes] key

Press to clear previous copy job settings.
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8. [Energy Saver] key

Press to switch to and from Energy Saver
mode. See p.24 “Energy Saver Mode”.

9. [Interrupt]) key (copier/scanner
mode)

Press to make interrupt copies during
copying or scanning. See “Interrupt
Copy”, Copy Reference.

10. Main power indicator and On
indicator

The main power indicator goes on when
you turn on the main power switch.

The On indicator lights when the power
is on.

ﬂlmportant
O Do not turn off the main power
switch while the power indicator is

lit or blinking. Doing so may dam-
age the hard disk.

11. Operation switch

Press to turn the power on (the On indi-
cator goes on). To turn the power off,
press again (the On indicator goes off).

12. [Sample Copy] key

Press to make a single set of copies or
prints to check print quality before mak-
ing multiple sets.

13. [Start] key

Press to start copying. Start scanning or
printing documents stored using the
Document Server function.

14. [Clear/Stop] key

¢ Clear
Press to delete a number entered.

e Stop
Press to stop a job in progress, such as
scanning, faxing, or printing.

15. [#] key

Press to enter after a numerical value.

16. Number keys

Use to enter the numbers for copies, fax
numbers and data for the selected func-
tion.

17. [Start Manual RX] key, [ On Hook Di-
al] key, [Pause/Redial] key, and
[Tone] key

/O Reference

Facsimile Reference <Basic Features>
and Facsimile Reference <Advanced
Features>

18. Function keys

Press to select one of the following func-
tions:

* Copy: [
¢ Document Server: @
e Facsimile: @D

e Printer: &

e Scanner: é

19. Function status indicators.

These show the status of the above func-
tions:

¢ Yellow: selected.
e Green: active.
* Red: interrupted.



Control Panel

Display Panel

The display panel shows machine status, error messages, and function menus.

#Important

O A force or impact of more than 30 N (about 3 kgf) will damage the display
panel.

The copying screen is displayed as default after power on.

The following display shows a machine with options fully installed.

15
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The function items displayed serve as selector keys. You can select or specify an
item by lightly pressing them.

When you select or specify an item on the display panel, it is highlighted thus
EE3. Keys appearing as cannot be used.

Common key operations

The following keys are common to all screens:

% Key list

[OK] Acknowledges a selected function or entered values, and then returns
to the previous display.

[Cancel] Deletes a selected function or entered values, and then returns to the
previous display.

[APrev.] [WNext] Moves to the previous or next display when all items cannot be shown
on the same display.

[OK] [Yes] Closes displayed messages.

[Clear] Cancels entered values but does not change the settings.

[Exit] Returns to the previous display.

2]
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Turning On the Power

This machine has two power switches.

< Operation switch (right side of the
control panel)
Press to activate the machine.
When the machine has finished
warming up, you can make copies.

2
o

Main power switch (left side of the ma-
chine)

Turning off this switch makes the
main power indicator on the right
side of the control panel go off.
When this is done, machine power
is completely off.

When the fax unit (optional) is in-
stalled, fax files in memory may be
lost if you turn this switch off. Use
this switch only when necessary.

& Note
O This machine automatically enters
Energy Saver mode or turns itself

off if you do not use it for a while.
See p.56 “Auto Off Timer”.

Turning On the Main Power

n Make sure that the power cord is
firmly plugged into the wall outlet.

g Open the switch cover, and then
turn on the main power switch.

The main power indicator goes on.

ZFFH250E

ﬁlmportant

O Do not turn off the main power
switch immediately after turn-
ing it on. Doing so may result in
damage to the hard disk or
memory, leading to malfunc-
tions.

Turning On the Power

n Press the operation switch.

The On indicator goes on.

>

fes Energy Saver Interrupt
le ][] |omm

Sample Copy

()

ZEWS020N

& Note

O If the power does not come on
when the operation switch is
pressed, check the main power
switch is on. If it is off, turn it on.



Turning On the Power

Turning Off the Power

n Make sure the exposure glass cov-
er or the ADF is in the right posi-
tion.

g Press the operation switch.

The On indicator goes out.

>

Main
I?goﬂ

des Energy Saver Interrupt

e Ji= ]

Sample Copy

[

ZEWS020N

& Note
O Even if you press the operation
switch, the indicator does not
go out, the blinks in the follow-
ing cases:
¢ When the exposure glass
cover or ADF is open.
¢ During communication with
external equipment.

e When the hard disk is active.

Turning Off the Main Power

*@klmportant

O Do not turn off the main power
switch when the On indicator is lit
or blinking. Doing so may result in
damage to the hard disk or memo-
ry.

O Be sure to turn off the main power
switch before pulling out the pow-
er plug. Not doing this may result
in damage to the hard disk or
memory.

n Make sure the On indicator is not
lit.

g Open the switch cover, and then
turn off the main power switch.

The main power indicator goes
out.

’-'Q'T‘When the fax unit (optional) is
installed

When the main power switch is
turned off while using the facsimile
function, waiting fax and print jobs
may be canceled, and incoming fax
documents not received. If you have
to turn off this switch for some rea-
son, follow the procedure below.

ﬂlmportant

O Make sure 100% is shown as avail-
able memory on the display before
turning off the main power switch
or unplugging the power cord. Fax
files in memory are deleted an
hour after you turn off the main
power switch or unplug the power
cord. See "Power Failure Report”,
Facsimile Reference <Advanced Fea-
tures>.

O The On indicator does not go out,
but blinks in dial-in mode even if
you press the operation switch.
When this happens, check the ex-
planations below, and turn off the
main power switch.

¢ The computer is not controlling
the machine.

¢ The machine is not receiving a
fax.

23
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Saving Energy

{¥Energy Saver Mode

If you do not use the machine for a
certain period after an operation, or
when you press the [Energy Saver]
key, the display disappears and the
machine goes into Energy Saver
mode. When you press the [Energy
Saver] key again, the machine returns
to the ready condition. The machine
uses less electricity in Energy Saver
mode.

& Note

O You can change the amount of time
the machine waits before switch-
ing to Energy Saver mode after
copying has finished or the last op-
eration is performed. See p.56
“Panel Off Timer”.

1 Auto Off

The machine automatically turns it-
self off when the job is finished, after
a certain period of time has elapsed.
This function is called "Auto Off".

& Note

O You can change the Auto Off time.
See p.56 “Auto Off Timer”.

O The Auto Off Timer function will
not operate in the following cases:

e When a warning message ap-
pears

* When the service call message
appears

¢ When paper is jammed
¢ When the cover is open

¢ When the "Add Toner" message
appears

¢ When toner is being replen-
ished

e When the User Tools/Counter
screen is displayed

e When fixed warm-up is in
progress

e When the facsimile, printer, or
other functions are active

¢ When operations were sus-
pended during printing

e When the handset is in use

e When the On-hook dialing
function is in use

¢ When a recipient is being regis-
tered in the address list or
group dial list

e When the Data In indicator is on
or blinking

¢ When the sample print or
locked print screen is displayed



Changing Modes

& Note
O You cannot switch modes in any of the following situations:

When scanning in a fax message for transmission
During immediate transmission

When accessing User Tools

During interrupt copying

During On hook dialing for fax transmission
While scanning an original

25
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Combined Function Operations

O The copying screen is displayed as default after power on. You can change
this default setting. See p.49 “Function Priority”.

iz
]

Document Server
——] o™

et et

[ e
[ Sy i e ][ 0! 7
(3 [SALES DEPT |coPY0002 “
o store them. Ta[EwreaT o1 [coRTong: Tieo Prn Setings can
Qe o i Tieo
popgy | E1E=CCTRNN 12

(|

Facsimile
[ (O3 Document Server
Sttt Read nomaton ] nned

[ O Facsimile e .
5 \

Foe ] ex o] e v ] e o] s Jvecor] 172 | Tanamssin e
== O Scanner i Grrice | rice | eiee | e |

e o Detsct [P [ECTTSTMN TS [N T M Fy - S TX Mode.
ey | R Sl i el B el 8 e
Printer

Ready

o onie
rrgTmysts [0 D]2W O[38 D[40 G| L]
A4 | A3 |B5 B4 | Ad

| | serph Ptk it
e ] Ve e P o Ve

Scanner

S Fles Gals

et 0
t0 Image Dens1 /0 2. Dest.

0
(o N TN AT Wit age: TFF

T T [T T T FOcry ey Y
S g LOCOT O} boraid {Ales [ #llen | Tokoo of JAgc-ter

suor e T
Doroty | Frank —{dones [tz { Y o1 e lark
Bt e c M

ZLFS350A

1f:System Reset

The machine returns automatically to its initial condition when the job is fin-
ished, after a certain period of time has elapsed. This function is called "System
Reset".

& Note
O You can change the System Reset time. See p.56 “System Auto Reset Timer”.



Multi-Access

Multi-Access

You can carry out another job using a different function while the current job is
being performed. Performing multiple functions simultaneously like this is
called "Multi-accessing".

This allows you to handle jobs efficiently, regardless of how the machine is being
used. For example:

* While making copies, you can scan documents to store in the Document Serv-
er.

¢ While printing documents stored in the Document Server, the machine can
receive print data.

¢ You can make copies while receiving fax data.

¢ While printing print data, you can make operations for copying.

& Note

O See p.50 “Print Priority” for setting function priority. As default, [Display
mode] is set to first priority.

O When the Internal Tray 2 (1 bin tray), Shift Sort Tray, 500-sheet finisher, or
1000-sheet finisher is installed on the machine, you can specify the output
tray where documents are delivered. For details about how to specify the out-
put tray for each function, see the following descriptions:

¢ p.51 “Output: Copier (copier)”

¢ p.51 “Output: Document Server (Document Server)”
¢ p.51 “Output: Facsimile (facsimile)”

¢ p.51 “Output: Printer (printer)”

EFunction Compatibility

The chart shows Function Compatibility when print priority is set to "Inter-
leave". See p.50 “Print Priority”.

A: Simultaneous operations are possible.

[ ¥ Operation is enabled when the relevant function key is pressed and remote
switching (of the scanner) is done.

O: Operation is enabled when the [Interrupt] key is pressed to interrupt the pre-
ceding operation.

—: Operation is performed automatically once the preceding operation ends.

x: The operation must be started once the preceding operation ends. (Simultane-
ous operations are not possible.)

27



Combined Function Operations
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DocumentServer
Scanning a Ox x OO@x [2x | A A @k x x |x A
Document to
Store in Docu-
ment Server
Printing from @ - 0O0calalajafalaalalafalaalala|ala[a
Document Server 6 |6 |6
DeskTopBinder V2 |Printing from A A A A A A A A A A (A A A A A A (A A A |5 A
. . -
Professional/Lite  [Document Server 4
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Document Server|
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Server 4

1 Simultaneous operations are only possible after the preceding job documents are all
scanned and the [Next Job] key appears.

2 You can scan a document after the preceding job documents are all scanned.

3 When multiple lines are available, select a line which is currently not in use. Other-
wise, operation will not be possible.

' During stapling, printing automatically starts after the current job.

> Stapling is not available.

6 Simultaneous operations become possible after you press the [Next Job] key.

7 During parallel receptions, any subsequent job is suspended until the receptions are
completed.

? Limitation

O Stapling cannot be used at the same time for multiple functions.
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Combined Function Operations

& Note

O A machine with the 500-sheet finisher installed cannot accept other jobs
while printing with the stapling operation.

O A machine with the 1000-sheet finisher installed, that is printing with the sta-
pling operation on paper larger than A4 size, starts the subsequent job (for
which Shift Sort Tray is specified as the output tray) only after the current
print job finishes.

O While printing is in progress, scanning using another function may take more
time.



Relationship between Document Server
and Other Functions

The following table describes the relationship between the Document Server

and other functions.

function Where to store Displaving a list Printing stored Sending
documents playing documents documents
Copy g;_{; }éI{Document Available Available Not Available
Printer Document Server | Available Available Not Available
Facsimile Facsimile Available Available Available !
Scanner Scanner Not Available 2 | Not Available Available

"1 You can send stored documents using the facsimile function. See “Sending a Stored
File”, Facsimile Reference <Advanced Features>.

2 You can display stored documents using the scanner function. See Scanner Reference .

" You can send stored documents using the scanner function. See Scanner Reference.

& Note

O The following table shows the capacity of the Document Server.

Number of pages for | Number of files Number of pages in
each file total

Copy

Printer
1,000 pages 3,000 files 9,000 pages

Scanner

Facsimile
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Document Server

Document Server Display

< Document Server Main Display

Select files to print

1 Date

Euseriame § T File Name

| search by File Hame |

g

|corvaon 1

[150et

Vo can scan ariginals
to store them

Sean Original

|corvaonz

[ 150zt

| QsaLes oept

[ [ [exporT DIv

|corvaons

150zt

| |[G]LecaL D1y

|corvaon4

[150:t

1. Operating status and messages.

2. The title of the currently selected

screen.

After selecting file,
Prirt Settings can
be changed

2ZLFS070E

4. The operation keys.

3. The numbers of originals, copies,
and printed pages.

5. The functions under which the
documents were stored.

The icons below show the functions active when the documents were stored
in the Document Server.

Function

Copier

Facsimile

Printer

Scanner

Icon

[}




Using the Document Server

Using the Document Server

Storing Data

o
0"

2
o

File name

Stored documents are automatically
named "COPY0001", "COPY0002".
You can change assigned file names.

User name

You can register a user name to
identify the user or user group that
stored the documents. To assign it,
you can register the user name us-
ing the name assigned to the user
code, or by entering the name di-
rectly.

/O Reference

For details about user codes, see
p-68 “User Codes”.

Password

You can set a password for stored
documents, and use it to prevent
others printing them. When a pass-
word is set for the documents,
appears next to the documents.

/O Reference

To store documents without using
Document Server function, see the
manuals for those modes.

iﬁklmportant

m

Data stored in the machine might
be lost if some kind of failure oc-
curs. The manufacture shall not be
responsible for any damage result-
ing from loss of data.

& Note
O Data stored in the Document Serv-

er is set to be deleted after three
days (72 hours) by default. You can
specify the period after which
stored data is automatically delet-
ed. See p.63 “Auto Delete File”.

O If you do not want stored data to

be automatically deleted, select
[No] in Auto Delete File before stor-
ing a document. If you select [Yes]
later, data stored after will be auto-
matically deleted.

l] Press the [Document Server] key.

‘ /=

82. Somme B &
creen i
Contrast | R & ¥ [ 8k

ZLFH360N

ﬂ Press [Scan Original].

eyl |

AR
0 1 0

[ty rievars ][] oo oo
e e T
ostre e QB o [ooRans Tson

Gl on Jaroot i
scnorgi
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B Enter a user name, file name, or
password if necessary.

& Note
O If you do not enter a file name,
one is automatically assigned.

pe Reference
p-34 “To register or change a
user name”
p-35 “To change a file name”

p-35 “To set or change a pass-
word”

ﬂ Place originals either on the expo-
sure glass or in the ADF.

AL Reference
For information about types of
originals and how to place
them, see Copy Reference.

B Make any required settings.

™ | Ready E
(o o)

CoPvOI0S

T | 9at] 100w || Henar )
e
T
]

Scanning Fnished

i Specil Orgial

0t Inage Conbie Redusnlage

AP Reference
For details, see Copy Reference.

B Press the [Start] key.

The document is stored in the Doc-
ument Server.

& Note

O To stop scanning, press the
[Clear/Stop] key. To restart a
paused scanning job, press [Con-
tinue] in the confirmation dis-
play. To delete saved images
and cancel the job, press the
[Stop] key.

O When a password is set, 1 ap-
pears on the left side of the file
name.

O If you placed originals on the
exposure glass, press [Scanning
Finished] after all the originals
have been scanned. The Select
Files to Print display appears.

To register or change a user name

n Press [Scan Original].
The scan original display appears.

EI Press [User Name].

NEw = 2
-

Scaming Fnhed
Redos nlage

& e otgrel ot e Contine

If user names are already registered,
the Change User Name display ap-
pears. To use an unregistered user
name, press [Non-programmed Name].

When no user name are registered
in the Address Book, the User
(Destination) Name entry display
appears.

AP Reference
p.68 “User Codes”

When using a registered user
name in the Address Book

@ Select a registered user name
from the list, and then press [OK].

[

==
6 cowy_|_ BRI FICE | Lo GPPICE | v oGPPI | om0 ceice ]

W2 G0.LT0 ¥ STORE FARIS OFFICE ] DETROIT FACTORY | SN FRAVCISCD | 1

SYONEY OFFICE ]| LA FACTORY

L S

To change your user name to an
unregistered user name, pro-
ceed to the next step.

A Reference
p.68 “Registering a New
User Code”
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When using an unregistered user
name in the Address Book

@ To enter an unregistered user
name, press [Non-programmed
Name].

@ Enter a new user name, and
then press [OK].

pe Reference
p-141 “Entering Text”

When no user name has been
registered in the Address Book

@ Enter a new user name, and
then press [OK].

L . =10

e Jis I s e 3 3 Jis Jeo JE- = JEv]

[ SN [N [ NI [ NCANE | NI | WU [ I {000 |
e e Iy I e 3 = S T

-

11
| M

o

pe Reference
p-141 “Entering Text”

To change a file name

n Press [Scan Original].
The Scan Original display appears.

B press [File Name].

it e canone

Scanning Fnished
Redusnlage

The Change File Name display ap-
pears.

B Press [Delete All] to delete the old
file name.

& Note

3 You can also use [Backspace] to
delete unnecessary characters.

ﬂ Enter a new file name, and then
press [OK].

& Note

O Up to 20 characters can be en-
tered as a file name. Note that
only 16 characters of each file
name appear in the document
list.

pe Reference
p-141 “Entering Text”

To set or change a password

n Press [Scan Original].
The Scan Original display appears.

B Press [Password].

14 Di2w O ad of o
[roLestected -
@ Specil Ol Edt Inage Combine

R

Scaming Fnhed
Redos nlage

B Enter a password using the
number keys (four digits), and
then press the [#] key.

ﬂReenter the password (four dig-
its) for verification, and then
press the [#] key.

B press [ox].
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Changing a Stored
Document's File Name, User
Name, or Password

l] Press the [Document Server] key.

g Select the document with the user
name, file name, or password you
want to change.

ol
A s i Weron: 551
Sy G
[ 2 ] Usertame | FleName | Do [Page |7 oo s
o e (@ P EEN @g]
I I )
i st e Q[P0 o [coeins NN
e
ﬁ GiE oy Jowweor ok | 1] [ a5
[— "
T

0O If a password is already set for
the document, enter that pass-
word, and then press [OK].

B Press [File Management].

LES DEPT

S sor
Qe o1v [coFvouns Tod_ ||

ffou an scan ot
o tere hem.

Qe o1y [CoPvnne ion_ |||
Sean righnal

ﬂPress [Change User Name], [Change
File Name], or [Change Password].

B Enter the new user name, file
name, or password using the let-
ter keys or number keys, and then
press [OK].
pe Reference

p-34 “To register or change a
user name”
p-35 “To change a file name”

p-35 “To set or change a pass-
word”

@ press [0k,

Selecting a Document

l] Press the [Document Server] key.

gSelect a document you want to

print.
ol 10
ey e

E—
(et i vame (] (2] Tod [ 1 1

Q[SALES DEPT [ COPY0002 150ct. 1
[tostore them. 0| EXPORT DIV COPY0003 150¢t. 1

QLEGAL DIY [COPYD004 150ct. 1

O If a password is already set for
the document, enter that pass-
word, and then press [OK].

3 You can search for the docu-
ment using [Search by User Name]
or [Search by File Name] at the left
top of the display. See p.37
“Searching for Stored Docu-
ments”.

3 You can sort document names
in the list by user name, file
name, or date. To sort docu-
ments, press [User Name], [File
Name], or [Date].

O If you cannot determine docu-
ment content from the file
name, you can print just the first
page of the document for check-
ing purposes. See p.40 “Printing
first page”.

O To cancel document selection,
press it again.
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B To print multiple documents, re-
peat step [ in the order you want
to print.

& Note

O You can select up to 30 docu-
ments.

O If the sizes or resolution of se-
lected documents are not the
same, it may not be possible to
print them.

O If you want to change the print-
ing order, cancel the selection,
and select documents again,
this time in the order you want.

O If you press the [Clear Modes]
key, selection of all documents
will be canceled.

O If you press [Printg Odr], the doc-
uments in print order.

To check the details of stored documents

n Select a document to display its
detailed information.

[T e s

e i oo

iy |

o an
o store

FIERT [coPvouns oq_| 1|

Gl o Jewwmi - [ieod
[Sp—
i

& Note

0O If a password is already set for
the document, enter that pass-
word, and then press [OK].

[
QS oert [GoFvounz Tiod_ | T
i

g Press [Detail].

Piting O 171

> User e
SALES DEPT

> Stuago e
15/00/2003 21:24
> s

S
MO T

Detailed information about the
document appears.

& Note

O If you selected several docu-
ments, use [A] and [V¥] to view
the details of each.

O Press [OK]. The Select Files to
Print display reappears.

Searching for Stored
Documents

You can use either [Search by File
Name] or [Search by User Name] to

search for documents stored in the
Document Server. You can also list
stored documents in a preferred or-
der.

& Note

O If you install DeskTopBinder V2
Professional or DeskTopBinder V2
Lite on your computer, you can
search for and rearrange docu-
ments using your computer.

p Reference

Manuals for DeskTopBinder V2
Professional/Lite or Help

To search by file name

l] Press the [Document Server] key.
g Press [Search by File Name].

i) m—rpmo i
T vepon: 551 =
slams | et | bae e [FLoc 55 e
[y e || R Tor | 1 %ﬁ
(| SALES DEPT | COPY0002 150ct. 1 -
N L L2 L e
tostore tem. QIEwRT o Joorvanns ol | 1 7
’r=======i i o Joroe NN e
scnorgon
e
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B Enter the file name using the let-
ter keys, and then press [OK].
Only files beginning with the
name entered appear in the Select
Files to Print display.

pe Reference
p-141 “Entering Text”.

& Note

O To display all files stored in the
Document Server, press [File
List].

To search by user name

l] Press the [Document Server] key.
g Press [Search by User Name].

AR
0 1 0

[} [coPvoun: Teod

T

ety o ]

QS oert [GoFvounz 50,

FIERT [coPvouns oq_| 1|

I 3
i

G o [coeviing [i5od [ F———-—*

Il semorgnat

L |

B To specify a registered user name,
select the user name from the dis-
played list, and then press [OK].

& Note

O To specify an unregistered user
name, follow the procedure be-
low.

ﬂTo specify an unregistered user
name, press [Non-programmed
Name]. Enter a user name, and
then press [OK].

E

L N eI
{EN | MEN | IS | NN | MENE | SN | | O | B | | e |
i I e I I I I I e JL = I L]

1]
LN | O | DV

[ NN [ SN NN [ NN [ NN | UM [ S0 {0 | {3
]

JeJle Jle I

S

o

pe Reference
p-141 “Entering Text”

B press [ox].
Only files beginning with the
name entered appear in the Select
Files to Print display.

& Note

O To display all files stored in the
Document Server, press [File
List].

Printing Stored Documents

& Note

O You can print stored documents
from a network computer using a
Web browser. For details about

how to start the Web browser, see
Network Guide.

nSelect a document you want to
print.

& Note

O If a password is already set for
the document, enter that pass-
word, and then press [OK].

O You can print multiple docu-
ments. See p.36 “Selecting a
Document”.

glf you need to change print set-
tings, press [Print Settings].
The Print Settings display appears.
User names, file names, and print
order of documents appear.
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& Note
O Print settings made for printing

in copier or printer function re-
main after printing and applied
to the next job. Print settings
made in facsimile mode, how-
ever, do not remain.

If you select multiple docu-
ments, print settings remain ap-
plied to the first document, but
not to other documents.

Print setting items are listed be-
low. For details about print re-
sults of each setting, see Copy
Reference.

< Binding format
¢ 2 Sided Copy Top to Top

¢ 2 Sided Copy Top to Bot-
tom

e Booklet

* Magazine

% Cover handling
e Cover/Slip sheet
e Edit/Stamp

% Finish
e Sort
e Stack
e Staple

If you print more than one set
using the Sort function, you can
check the print result by print-
ing out only the first set. See
p-40 “Sample copy”.

O When multiple documents are

printed at the same time, you
can combine them into a single
set by adjusting the print order.

O When multiple documents are
printed at the same time, print
settings made for the document
printed first are applied to all
other documents.

O If you select multiple files, you
can check file names or print or-
der selected in step a by scroll-
ing the list using [V] and [A].

3 Press [Select File] to return to the
Select Files to Print display.

O "Booklet”, "Magazine", and
"Stamp" cannot be set for docu-
ments saved in facsimile mode.

O "Booklet" and "Magazine" can-
not be set for documents saved
under multiple functions.

B Enter the required number of
prints using the number keys.

UserName:
SLES DEPT

& Note
O Up to 99 can be entered.

ﬂ Press the [Start] key.
Printing starts.

To stop printing

n Press the [Clear/Stop] key.
g Press [Stop].
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Changing the number of copies
during printing

? Limitation

O The number of copies can only be
changed when the Sort function is
selected in the print settings.

n Press the [Clear/Stop] key.
g Press [Change Quantity].

B Enter a new number of copies us-
ing the number key.

ﬂ Press the [#] key.

B Press [Continue].
Printing restarts.

Sample copy

If you print multiple sets using the
Sort function, you can check the print
order or print settings are correct by
printing only the first set using the
[Sample Copy] key.

? Limitation
O This function can only be used
when the Sort function is selected.

n Select the document.

P

g et
ST e e 2 Y|

e i oo

iy |

bechang
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==

g
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o s e GoFR oG TWor | 1 rmtsetigs
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Gl o oo [ieod
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& Note

0O If a password is already set for
the document, enter that pass-
word, and then press [OK].

O You can search for the docu-
ment by using [Search by User
Name] or [Search by File Name] at
the left top of the display. See
p-37 “Searching for Stored Doc-
uments”.

3 You can sort document names
in the list by user name, file
name, or date. To sort docu-
ments, press [User Name], [File
Name], or [Date].

O To cancel a document selection,
press it again.
g Press the [Sample Copy] key.
The first set prints out.

B If the sample is acceptable, press
[Print].

& Note

O Press [Suspend] to cancel print-
ing and return to the Print Set-
tings menu to change settings.

Printing first page

You can print the first page of the doc-
ument selected in the Select Files to
Print display to check its content.

If more than one document selected,
the first page of each is printed.

n Select the document.

& Note

O If a password is already set for
the document, enter that pass-
word, and then press [OK].

3 You can search for the docu-
ment by using [Search by User
Name] or [Search by File Name] at
the left top of the display. See
p-37 “Searching for Stored Doc-
uments”.

3 You can sort document names
in the list by user name, file
name, or date. To sort docu-
ments, press [User Name], [File
Name], or [Date].

O To cancel a document selection,
press it again.
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B Press [Print 1st Page].

Pl aragemert

Dol Pl

Pt 151 Page

st Q [EXPORT DIY
oo | 1

Glieow o Jeoaint
[—

B Press the [Start] key.

Deleting Stored Documents

ﬂklmportant

O You can store up to 3,000 docu-
ments in the Document Server. No
more documents can be stored
when the total is 3,000. You should
delete unnecessary documents to
increase available memory.

& Note

O You can delete all stored docu-
ments at once with User Tools. See
p-64 “Delete All Files”.

O You can delete stored documents
from a network computer using
the Web browser. For details about
how to start the Web browser, see
Network Guide.

l] Press the [ Document Server] key.
g Select the document to delete.

& Note

O If a password is already set for
the document, enter that pass-
word, and then press [OK].

O You can delete multiple docu-
ments at once. See p.36 “Select-
ing a Document”.

O You can search for a document
by using [Search by User Name] or
Search by File Name at the left
top of the display. See p.37
“Searching for Stored Docu-
ments”.

3 You can sort document names
in the list by the user name, file
name, or date. To sort docu-
ments, press [User Name], [File
Name], or [Date].

O If you cannot find the document
by name, you can print the first
page of a document to check its
contents. See p.40 “Printing first
page”.

O Press the selected line again to
cancel the print job.

B Press [Delete File].

Pl Vi

Deie Pl

Pt 151 Page
g,

ﬂPress [Delete] to delete the docu-
ment.

41




42

Document Server

Viewing Stored Documents

Downloading Stored

Using a Web Browser Documents
A Reference & Note
The Web browser's Help O File Format Converter is required
when downloading documents
n Start a Web browser.

gEnter “http:// (IP address of this
machine) /” in the [Address] box.

The top page appears on the Web
browser.

B Click [Document Server].

The [Document Server File List] ap-
pears.

& Note

O To switch the display format,
click [Details], [Thumbnails] or
[lcons] from the [Display method]
list.

ﬂ Click the properties button of the
document you want to check.
Information about that document
appears.

B Check the document's content.

& Note

O To enlarge the document pre-
view, click [Enlarge Image].

stored in copier or printer mode.
n Start a Web browser.

gEnter “http:// (IP address of this
machine) /7 in the [Address] box.

The top page appears on the Web
browser.

B Click [Document Server].

The [Document Server File List] ap-
pears.

& Note

O To switch the display format,
click [Details], [Thumbnails] or
[lcons] from the [Display method]
list.

ﬂ Click the properties button of the
document you want to download.

B Select [PDF], [JPEG], or [Multi-page
TIFF] in the [File format] list.

& Note

O [JPEG] can only be selected for
documents stored in scanner
mode.

O [Multi-page TIFF] is available
when file Format Converter is
installed.

B Click [Download].
ﬂ Click [OK].



Settings for the Document Server

Settings for the Document Server

% Copier/Document Server Features (See "General Features 4/4", Copy Refer-

ence.)

Items

Default

General Features

Document Server Storage
Key: F1

2 Sided Original Top to top

Document Server Storage
Key: F2

1 Sided—1 Sided Combine

Document Server Storage
Key: F3

1 Sided—1 Sided Combine:
4 originals

Document Server Storage
Key: F4

1 Sided—1 Sided Combine:
8 originals

Document Server Storage
Key: F5

Create Margin

% System Settings (See p.49 “General Features”, p.53 “Tray Paper Settings”, p.56

“Timer Settings”, and p.57 “Key Operator Tools”.)

Items Default
General Features Warm Up Notice ON
Copy Count Display Up
Output: Document Server Internal tray 1
Tray Paper Settings Paper Tray Priority: Copier | Tray 1
Cover Sheet Tray Off
Slip Sheet Tray Off
Timer Settings Copier/Document Server 60 seconds
Auto Reset Timer
Key Operator Tools Auto Delete File Yes After 3 day(s)
Delete All Files -

Password Management for
Stored Files

Do not Unlock
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User Tools Menu (System Settings)

/O Reference

For details about Interface Settings and File Transfer, see “User Tools Menu
(System Settings)”, Network Guide.

For details about parallel interface, see “System Settings (Parallel Connec-
tion)”, Printer Reference 2.

< General Features (See p.49 “General Features”.)

Default
Panel Tone ON
Warm Up Notice ON
Copy Count Display Up
Function Priority Copier
Print Priority Display mode
Function Reset Timer Set Time
Output: Copier Internal tray 1
Output: Document Server Internal tray 1
Output: Facsimile Internal tray 2
Output: Printer Internal tray 1
<F/F4> Size Setting 81/,"x 13"
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< Tray Paper Settings (See p.53 “Tray Paper Settings”.)

K2

Default
Paper Tray Priority: Copier Tray 1
Paper Tray Priority: Facsimile Tray 1
Paper Tray Priority: Printer Tray 1

Tray Paper Size: Tray 1

A4, 814" x11" [

Tray Paper Size: Tray 2

A3DP, 11" x17" 2

Tray Paper Size: Tray 3

A4, 815" x 11"

Tray Paper Size: Tray 4

A4D, 85" x 14"

Paper Type: Bypass tray No display
Paper Type: Tray 1 No display/2 Sided Copy/Auto Paper Select on
Paper Type: Tray 2 No display/2 Sided Copy/Auto Paper Select on
Paper Type: Tray 3 No display/2 Sided Copy/Auto Paper Select on
Paper Type: Tray 4 No display/2 Sided Copy/Auto Paper Select on
Cover Sheet Tray Off
Slip Sheet Tray Off
Timer Settings (See p.56 “Timer Settings”.)
Default
Auto Off Timer 1 minute(s)
Panel Off Timer 1 minute(s)
System Auto Reset Timer 60 seconds
Copier/Document Server Auto Reset Timer | 60 seconds
Facsimile Auto Reset Timer 30 seconds
Scanner Auto Reset Timer 60 seconds
Set Date --
Set Time --

% Interface Settings

¢ For details about network settings, see “User Tools Menu (System Set-

tings)”, Network Guide.

¢ For details about parallel interface,

tion)”, Printer Reference 2.

« File Transfer

see “System Settings (Parallel Collec-

¢ For details about network settings, see “User Tools Menu (System Set-

tings)”, Network Guide.



User Tools Menu (System Settings)

< Key Operator Tools (See p.57 “Key Operator Tools”.)

Default
User Code Management Copier OFF
Document Server OFF
Facsimile OFF
Scanner OFF
Printer Auto Program
Key Counter Management All OFF
External Charge Unit Management -
Key Operator Code OFF
Extended Security OFF
Display /Print Counter -
Display/Clear/Print Counter per User Code -
Print Address Book: Destination List -
Address Book Management -
Address Book: Program/Change/Delete Group -
Address Book: Program/Change/Delete Transfer Request | --
Address Book: Change Order -
Address Book: Edit Title -
Address Book: Select Title Title 1
Auto Delete File After 3 day(s)
Delete All Files -

Password Management for Stored Files

Do not Unlock

AOF (Always ON) ON
Program/Change LDAP Server -
Use LDAP Server OFF
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User Tools (System Settings)

Accessing User Tools (System Settings)

This section is for key operators in
charge of this machine.

User Tools allow you to change or set
defaults.

& Note

O Operations for system settings dif-
fer from normal operations. Al-
ways quit User Tools when you
have finished. See p.48 “Exiting
User Tools”.

O Any changes you make with User
Tools remain in effect even if the
main power switch or operation
switch is turned off, or the [Energy
Saver] or [Clear Modes] key is
pressed.

Changing Default Settings

& Note

O If a key operator code is already
set, the key operator code entry
display appears. Enter the key op-
erator code, and then press [OK].
See p.58 “Key Operator Code”.

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/=
Commu- ¥ ¥
nicating = L)

Iél
e 2 O 3

ZEWS050N

EI Press [System Settings].

B Select the menu, and then press
the appropriate key.

A Reference
p-45 “User Tools Menu (System
Settings)”

ﬂ Change settings by following in-
structions on the display panel,
and then press [OK].

& Note

O To cancel changes made to set-
tings and return to the initial
display, press the [User
Tools/Counter] key.

Exiting User Tools

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/=
C - ¥
nicating AR RARE
Recel
free 2 ¢ O o
& Note

O You can also exit User Tools by
pressing [Exit].

& User Tools/Counter/inquiry




Settings You Can Change with User Tools

Settings You Can Change with User Tools

A Reference
To access User Tools, see p.48 “Accessing User Tools (System Settings)”.

General Features

+ Panel Tone
The beeper (key tone) sounds when a key is pressed.

& Note
O Default: ON

< Warm Up Notice (copier/Document Server)
You can have the beeper sound when the machine becomes ready to copy af-
ter leaving Energy Saver mode, or when the power is turned on.

& Note
O If the Panel Tone setting is “OFF”, the beeper does not sound, whatever the
Warm Up Notice setting.

O Default: ON

< Copy Count Display (copier/Document Server)
The copy counter can be set to show the number of copies made (count up) or
the number of copies yet to be made (count down).

& Note
O Default: Up (count up)

% Function Priority
You can specify the mode to be displayed immediately after the operation
switch is turned on, or when System Reset mode is turned on.

& Note
O Default: Copier
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« Print Priority

Print Priority is given to the mode selected.

pe Reference
p-27 “Multi-Access”

& Note
O Default: Display mode

O When [Interleave] is selected, the current print job will be interrupted after
a maximum of five sheets.

O When the Internal Tray 2 (1 bin tray), Shift Sort Tray, 500-sheet finisher, or
1000-sheet finisher is installed on the machine, you can specify an output
tray for each documents are delivered. For details about how to specify an
output tray for each function, see the following sections:
¢ p.51 “Output: Copier (copier)”
¢ p.51 “Output: Document Server (Document Server)”

* p.51 “Output: Facsimile (facsimile)”
¢ p.51 “Output: Printer (printer)”

Function Reset Timer

You can set the length of time the machine waits before changing modes
when using the multi-access function (see p.27 “Multi-Access”). This is useful
if you are making many copies and have to change settings for each copy. If
you set a longer reset period, you can prevent interruption from other func-
tions.

& Note
O Default: Set Time

O The Function Reset Timer setting is ignored if [Interleave] is set for Print Pri-
ority (see p.50 “Print Priority”).

O When you select [Set Time], enter the time (3-30 seconds, in 1 second incre-
ments) using the number keys.

O The default time is three seconds.
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< Output: Copier (copier)
You can specify a tray to which documents are delivered.

3
| =
— =
[¢]
S -
4
1. Internal Tray 1 3. Finisher Upper Tray
2. Internal Tray 2 4. Finisher Shift Tray

& Note
O Default: Internal Tray 1

< Output: Document Server (Document Server)
You can specify a tray to which documents are delivered.

& Note
O Default: Internal Tray 1
O For details about output trays, see p.51 “Output: Copier (copier)”.

% Output: Facsimile (facsimile)
You can specify a tray to which documents are delivered.

& Note
O Default: Internal Tray 2
O For details about output trays, see p.51 “Output: Copier (copier)”.

< Output: Printer (printer)
You can specify a tray to which documents are delivered.

& Note
O Default: Internal Tray 1

O The output trays set on the printer driver have priority over the output tray
specified above.

O For details about output trays, see p.51 “Output: Copier (copier)”.
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% <F/F4> Size Setting
Currently three types of F size are available; 8!/,"x13"Y, 8'/,"x13"? and
8"x13"[Y. The ADF or exposure glass cover sensor cannot distinguish these
three types of originals. This function sets the F size from the ADF or expo-
sure glass cover sensor. Auto Paper Select or Auto Reduce/Enlarge can be
used for F size originals based on this setting.

& Note
O Default: 81/,"x13"F

Output tray settings

4 Limitation

O You cannot interrupt the current job with a different function job that speci-
fies stapling or sorting.

O You can interrupt the current job with an ordinary copy job or facsimile re-
ception. The output tray used when the job is interrupted varies depending
on the type of finisher shift tray and output tray specified for interruption.

< When 500-sheet finisher is the finisher shift tray:

¢ When the output tray specified for the interrupting job is the finisher
tray, the interrupting job will be delivered to internal tray 1.

¢ When the output tray specified for the interrupting job is not the finish-
er tray, the interrupting job will be delivered to the specified output
tray.

< When 1000-sheet finisher is the finisher shift tray:

* When the output tray specified for the interrupting job is the finisher
tray, the interrupting job will be delivered to the finisher upper tray.

¢ When the output tray specified for the interrupting job is not the finish-
er tray, the interrupting job will be delivered to the specified output
tray.

O When the 500-sheet finisher or 1000—sheet finisher is installed and stapling is
specified for a job, the job will be delivered to the finisher shift tray, regardless
of the output tray specified.
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Tray Paper Settings

< Paper Tray Priority: Copier (copier/Document Server)
You can specify the tray to supply paper for output.

& Note
O Default: Tray 1

< Paper Tray Priority: Facsimile (facsimile)
You can specify the tray to supply paper for output.

& Note
O Default: Tray 1

< Paper Tray Priority: Printer (printer)
You can specify the tray to supply paper for output.

& Note
O Default: Tray 1

< Tray Paper Size: Tray 1-4
Select the size of the paper loaded in the paper tray.

% The paper sizes you can set for trays 1, 3 and 4 are as follows:

e A3, B4 JIS?, A4[J), A4D2, B5 JIS[J, B5 JISZ, A5, 8K, 16K [/,
16KZ

o 11'x17'C?, 81/,'x14"C?, 81/,"x11'[), 81/."x11'D?, 51/,"%81/,',
71/4"x101/,"32, 8"x13"D2, 81/,"x13"?, 81/,"x13"F, 11"x14">,
81/4'x14"7, 8"x10' /2", 8"x10' /2" [}, custom size (140-297 mm (5.52"-
11.69") wide x 182-432 mm (7.17"-17.00") long)

< The paper sizes you can set for tray 2 are as follows:

e A3, B4JISH, A4[), A4, B5JIS[), B5 JIS?, A5, B6 JISL?, A6,
Postcard7, 8K, 16K [}, 16K

o 11I'x17'D, 8!/,'x14'D, 81/,'x11"[), 8l/"x11'DP, 5!/,"x81/,"',
71/4'x101 /"2, 71 /4"x101 /2" ), 8"x13", 8'/,"x13", 81/4'x13"2,
11"x14"3, 11'x15"2, 10"x14", 10"x15"32, 81/4"x14"32, 8"x10' /.2,
8"x10'/,"[J, 8"x10">, 8"x10"[J, C55, C6, DL Env>, 41 /4"x91/," 3,
37/¢"x71 /5", custom size (100-297 mm (3.97"-11.69") wide x 148-432
mm (5.83"-17.00") long)

pe Reference
p-120 “Changing the Paper Size”

ﬂlmportant

O If the specified paper size differs from the actual size of the paper loaded
in the paper tray, a misfeed might occur because the correct paper size was
not detected.
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& Note

O The paper guide for the optional LCT is fixed for A4 [, 81/,"x11"[)) size pa-
per. Contact your service representative if you need to change the paper size.

O If the paper size set for the selector in paper tray is different to the paper
size for this setting, the paper size of the dial has priority.

O If you load paper of a size not indicated on the paper size selector in the

paper tray, set the dial to "*".
3 Default:
e Tray 1: A4[J, 8!/2"x11"[)
e Tray 2: A3LY, 11" x 17'Y
e Tray 3: A4D7, 81/," x 11"
m o Tray 4: A4D7, 81/, x 14'DP
A Reference
p-120 “Changing the Paper Size”
< Paper Type: Bypass tray
Sets the display so you can see what type of paper is loaded in the bypass tray.
< The paper types you can set for the bypass tray are as follows:

¢ No Display, Recycled Paper, Special Paper, Colour Paper, Letterhead,
Preprinted Paper, Label Paper, Bond Paper, Thick Paper, OHP, Thin Pa-
per, Cardstock
& Note
O Default: No display

< Paper Type: Tray 1-4
Sets the display so you can see what type of paper is loaded in each paper

tray. The print function uses this information to automatically select the pa-
per tray.

< The paper types you can set for trays 1, 3 and 4 are as follows:
¢ No Display, Recycled Paper, Special Paper, Colour Paper, Letterhead,
Preprinted Paper, Bond Paper, Cardstock
< The paper types you can set for tray 2 are as follows:

¢ No Display, Recycled Paper, Special Paper, Colour Paper, Letterhead,
Preprinted Paper, Label Paper, Bond Paper, Thick Paper, OHP, Thin Pa-
per, Cardstock

& Note
O Default:
¢ Paper Type: No Display
¢ Copying Method in Duplex: 2 Sided Copy

54 ¢ Apply Auto Paper Select: Yes



Settings You Can Change with User Tools

2
o

2
o

O When paper of the same type and size is loaded in two different paper
trays and you want to specify tray for 2 Sided Copy and tray for 1 Sided
Copy, specify the upper tray for 2 Sided Copy. If one of the trays is speci-
fied as the default in Paper Tray Priority, assign 2 Sided Copy to that tray.

dJA 1 appears next to the paper tray if [No] is selected in Auto Paper Select.

? Limitation

O [Auto Paper Select] can only be selected for the copier function if [No display]
and [Recycled paper] are selected. If [No] is selected, Auto Paper Select is not
valid for the tray.

Cover Sheet Tray

Allows you to specify and display the paper tray that is setting cover sheets.
After selecting the paper tray, you can also specify the display timing and
copy method for two-sided copying.

& Note
O Default:
¢ Tray to Program: Off

O Functions using the cover sheet tray setting are the front cover function
and front/back cover function.

O When [At Mode Selected] is selected, cover sheet tray settings only appear
when the cover function or slip sheet function is selected.

O When [Full Time] is selected, the cover sheet tray is always displayed.
O You can set Copying Method in Duplex only when [At Mode Selected] is se-
lected.

AL Reference
“Covers”, Copy Reference

Slip Sheet Tray

Allows you to specify and display the paper tray that is inserting slip sheets.
After selecting the paper tray, you can also specify the display timing and
copy method for two-sided copying.

& Note

O Default:
¢ Tray to Program: Off

O When [At Mode Selected] is selected, slip sheet tray settings only appear
when the cover function or slip sheet function is selected.

AP Reference
"Slip Sheets", Copy Reference
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Timer Settings

o
0"

2
o

Auto Off Timer

After a specified period has passed, following job completion, the machine
automatically turns off, in order to conserve energy. This function is called
"Auto Off".

The machine status after the Auto Off operation is referred to as "Off mode",
or "Sleep mode". For the Auto Off Timer, specify the time to elapse before
Auto Off.

& Note
O Default: 1 minute

O Enter a time interval between 10 seconds and 240 minutes, using the
number keys

O From “Off mode” or “Sleep mode”, the machine is ready to use within 10
seconds.

O Auto Off may not work when error messages appear.

Panel Off Timer
Set the amount of time the machine waits before switching the panel off after
copying has finished or performing the last operation.

& Note
O Default: 1 minute

O Enter a time interval between 10 seconds and 240 minutes, using the
number keys.

System Auto Reset Timer

The System Reset setting automatically switches the screen to that of the func-
tion set in Function Priority. When no operations are in progress, or when an
interrupted job is cleared. This setting determines the system reset interval.
See p.49 “Function Priority”.

& Note
O Default: ON, 60 seconds

O The time can be set from 10 to 999 seconds, using the number keys.

Copier/Document Server Auto Reset Timer (copier/Document Server)
Specifies the time to elapse before copier and Document Server modes reset.

& Note

O If [OFF] is selected, the machine does not automatically switch to the user
code entry screen.

O Default: ON, 60 seconds
O The time can be set from 10 to 999 seconds, using the number keys.
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< Facsimile Auto Reset Timer (facsimile)
Specifies the time to elapse before the facsimile mode resets.

& Note
O Default: 30 seconds

O The time can be set from 30 to 999 seconds, using the number keys.

< Scanner Auto Reset Timer (scanner)
Specifies the time to elapse before the scanner function resets.

& Note
O If [OFF] is selected, the machine does not automatically switch to the user
code entry screen.

O Default: ON, 60 seconds
O The time can be set from 10 to 999 seconds, using the number keys.

< Set Date
Set the date for the copier's internal clock using the number keys.

& Note
O To change between year, month, and day, press [«] and [-].

< Set Time
Set the time for the copier's internal clock using the number keys.

& Note
O To change between hours, minutes and seconds, press [«] and [-].

O Enter the time using the 24-hour format (in 1 second increments).

Key Operator Tools

The key operator must set the following items. For settings or more information,
contact the key operator.

The key operator is recommended to program an key operator code when per-
forming the settings. See p.58 “Key Operator Code”.

% User Code Management
Allows you to control who uses the machine by setting codes for users.

User codes must be registered for user code management. See p.68 “User
Codes”.

& Note
O Default: Copier/OFF, Document Server/OFF, Facsimile/OFF, Scanner/OFF,
Printer/Auto Program

O By using Auto Program for the printer, you can keep a print log for each
user code entered from the driver.
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% Key Counter Management
Use the key counter to specify whether users are restricted or not.

& Note

O Default: Copier/OFF, Document Server/OFF, Facsimile/OFF, Scanner/OFF,
Printer/OFF

% External Charge Unit Management
Use the external charge unit to manage usage charges.

& Note

O Default: Copier/OFF, Document Server/OFF, Facsimile/OFF, Scanner/OFF,
Printer/OFF

< Key Operator Code
Specifies whether or not to use passwords (max. eight digits) to control Key
Operator Tools settings for key operator codes.

& Note
3 Default: OFF
O If you select [ON], enter the key operator code (max. eight digits) using the
number keys, and then select [Partial] or [All Initial Settings] to set the access
limit.
¢ If you selected [Partial]
An key operator code is only required for the Timer Setting, Key Oper-
ator Tools for System Settings, and Key Operator Tools for Facsimile
Features. [Menu Protect] can be set for [Maintenance] in Printer Features. If
you set [Menu Protect], you can set the key operator code for some Printer
Features. See "Printer Features Parameters", Printer Reference 2.
e If you selected [All Initial Settings]:
An key operator code is required to access all items in System Settings,
Copier/Document Server Features, Facsimile Features, Printer Fea-
tures, and Scanner Features.

O If you select [All Initial Settings], you must enter an key operator code to ac-
cess the Key Operator Code display.

< Extended Security
Specify whether or not to use the security function.

& Note
O Default : OFF

O You have to set a 6-digit key operator code to enable Extended Security.
See p.58 “Key Operator Code”.

O When the Extended Security function is on, a security mark [#] appears on
the left side of the date, in the upper right of the display panel.

ye Reference
For details about security, see p.143 “Security”.
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< Display/Print Counter
Allows you to view and print the number of prints.
¢ Display/Print Counter
Displays the number of prints for each function (Total, Copier, Facsimile,
Printer, A3/DLT, Duplex, and Staple).

e Print Counter List
Prints out a list of the number of prints made under each function.

¢ To print the counter list:
@ Press the [User Tools/Counter] key.
@ Press [System Settings].
® Press [Key Operator Tools].
@ Press [Display/Print Counter].
® Press [Print Counter List].

DisplayPrit ot

> Taal coooose

[ [oooooes | wwr [oosooco ]

wrasme 0000001 ] wose [oos0000 ]

»orte [cosoosz ] »owe [oososse ]

it Coter Lt .

® Press the [Start] key.
@ Press [Exit].

< Display/Clear/Print Counter per User Code
Allows you to view and print the numbers of prints accessed with user codes,
and to set those values to 0.

& Note
O Press [A] and [¥] to show all the numbers of prints.

O The number of prints may differ from the counter value shown in Dis-
play/Print Counter.

¢ Print counter per user code
Prints the number of prints made under each user code

¢ Clear counter per user code
Sets the number of prints made under each user code to 0.

& Note
O Print list for each user code, see p.72 “Printing the Counter for Each User
Code”.

¢ Print counter for all user codes
Prints the number of prints made under all user codes.

e (lear counter for all user codes
Sets the number of prints made under all user codes to 0.
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% Print Address Book: Destination List
You can print the destination list registered in the Address Book.

e Printin Title 1 Order
Prints the Address Book in Title 1 order.

e Print in Title 2 Order
Prints the Address Book in Title 2 order.

e Print in Title 3 Order
Prints the Address Book in Title 3 order.

¢ Print Group Dial List
Prints the group Address Book.

@ Select the print format.
® To print the list on two-sided pages, select [Print on 2 Sides].

m ® Press the [Start] key.

The list prints out.

< Address Book Management
You can add, change, or delete user information in the Address Book, and fac-
simile/scanner functions destinations.
For details about these operations, see p.68 “User Codes”, p.74 “Fax Destina-

tion”

,and p.80 “E-mail Destination”, p.83 “Registering Folders”, p.91 “Regis-

tering a Protection Code”.

¢ [Program/Change]
This registers new user codes. You can register and change the items below:

User Name

User (destination) name, key display, registration number, title selec-
tion

User Code

User code, available functions

Fax Dest.

Fax number, international TX mode, fax header, label insertion
E-mail

E-mail address, sender registration

Folder

Protocol, path, user name, password, port no., server name
Protect Dest.

Sender's name, folder, protection code

Group

e [Delete]
Deletes a user.

& Note
O You can register up to 100 user codes. If you add the optional User Account
Enhance Unit, you can register up to 500 user codes.

O You can also register user codes using SmartNetMonitor for Admin (print-
er option required).

O You can also register user codes using a Web browser.
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Address Book: Program/Change/Delete Group

You can register multiple users in a group.

This allows you to easily control registered users in each group.

For details about operations, see p.93 “Registering Destinations to a Group”.

¢ [Program/Change]
This registers new groups, or changes the group name, key display, title se-
lection, registration number or protection code. You can also protect e-mail
destinations and folders.

o [Delete]
Deletes a group.

e [Protect Dest.]

& Note
O You can register up to 100 groups.

O You can also group users (destinations) using a Web browser. See the Web
browser's Help.

Address Book: Program/Change/Delete Transfer Request

You can register fax destinations for the Transfer Request function in facsim-

ile mode.

For details about operations, see p.97 “Registering the Transfer Request”.

e [Program/Change]
This registers new transfer requests and receiving stations, or changes the
transfer request name, key name, title selection, registration number, fax
destination or e-mail address.

o [Delete]
Deletes a transfer request.

& Note
O You can register up to 100 transfer requests.
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% Address Book: Change Order
Changes the order of registered users (destinations).

& Note

O You can rearrange the order of items on the same page, but you cannot
move items to another page. For example, you cannot move an item from
“PLANNING” ([OPQ]) to “DAILY” ([CD]).

@ Press the [User Tools/Counter] key.

@ Press [System Settings].

® Press [Key Operator Tools], and then press [VNext].
@ Press [Address Book: Change Order].
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& Note
O You can select a user using the number key.

® Press the user (destination) key that is in the place you want to move to.

I itoss Bok: Chage Ordr I
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The user (destination) moves to the selected place, and the other users'
keys will shift also.
m
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& Note
O You can select a user using the number key.
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% Address Book: Edit Title
You can edit the title to easily find a user.

@ Press the [User Tools/Counter] key.

@ Press [System Settings].

® Press [Key Operator Tools], and then press [VNext].
@ Press [Address Book: Edit Title].

% System Settings o |
Sfoe bttt e
3 EICTE CTTRD
e T T ]
T FoganCaee Gop o e e sm0 ]

iss Bk PogranCrango Delts Traor Ao Colto il Fke

Passuort Wapage

s ok £ T 2 [Krwos | vt ]

® Press the title key you want to change.
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® Enter the new name, and then press [OK].
@ Press [0OK].
Press [Exit].

< Address Book: Select Title
Specifies the title to select a user.

& Note
O Default: Title 1

% Auto Delete File
Specifies whether documents stored in the Document Server are to be deleted
or not after a specified period of time elapses.

& Note

O Default: Yes After 3 days

O If you select [Yes], documents stored subsequently are deleted after the
specified period.

O If you select [No], documents are not automatically deleted.

O If you select [Yes], enter a number of days from of 1 to 180 (in 1 day incre-
ments).

O The default is three days, this means documents are deleted three days (72
hours) after they are stored.
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o
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2
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%

2
o

Delete All Files
Deletes all documents stored in the Document Server.

& Note
O Even if a password is already set, all documents are deleted.

O A confirmation message appears. To delete all documents, select [Yes].

Password Management for Stored Files

¢ Unlocking a locked document
When a document is locked due to a wrong password being entered, this
function unlocks the document, allowing access.

¢ Temporarily disabling document security
Password-protected documents can be temporarily accessed, without en-
tering the password.

& Note

3 Default: Do not Unlock

O Select [Unlock] only when you forget the password. After accessing the
document, be sure to select [Do not Unlock].

AP Reference
p-145 “Unlocking a locked document”

p-145 “Temporarily Disabling Document Security”

AOF (Always ON)
Specify whether or not to use Auto Off.

& Note
O Default: ON

Program/Change LDAP Server

Programming an LDAP server allows you to look up e-mail destinations from
the LDAP server Address Book directly. This function is available when you
send scan files by e-mail in scanner mode.

You can program and change the identification name, server name, search
base, port no., authentication, user name, password, and search options.

/O Reference

For details about these operations, see p.101 “Programming/Changing
LDAP Server”.

Use LDAP Server
Specify whether or not to use the LDAP server.

& Note
O Default: OFF

O If you select [OFF], [Search LDAP] will not appear on the searching display.



Address Book

Address Book

Registering user information, such as
fax number and e-mail address, in the
Address Book allows you to manage
them together.

#Important

O Address Book data is stored on the
hard disk. It can be lost if there is
some kind of hard disk failure. The
manufacturer shall not be respon-
sible for any damage resulting
from data loss.

& Note

O Using [Address Management Tool] in
SmartNetMonitor for Admin, you
can backup Address Book data.
We recommend backing up data
when using the Address Book.

/O Reference
For details about SmartNetMoni-
tor for Admin and how to install it,
see Printer Reference 1.

For operating instructions, see
SmartNetMonitor for Admin
Help.

You can register and manage the fol-
lowing items in the Address Book:

FoganiCuge gess Bk
[S— [reorr o, [ G ] »regssnre. (00038 | [ G ]
%u("m,] e I G e W B [
\ | T
1 2 3
4 5 6 7

ZKZS030E

< To manage registered items
1. User Code
Register user codes to restrict par-
ticular functions to certain users,
and check their use of each func-
tion.

>3

/O Reference

p-68 “User Codes”
2. Protect Dest.

A Reference
p-67 “When using the scanner
function”

p.67 “Registering Sender Infor-
mation”
3. Group
Use this to display the group that
the selected user (destination) be-
longs to.
You can group registered fax desti-
nations, e-mail destinations, and
folders to manage them better. For
details about operations, see p.93
“Registering Destinations to a
Group”.

Items to register
4. User Name

AP Reference
p-66 “Registering the destina-
tion name and key display”

p-67 “Registering Sender Infor-
mation”
5. Fax Dest.

/O Reference

p-66 “When using the fax func-
tion”
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e [cinar el e s

o | Uorcoie (R emat | oo JPreecoes | amp |




66

User Tools (System Settings)

6. E-mail

pe Reference
p-66 “When using the fax func-
tion”
p-67 “When using the scanner
function”

p-67 “Registering Sender Infor-
mation”

7. Folder

AP Reference
p-67 “When using the scanner
function”

e SMB
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Registering Destination
Information

< Registering the destination name and
key display
e User Name

Register the destination name
and key display name. This is
the basic information required
for managing destinations.

ye Reference
p-68 “User Codes”

< When using the fax function
e Fax Dest.

Register fax numbers in the Ad-
dress Book. To send a fax, select
the destination key as it appears
on the initial fax function dis-
play, so you can specify the fax
number. When you set Label In-
sertion to ON, the registered
destination name, preceded by
“To”, is printed at the top of the
page when it is received at the
other end.

ye Reference

p-74 “Fax Destination”
E-mail
Register e-mail addresses in the
Address Book. To send an Inter-
net Fax, select the destination
key as it appears on the initial
fax function display, so you can
specify the e-mail address.

ye Reference
p-80 “E-mail Destination”



Address Book

< When using the scanner function
e E-mail

Registering Sender

Register e-mail addresses in the
Address Book. To send a scan
file by e-mail, select the destina-
tion key as it appears on the ini-
tial scanner function display, so
you can specify the e-mail ad-
dress.

pe Reference
p-80 “E-mail Destination”

Folder

Register the path name, user
name, and password. To send
files directly to shared folders,
select the destination key as it
appears on the initial scanner
function display, so you can
specify the folder.

Select SMB when sending files
to shared Windows folders.
Select FTP when uploading files
to an FTP server.

A Reference

p-83 “Registering Folders”
You can stop unauthorized us-
ers accessing folders from the
machine by setting a protection
code.

pe Reference
p-91 “Registering a Protec-
tion Code”

Information

< When using the scanner function

You can set Register as Sender to

ON for an e-mail address. If you do

this, you can use it as the sender

address when sending scan files by

e-mail.

e User Name
Register the user name and key
display name. This is useful
when selecting the sender from
the Attach Sender's Name list.
Register the user name so it will
be recorded under Sender in
Scanned Files Status. Also, the
user name automatically ap-
pears in the From field of the e-
mail.

p Reference

p.68 “User Codes”
e E-mail

Register the e-mail address. You
can use it as the sender address
when sending scan files by e-
mail using the scanner function.
Also, the sender address auto-
matically appears in the From
field of the e-mail.

To display a user key on the At-
tach Sender's Name list, you
must register an e-mail address
to it.

pe Reference

p-80 “E-mail Destination”
You can prevent misuse of
sender name by setting a pro-
tection code on the e-mail ad-
dress.

éo Reference
p-91 “Registering a Protec-
tion Code”
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User Codes

Register user codes to limit users to
the following functions and check
their use of each function:

¢ Copier

¢ Document Server
e Facsimile

e Scanner

e Printer

& Note

O The number of copies made of doc-
uments stored in the Documents
Server using the facsimile function
is counted for each user code. This
allows you to check each user's us-
age.

O The number of copies scanned us-
ing the scanner function is counted
for each user code. This allows you
to check each user's usage.

O To automatically register the print-
er driver user code, select [Auto Pro-
gram] for the printer in User Code
Management. To use the user code
set in User Tools, select [ON]. Set
the user codes registered in User
Tools for the printer driver. See
p-57 “User Code Management”.

A Reference
For details about setting user codes
for the printer driver, see Printer

Reference 1 or the printer driver
Help.

#Important

O The functions associated with each
user code are the same. If you
change or delete user codes, man-
agement data and limits associated
with that code become invalid.

Registering a New User Code

l] Press the [User Tools/Counter] key.

User Tools/Counter
/=
Tomme WL &
freee @ ¥ O

ZEWS050N

EI Press [System Settings].

15 oo

& User Tools/Counter/inquiry

= "
[m =i ] |e

syensetis
[(C R —

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].
B Press [New Program].

& Note

O To assign a user code to a regis-
tered user, press the user (desti-
nation) key whose user code is
to be registered, or enter the
registered number using the
number keys.

B Set the user information.

& Note
O To register a user code to a reg-
istered user, proceed to step fl.



User Codes

To register the user name and
key display

@ Press [Change] on the right of
the user name or key display.

The user name or key display
entry display appears.

@ Enter the user name or key dis-
play, and then press [OK].

& Note

O You can use the same user
name as that assigned to the
documents using the Docu-
ment Server function. For
this, the user code is not nec-
essary. p.31 “Document
Server”

pe Reference
p-141 “Entering Text”

To select the title

ﬂ Press [User Code].

B Enter the user code using the
number keys, and then press [#].

Pogen

- vl Fnctios [ T 1 [t ]

& Note

O If you make a mistake, press
[Clear] or the [Clear/Stop] key,
and then enter the code again.

g Select the functions to be used
with the user code from Available
Functions.

mTo continue registering user
codes, press [Continue to Program],
and then repeat the procedure
from step [3.

@ Press the key for the classifica-
tion you want to use under Se-
lect Title.

—%m
ABC CONPANY Lﬁ'i"ﬁ.] »index ABCCONPA L_cn_a.in

- User (Detingtion) N
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‘
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& Note

O The keys you can select are as
follows:

e [Freq.]... Added to the
page thatis displayed first.

* [AB],[CD],[EF][GH][IJK],
[LMN],[OPQ],[RST],[UV
WI,[XYZ], [1] to [10]...
Added to the list of items
in the title selected.

3 You can select [Freq.] and one
more page for each title.

T A = |
o 531567

vl Functons

@ press [ok].
m Press [Exit].
[B Press the [User Tools/Counter] key.
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Changing a User Code

& Note

O Evenif you change a user code, the
counter value will not be cleared.

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

BSelect the registered user code
you want to change.

Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press =, you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

B Enter the new information for the
item you want to change.

To change the user (destination)
name or key display

@ Press [Change] on the right of
the user (destination) name or
key display.

@ Enter the user (destination)
name, and then press [OK].

pe Reference
p-141 “Entering Text”

To change the title

@ Press the key for the classifica-
tion you want to use from Se-
lect Title.

Changing the user code

@ Press [User Code].

@ Press [Change], and then enter
the new user code using the
number keys.

© Press [#].

To change the available functions

@ Press [User Code].

@ Press the key to select the func-
tions to enable.

& Note
O Press the key to highlight it,

and then the function is ena-
bled.

ﬂ Press [OK].
B Press [Exit].
g Press the [User Tools/Counter] key.



User Codes

Deleting a User Code

iﬁklmportant

O This operation also deletes user
codes registered to multiple func-
tions. User control via the deleted
user code is disabled.

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

To delete the user code

@ Select the user (destination)
whose code is to be deleted.
Press the user (destination) key,
or enter the registered code us-
ing the number keys.

@ Press [User Code].

© Press [Change] to delete the user
code, and then press [#].

O Press [OK].

To delete a user (destination)

@ Press [Delete].
@ Select the user (destination)
you want to delete.

Press the user (destination) key,
or enter the registered code us-
ing the number keys.

& Note

O If you press =, you can
search for a user by user
name/index, user code, fax
destination, or e-mail ad-
dress.

© Press [Yes] in the confirmation
screen.

B Press [Exit].
B Press the [User Tools/Counter] key.

Displaying the Counter for
Each User Code

You can check the number of prints
made under each function's user
code.

l] Press the [User Tools/Counter] key.
g Press [System Settings].
B Press [Key Operator Tools].

ﬂ Press [Display/Clear/Print Counter per
User Code].

B Select [Print Counter], [Transmission
Counter] or [Scanner Counter].

Counters for individual function
usage under each user code ap-
pear.
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Printing the Counter for Each
User Code

You can print out the number of
prints made under each user code us-
ing [Print Counter], [Transmission Coun-
ter] or [Scanner Counter].

To print the number of prints made
under each user code

l] Press the [User Tools/Counter] key.
g Press [System Settings].
B Press [Key Operator Tools].

ﬂ Press [Display/Clear/Print Counter per
User Code].

BSelect a user code from the left
side of the display.
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& Note

(3 Press [Select all on the page] to se-
lect all user codes on the page.

B Press [Print Counter List] under Per
User Code.
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& Note

O Enter the user code, and then
press [#] if the user code is regis-
tered.

ﬂ Select the function usage you
want to print from [Print Counter],
[Transmission Counter], and [Scanner
Counter].

B Press [Print].

To print the number of prints for all
user codes

l] Press the [User Tools/Counter] key.
EI Press [System Settings].
B Press [Key Operator Tools].

ﬂ Press [Display/Clear/Print Counter per
User Code].

B Press [Print Counter List] under All
User Codes.
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& Note

O Enter the user code, and then
press [#] if the user code is regis-
tered.

B Select the function usage you
want to print from [Print Counter],
[Transmission Counter], and [Scanner
Counter].

ﬂ Press [Print].
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Clearing the Number of Prints

l] Press the [User Tools/Counter] key.
EI Press [System Settings].
B Press [Key Operator Tools].

ﬂ Press [Display/Clear/Print Counter per
User Code].

B Select the user code to clear.

To clear the number of prints
made under a user code

@ Select the user code from the
left side of the display.
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& Note
3 Press [Select all on the page] to
select all user codes on the
page.
@ Press [Clear] under Per User
Codes.
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© Select the function usage you
want to clear from [Print Coun-
ter], [Transmission Counter], and
[Scanner Counter].

O Press [OK].

To clear the number of prints for
all user codes

@ Press [Clear] under All User
Codes.
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@ Select the function usage you
want to clear from [Print Coun-
ter], [Transmission Counter], and
[Scanner Counter].

© Press [0OK].
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Fax Destination

Register a fax destination so you do
not need to enter fax numbers each
time, and can send documents
scanned in using the facsimile func-
tion.

It is easy to select the fax destina-
tion if you register a “User (Desti-
nation) Name” and “Key Display”
for the fax destination.

You can register fax destinations as
a group.

You can program the following items
in a fax destination:

KD
0.0

Fax number

Registers the destination's fax
number. You can enter a fax
number using up to 128 digits. You
must include every digit in the
number.

SUB Code

Registering a SUB Code allows
you to use Confidential Transmis-
sion to send messages to the other
fax machines which support a sim-
ilar function called “SUB Code”.
You can also program an SID Code
(Sender ID) under this function. A
code can be up to 20 digits long.

SEP Code

Registering a SEP Code allows you
to use Polling Reception to receive
faxes from the other fax machines
which support Polling Reception.
You can also program a PWD
Code when you want to use a pass-
word under this function. A code
can be up to 20 digits long.

< Line

2

2
*

4

If the optional extra G3 interface
unit is installed, you can select the
line type per destination.

Fax header
You can select to print a fax header
on fax messages the other party re-
ceives. The default is “1st Name”.
See Facsimile Reference <Advanced
Features>.

Label insertion

With this function you can have
the receiver's name printed on the
message when it is received at the
other end. The name is printed at
the top of the page and will be pre-
ceded by “To”. You can also have a
standard message stamped on the
second and third lines after that.

& Note

O Fax header and label insertion
are also printed when sending
by e-mail using fax functions.

O You can program a standard
message apart from one of those
registered in the machine. See
“Programming, Changing, and
Deleting Standard Messages”,
Facsimile Reference <Advanced
Features>.

International TX mode

When setting the International TX
mode to [ON], the machine trans-
mits more carefully by lowering
transmission speed. However,
communication times increase.



Fax Destination

Registering a Fax Destination

l] Press the [User Tools/Counter] key.

User Tools/Counter

(/= |
fomme MM
freeve 21 ¥ O o

ZEWS050N

EI Press [System Settings].

& User Tools/Counter/inquiry | |

Syten St

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].
B Press [New Program].

& Note

O To register a fax destination to a
registered user, press the user
(destination) key, or enter the
registered number using the
number keys.

B Set the user's information.

& Note

O To register a fax destination to a
registered user, proceed to step

To register the user (destination)
name and key display

@ Press [Change] under User (Des-
tination) Name or Key Display.

The user (destination) name or
key display entry display ap-
pears.

@ Enter the user (destination)

name or key display, and then
press [OK].

& Note

3 You can use the user name
when selecting a fax destina-
tion.

O You can register the user
code after the user name. For
details, see p.68 “User
Codes”.

ye Reference
p-141 “Entering Text”

To select the title

@ To associate a user with a title,
press the title key under Select
Title.
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& Note
O The keys you can select are as
follows:
e [Freq]... Added to the
page that is displayed first.
* [AB], [CD], [EF], [GH],
[IJK], [LMN], [OPQ],
[RST], [UVWI, [XYZ], [1] to
[10]... Added to the list of
items in the selected title.
3 You can select [Freqg.], and
one more page for each title.
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n Press [Fax Dest.].

B Enter the fax number using the
number keys, and then press [OK].

_Se\et\ Line {|G3 a,
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To select the line

@ Press [Select Line].
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@ Select the line, and then press
[OK].

To program the SUB Code

@ Press [Adv. Features], and then
select [SUB Code].

@ Press [Change] under TX SUB
Code.

@ Enter a SUB Code using the
number keys, and then press
[OK].

O To enter a password, press
[Change] under Password
(SID).

@ Enter a password using the
number keys, and then press
[OK].

@ Press [OK].

76

To program the SEP Code

@ Press [Adv. Features], and then
select [SEP Code].

@ Press [Change] under RX SEP
Code.

@ Enter a SEP Code using the
number keys, and then press
[OK].

O To enter a password, press
[Change] under Password
(PWD).

@ Enter a password using the
number keys, and then press
[OK].

O Press [OK].

To set the International TX mode

@ Press [Change] under Interna-
tional TX Mode.

@ Select [OFF] or [ON], and then
press [OK].

To select the fax header

& Note

O You can register the fax header
name in Program Fax Informa-
tion under the system settings
of Facsimile Features. See Fac-
simile Reference <Advanced Fea-
tures>.

@ Press [Change] under Fax Head-
er.

@ Select [1st Name] or [2nd Name],
and then press [OK].



Fax Destination

To set label insertion

When Label Insertion is set to ON,
the receiver's name and standard
messages are printed on the fax
message when it is received at the
other end.

@ Press [Change] under Label In-
sertion.

@ Select [ON].

© Press [Change] under Line 2.

O Select a standard message to
print on the second line. To

stamp a customized message,
press [Custom Message].

Sttt Vessage Stamp.
Eter st message o g 20 .

[

[ T

Pease phone
Copyto cames

@ Enter a message, and then
press [OK].

A Reference
p-141 “Entering Text”
@ Press [OK].
@ Press [Change] under Line 3.

@ Select a standard message, and
then press [OK].

© Press [OK].
g Press [OK].

& Note

O When a group is registered, you
can add this fax destination to
the group. See p.93 “Registering
Destinations to a Group”.

Changing a Registered Fax
Destination

l] Press the [User Tools/Counter] key.
B Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Select the registered fax destina-
tion user you want to change.

Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press =], you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

B Press [Fax Dest.].
ﬂ Enter the items.

To change the fax number

@ Press [Change] under Facsimile

No..
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@ Enter the new fax number us-
ing the number keys, and then
press [OK].
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To change the line

To change the fax header

@ Press [Select Line].

—

> faxHeater

@ Select the line type.
© Press [OK].

To change the SUB Code

@ Press [Adv. Features].
@ Press [SUB Code].

© Press [Change] under TX SUB
Code.

O Enter the new SUB Code, and
then press [OK].

@ To change the password, press
[Change] under Password
(SID).

@ Enter the new password, and
then press [OK].

@ Press [OK].

To change the SEP Code

@ Press [Adv. Features].
@ Press [SEP Code].

© Press [Change] under RX SEP
Code.

@ Enter the new SEP Code, and
then press [OK].

@ To change the password, press
[Change] under Password
(PWD).

O Enter the new password, and
then press [OK].

@ Press [OK].

@ Press [Change] under Fax Head-
er.

@ Select the fax header, and then
press [OK].

To change the label insertion

@ Press [Change] under Label In-
sertion.

@ Press [Change] under Line 2.

© Select the new standard mes-
sage, or press [Custom Message]
to enter the new message.

O Press [OK].

@ Press [Change] under Line 3.

O Select the new standard mes-
sage, and then press [OK].

@ Press [OK].

B press [ox].

& Note

O To change the user name, see
p-70 “To change the user (desti-
nation) name or key display”.



Fax Destination

Deleting a Registered Fax To delete all user information
Destination © Press [Delete].

@ Select a user you want to de-
& Note lete.

O If you delete a destination that is a
specified delivery destination,
messages to its registered Personal using the number keys.
Box, for example, cannot be deliv-
ered. Be sure to check the settings © Press [Yes].
in the fax function before deleting [ pyess [Exit].
any destinations.

Press the user (destination) key,
or enter the registered number

1] & Note
Press the [User Tools/Counter] key. 3 To delete user codes together,

B press [System Settings]. 2931371 “Deleting a User
ode .

B Press [Key Operator Tools], and then
press EV'\YEXG- ] B Press the [User Tools/Counter] key.

ﬂ Press [Address Book Management].

To delete only the fax number

@ Select the fax destination user
you want to delete.

Press the user (destination) key,
or enter the registered number
using the number keys.

@ Press [Fax Dest.].

© Press [Change] under Facsimile
No..

@ Press [Delete All], and then press
[OK].

ErreEy oo IG

@ Press [OK].
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E-mail Destination

Register e-mail destinations so you
do not need to enter an e-mail address
every time, and can send scan files
from scanner or fax function by e-
mail.

¢ [t is easy to select the e-mail desti-
nation if you register “User (Desti-
nation) Name” and “Key Display”
as the e-mail destination.

* You can register e-mail destina-
tions as a group.

¢ You can use the e-mail address as
the sender's address when sending
scan files in scanner mode. If you
do this, set a protection code on the
sender address to prevent use by
unauthorized people. See p.91
“Registering a Protection Code”.

* You can select an e-mail address
from an LDAP server, and then
register it in the Address Book. For
details about programming an
LDAP server, See p.101 “Program-
ming/Changing LDAP Server”.
For details about searching an e-
mail address from an LDAP serv-
er, See “Sending Scan File by E-
mail”, Scanner Reference.

Registering an E-mail
Destination

l] Press the [User Tools/Counter] key.

User Tools/Counter
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B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].
B Press [New Program].

& Note

O To register an e-mail address to
a registered user, press the user
(destination) key, or enter the
registered number using the
number keys.

B Set the user's information.

& Note
O To register an e-mail address to
a registered user, proceed to

step ).



E-mail Destination

To register the user (destination)
name and key display

@ Press [Change] under User (Des-
tination) Name or Key Display.
The user (destination) name or
key display entry display ap-
pears.

@ Enter the user (destination)

name or key display, and then
press [OK].

& Note

O You can use the user name
when selecting an address to
send an e-mail to.

O You can register the user code
after the user name. For de-
tails, see p.68 “User Codes”.

pe Reference
p-141 “Entering Text”

To select the title

@ To associate a user with a title,
press the title key under Select
Title.
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& Note
O The keys you can select are as
follows:
e [Freq.]... Added to the
page that is displayed first.
* [AB], [CD], [EF], [GH],
[1JK], [LMN], [OPQ],
[RST], [UVW], [XYZ], [1] to
[10]... Added to the list of
items in the selected title.
3 You can select [Freq.] and one
more page for each title.

0 press [E-mail).

mPress [Change] under E-mail Ad-
dress.

(- I &=
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g Enter the e-mail address.

Entering the e-mail address

@ Enter the e-mail address.
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@ Press [0K].

Using the e-mail address as the
sender

@ Press [ON] under Register as
Sender.

im Press [OK].

@ Note

O When a group is registered, oth-
er e-mail destinations can be
added to the group. See p.93
“Registering Destinations to a
Group”.
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Changing a Registered E-mail
Destination

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book Management].

B Select the registered e-mail ad-
dress user you want to change.
Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press &, you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

3 press [E-mail).
ﬂ Enter the items.

To change the e-mail address

@ Press [Change] under E-mail
Address.

@ Enter the e-mail address, and
then press [OK].

pe Reference
p-141 “Entering Text”

B press [ox].

& Note

O To change the user name, see
p-70 “To change the user (desti-
nation) name or key display”.

Deleting a Registered E-mail
Destination

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

To delete only the e-mail address

@ Select the e-mail address user
you want to delete.

Press the user (destination) key,
or enter the registered number
using the number keys.

@ Press [E-mail].

© Press [Change] under E-mail
Address.

O Press [Delete All], and then press
[OK].

@ Press [0OK].

To delete all user information

@ Press [Delete].

@ Select a user you want to de-
lete.

Press the user (destination) key,
or enter the registered number
using the number keys.

© Press [Yes].
B Press [Exit].



Registering Folders

Registering Folders

By registering a shared folder, you
can send scan files to it directly.

There are two types of protocol you
can use:

* SMB
For sending files to shared Win-
dows folders

e FIP
Use when sending files to an FTP
server.

& Note

O For details about protocols, server
names, and folder levels, ask your
network administrator.

O You can stop unauthorized users
accessing folders from the ma-
chine. See p.91 “Registering a Pro-
tection Code”.

O You can only select either SMB or
FTP. If you change protocol after
finishing your settings, all previ-
ous entries are cleared.

O You can register up to 50 folders
per group. Files cannot be sent to a

group with over 50 folders regis-
tered.

/O Reference

For details about network settings,
see Network Guide.

For details about Scan to Folder,
see Scanner Reference.

Using SMB to Connect

& Note

O To register a folder in an FTP serv-
er, see p.87 “Using FTP to Con-
nect”.

To register an SMB folder

l] Press the [User Tools/Counter] key.

User Tools/Counter
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File N

ZEWS050N

g Press [System Settings].
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B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book Management].
B Press [New Program].

& Note

O To register a folder to a regis-
tered user, press the user (desti-
nation) key, or enter the
registered number using the
number keys.
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B Set the user's information.

& Note

O To register a folder to a regis-
tered user, proceed to step .

To register the user (destination)
name and key display

@ Press [Change] under User
(Destination) Name or Key
Display.

The user (destination) name or
key display entry display ap-
pears.

@ Enter the user (destination)

name or key display, and then
press [OK].

& Note
O You can use the user name as
the folder name.

O You can register the user
code after the user name. For
details, see p.68 “User
Codes”.

pe Reference
p-141 “Entering Text”

To select the title

@ To associate a user with a title,
press the title key under Select
Title.
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& Note

O The keys you can select are as
follows:

e [Freq]... Added to the
page that is displayed first.

* [AB], [CD], [EF], [GH],
[1JK], [LMN], [OPQ],
[RST], [UVW], [XYZ], [1] to
[10]... Added to the list of
items in the selected title.

3 You can select [Freq.] and one
more page for each title.

ﬂ Press [Folder].
B press [sms].

& Note

O To specify a folder, you can ei-
ther enter the path manually, or
locate the folder by browsing
the network.

A Reference
p-85 “To locate the folder manu-
ally”

p-85 “Using Browse Network to
locate the folder”
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To locate the folder manually

@ Press [Change] under Path.
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@ Enter the path where the folder
is located.

& Note
O Enter the path using this for-

mat: “\\ServerName\Share-
Name\PathName”.

O You can also enter an IP ad-
dress.

O You can enter a path using
up to 128 characters.

© Press [OK].

& Note

3 If the format of the entered
path is not correct, a message
appears. Press [Exit], and
then enter the path again.

@ Press [Change] under User
Name.

@ Enter the user name, and then
press [OK].

& Note

O This is a user name which is
authorized to access the folder.

@ Press [Change] under Password.

@ Enter the user's password, and
then press [OK].

Using Browse Network to locate
the folder

@ Press [Browse Network].

The client computers sharing
the same network as the ma-
chine appear.

& Note

O You can enter your user
name and password before
pressing [Browse Network]. If
you do, the Browse Network
display only lists client com-
puters you are authorized to
access.

@ Select a client computer.

Brovee e,
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Shared folders under it appear.

& Note
O You can press [Up One Level]
to switch between levels.

© Select the folder you want to
register.

The Logon display appears.

& Note

O If you have already entered
an authorized user name and
password, the Logon display
will not appear. Proceed to
step @.

O Enter the user name.

& Note

3 This is a user name which is
authorized to access the folder.
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@ Enter the user's password, and
then press [OK].

The Browse Network display
reappears.

& Note

3 If the entered user name or
password is not correct, a
message appears. Press [Exit],
and then enter the user name
and password again.

@ Press [OK].

g Press [Connection Test] to check the
path is set correctly.

m Press [Exit].

& Note

O If the connection test fails, check
the settings, and then try again.

[ press [0K].

Changing a registered SMB folder

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Select the user of the registered
folder you want to change.

Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press =, you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

[ press [Folder].

nSelect the items you want to
change.

To change the protocol

@ Press [FTP].

@ A confirmation message ap-
pears. Press [Yes].

& Note

O Changing the protocol will
clear all settings made under
the previous protocol.

© Enter each item again.

p Reference

See steps B to @l on p.87 “To
register an FIP folder”.

Changing items under SMB

@ Press [Change] under Path.

@ Enter the new path where the
folder is located, and then
press [OK].

& Note

3 You can also use Browse Net-
work to specify a new folder.
For details, see p.85 “Using
Browse Network to locate
the folder”.

© Press [Change] wunder
Name.

User

O Enter the new user name, and
then press [OK].

This is a user name which is au-
thorized to access the folder.

@ Press [Change] under Password.

O Enter the new password, and
then press [OK].
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B Press [Connection Test] to check the
path is set correctly.

g Press [Exit].

& Note

O If the connection test fails, check
the settings, and then try again.

im Press [OK].

& Note

O To change the user (destination)
name, see p.70 “Changing a
User Code”.

Deleting a registered SMB folder

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

To delete only the registered
folder

@ Select a user of the folder you
want to delete.

Press the user (destination) key,
or enter the registered number
using the number keys.

@ Press [Folder].
© Press [FTP].

A confirmation message ap-
pears.

O Press [Yes].
@ Press [OK].

Settings under SMB are all
cleared.

To delete all user information

@ Press [Delete].

@ Select a user you want to de-
lete.

Press the user (destination) key,
or enter the registered number
using the number keys.

© Press [Yes].
B Press [Exit].

Using FTP to Connect

& Note

O To register a shared folder config-
ured in Windows, see p.83 “Using
SMB to Connect”.

To register an FTP folder

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/=
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B Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book Management].
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B Press [New Program].

& Note

O To register a folder to a regis-
tered user, press the user (desti-
nation) key, or enter the
registered number using the
number keys.

B Set the user's information.

& Note
O To register a folder to a regis-
tered user, proceed to step fJ.

To register the user (destination)
name and key display

@ Press [Change] under User (Des-
tination) Name or Key Display.
The user (destination) name or
key display entry display ap-
pears.

@ Enter the user (destination)

name or key display, and then
press [OK].

& Note

3 You can use the user name as
the folder name.

O You can register the user
code after the user name. For
details, see p.68 “User
Codes”.

pe Reference
p-141 “Entering Text”

To select the title

@ To associate a user with a title,
press the title key under Select
Title.
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Fax Dest.

& Note
O The keys you can select are as
follows:

e [Freq]... Added to the
page that is displayed first.

* [AB], [CD], [EF], [GH],
[1JK], [LMN], [OPQ],
[RST], [UVW], [XYZ], [1] to
[10]... Added to the list of
items in the selected title.

3 You can select [Freq.] and one
more page for each title.

ﬂ Press [Folder].
B press [Fre1.
g Press [Change] under Server Name.

im Enter the server name.

@ Note

O You can enter a server name us-
ing up to 64 characters.

m Press [Change] under Path.
m Enter the path.
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& Note

O You can enter an absolute path,
using this format: “/us-
er/home/username”; or a rela-
tive path, using this format:
“directory/sub-directory”.

O If you leave the path blank, the
login directory is assumed to be
the current working directory.

O You can also enter an IP ad-
dress.

O You can enter a path using up to
128 characters.
[B Press [OK].

& Note

O To change the port number,
press [Change] under Port No..
Enter the port number using the
number keys, and then press [#].
You can enter 1 to 65535.

m Press [Change] under User Name.

[BEnter the user name, and then
press [OK].

& Note

O This is a user name which is au-
thorized to access the folder.

m Press [Change] under Password.

mEnter the user's password, and
then press [OK].

[B Press [Connection Test] to check the
path is set correctly.

m Press [Exit].

& Note

O If the connection test fails, check
the settings, and then try again.

f) press [OK].

Changing a registered FTP folder

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Select the user of the registered
folder you want to change.

Press the user (destination) key, or

enter the registered number using
the number keys.

& Note

O If you press =], you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

[ press [Folder].

ﬂSelect the items you want to
change.

To change the protocol

@ Press [SMB].
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@ A confirmation message ap-
pears. Press [Yes].

& Note

O Changing the protocol will
clear all settings made under
the previous protocol.

© Enter each item again.

p Reference

See stepsB to @ on p.83 “To
register an SMB folder”.
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Changing items under FTP

Deleting a registered FTP folder

@ Press [Change] under Server
Name.

@ Enter the new server name, and
then press [OK].

© Press [Change] under Path.

O Enter the new path, and then
press [OK].

@ Press [Change] under
Name.

User

e Enter the new user name, and
then press [OK].

This is a user name which is au-
thorized to access the folder.
@ Press [Change] under Password.

© Enter the new password, and
then press [OK].

& Note

O To change the port number,
press [Change] under Port
No.. Enter the new port
number using the number
keys, and then press [#].

[3 Press [Connection Test] to check the
path is set correctly.

ﬂ Press [Exit].

& Note
O If the connection test fails, check
the settings, and then try again.

[ press [0K].

& Note

O To change the user (destination)
name, see p.70 “Changing a
User Code”.

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

To delete only the registered
folder

@ Select a user of the folder you
want to delete.

Press the user (destination) key,
or enter the registered number
using the number keys.

@ Press [Folder].
© Press [SMB].

A confirmation message ap-
pears.

O Press [Yes].
@ Press [OK].

Settings under FTP are all
cleared.

To delete all user information

@ Press [Delete].

@ Select a user you want to de-
lete.

Press the user (destination) key,
or enter the registered number
using the number keys.

© Press [Yes].
B Press [Exit].



Registering a Protection Code

Registering a Protection Code

You can stop sender's names or fold-
ers being accessed by setting a protec-
tion code.

You can use this function to protect
the following:

¢ Folders
You can prevent unauthorized ac-
cess to folders.

* Sender's names (when sending e-
mails)
You can prevent misuse of sender's
names.

& Note

3 This function is not available
when using Internet Fax to send
e-mails.

Registering a Protection Code
To a Single User

l] Press the [User Tools/Counter] key.
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B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Press the user (destination) key
you want to register a protection
code to.

B Press [Protect Dest.].
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To protect the sender name

@ Press [Protect] under Sender's
Name.

To protect the folder

@ Press [Protect] under Folder.

nPress [Change] under Protection
Code.

B Enter a protection code using the
number keys, and then press [#].

& Note
O You can enter up to eight digits.

B press [ok].
m Press [Exit].
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Registering a Protection Code
To a Group User

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book: Program/ Change/
Delete Group].

B Press the group key you want to
register a protection code to.

B Press [Protect Dest.].
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n Press [Protect] under Folder.

mPress [Change] under Protection
Code.

ﬂ Enter a protection code using the
number keys, and then press [#].

& Note
O You can enter up to eight digits.

[ press [0K].
m Press [Exit].



Registering Destinations to a Group

Registering Destinations to a Group

Register destinations to a group to
easily control registered fax, e-mail
and folders for each group.

To group destinations, the groups
must be registered beforehand.

& Note
O You can register up to 500 groups.

O When using Scan to Folder func-
tion, you cannot send scan files to a
group with over 50 folders regis-
tered.

O You can set a protection code to
prevent unauthorized access to the
folders registered in a group. For
details, see p.61 “Address Book:
Program/Change/Delete Transfer
Request”.

Registering a New Group

l] Press the [User Tools/Counter] key.
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EI Press [System Settings].
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G
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B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book: Program/ Change/
Delete Group].

B Press [New Program].

BPress [Change] under Group
Name.
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nEnter the group name, and then
press [OK].

The Key Display name sets auto-
matically.

pe Reference
p-141 “Entering Text”

B Press the title key under Select Ti-
tle, if necessary.

& Note

O The keys you can select are as
follows:

¢ [Freq.]... Added to the page
that is displayed first.

* [AB], [CD], [EF], [GH], [IJK],
[LMN], [OPQ], [RST],
[UVW], [XYZ], [1] to [10]...
Added to the list of items in
the selected title.

3 You can select [Freq.] and one
more page for each title.

g When you want to change the key
display, press [Change] under Key
Display. Enter the key display,
and then press [OK].

im Press [OK].
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Registering Destinations to a
Group

Removing a Destination froma
Group

You can register destinations to a
group.

When registering new destinations,
you can also register groups at the
same time.

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Select the user (destination) to
register in a group.
Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press &, you can search
for a user by user name/index,
user code, fax destination, or e-
mail address.

B Press [Group].

ﬂ Select a group to which you want
to register the destinations.

| B I
Selct goug(s) o g

Gops)assires: O

eI N M R U o (0 | IS R 18
TiG0d 1 28 1
] ——
L=

o e el Tl I e - | e e

& Note

O If you press =, you can search
for a group by entering the
group name.

B press [0k,

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book Management].

B Select the user (destination) to re-
move from a group.

Press the user (destination) key, or
enter the registered number using
the number keys.

B Press [Group].
ﬂ Press the highlighted group key.
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B press [ox].
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Displaying Destinations
Registered in Groups

You can check the user (destination)
of each group.

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

O rress  [Address  Book:  Pro-
gram/Change/Delete Group].

B Select the group where the data
you want to check is registered.

B Press [Programed Users].

All the user (destination) names

appear.

ﬂ Press [OK].

Changing a Group Name

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book: Program/ Change/
Delete Group].

B Press the group key you want to
change.

B Enter the items.

To change the group name and
key display

@ Press [Change] under Group
Name or Key Display.
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@ Enter the new group name or
key display, and then press
[OK].

To change the title

@ Press the title key under Select
Title.

To change the registration
number

@ Press [Change] under Registra-
tion No..

@ Enter the new registration
number using the number keys.

© Press [#].
B press [ox].
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Deleting a Group

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book: Program/Change /
Delete Group].

B Press [Delete].

B Press a group key you want to de-
lete.

ﬂ Press [Yes].



Registering the Transfer Request

Registering the Transfer Request

This section describes how to register
the Transfer Station and Receiving
Station used in the fax function's
Transfer Request.

& Note

O Before you can use Transfer Re-
quest, you must program the Poll-
ing ID and set the Transfer Report.
See “Programming a Polling
ID”and “Transfer Report”, Facsim-
ile Reference <Advanced Features>.

< Transfer Station
This is the machine that receives
the Transfer Request to forward in-
coming messages to another desti-
nation.

2
o

Receiving Station

The facsimile or computer that re-
ceives messages from the Transfer
Station.

Limitation

When messages are transferred by
fax, Transfer Stations must be ma-
chines of the same make as this,
and have the Transfer Station func-
tion.

d -9

O When messages are transferred by
e-mail, Transfer Stations must be
machines of the same make as this,
and have both the Transfer Station
and Internet Fax functions.

O You cannot use Transfer Request
without programming the fax
number or e-mail address of the
Requesting Party in the Address
Book (Quick Dial or Speed Dial) of
the Transfer Stations.

& Note

O Polling ID's of the Requesting Par-
ty (this machine) and Transfer Sta-
tions must be identical.

O You can have up to 30 Receiving
Stations per Transfer Station. If
you specify a Transfer Station
Group, the Group counts as a sin-
gle receiver.

Registering a Transfer
Station/Receiving Station

l] Press the [User Tools/Counter] key.

User Tools/Counter
/=
Tomme WL &
freee @ ¥ O o

ZEWS050N

EI Press [System Settings].
@ User Toois/Gounteringuiry [T

st

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book: Program/ Change
| Delete Transfer Request].

B Press [New Program].

B Set the Transfer Request's infor-
mation.
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User Tools (System Settings)

To register the Transfer Request
name and key display

@ Press [Change] under Transfer
Request Name or Key Display.
The user (destination) name or
key display entry display ap-
pears.

@ Enter the Transfer Request

name or key display, and then
press [OK].

pe Reference
p-141 “Entering Text”

To select the title

@ To associate a Transfer Re-
quest name with a title, press
the title key under Select Title.

ProgranChangs Transtor st
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& Note
O The keys you can select are as
follows:
e [Freq.]... Added to the
page that is displayed first.
* [AB], [CD], [EF], [GH],
[IJK], [LMN], [OPQ],

[RST], [UVW], [XYZ], [1] to
[10]... Added to the list of
items in the selected title.

3 You can select [Freq.] and one
more page for each title.
ﬂ Press [Fax].

B Enter the items. See stepsBand @
on p.75 “Registering a Fax Desti-
nation”.

B press [E-mail).

@ Enter the items. See steps Band B
on p.80 “Registering an E-mail
Destination”.

[I] Press [Receiving Station].
m Specify the Receiving Stations.

& Note

O When specifying the Receiving
Stations, use the numbers
stored in Quick Dial keys,
Speed Dials or Groups in the
Transfer Station.

Quick Dial

© Press [#Quick Dial].

@ Enter the number stored in the
Quick Dial of the Transfer Sta-
tion using the number keys.

For example, to select the desti-
nation stored in Quick Dial 01 of
the Transfer Station, enter
[ol][1]

© To specify an additional Re-
ceiving Station, press [Add].

Speed Dial

@ Press [H-¥Speed Dial].

@ Enter the Speed Dial using the
number keys.

For example, to select the desti-
nation stored in Speed Dial 12 of
the Transfer Station, enter
(1(2].

© To specify an additional Re-
ceiving Station, press [Add].



Registering the Transfer Request

Group Dial

@ Press [H¥¥Group Dial].

@ Enter the Group number using
the number keys.

For example, to select the desti-
nations stored in Group 04 of
the Transfer Station, enter

(o]r4]).
© To specify an additional Re-
ceiving Station, press [Add].

[B When you have specified all the
Receiving Stations, press [OK].

m Press [Exit].

Changing a Registered Transfer
Station/Receiving Station

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [V Next].

ﬂ Press [Address Book: Program/ Change/
Delete Transfer Request].

B Select the registered Transfer Sta-
tion/Receiving Station user you
want to change.

Press the user (destination) key, or
enter the registered number using
the number keys.

& Note

O If you press &, you can search
for a user by Transfer Request
name, fax destination, or e-mail
address.

B Enter the items.

To change the Transfer Request
name and key display

@ Press [Change] under Transfer
Request Name or Key Display.

@ Enter the new Transfer Request
name or key display, and then
press [OK].

To change the title

@ Press the title key under Select
Title.

To change the Transfer Station

@ Press [Fax].

Proceed to step @ when mes-
sages are transferred by e-mail.

@ Change the Transfer Station's
information. See steps B and B
on p.77 “Changing a Regis-
tered Fax Destination”.

© Press [E-mail].

O Change the Transfer Station's
information. See steps B and B
on p.82 “Changing a Regis-
tered E-mail Destination”.

To change the Receiving Station

@ Press [Receiving Station].
@ Select the Receiving Station
you want to change.

© Press [Clear] to clear the
number, and then enter the
new number using the number
keys.

ﬂ Press [OK].
B Press [Exit].
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User Tools (System Settings)

Deleting a Registered Transfer
Station/Receiving Station

l] Press the [User Tools/Counter] key.
g Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext].

ﬂ Press [Address Book: Program/ Change/
Delete Transfer Request].

B Press [Delete].

BSelect a Transfer Request you
want to delete.

Press the Transfer Request key, or
enter the registered number using
the number keys.

ﬂ Press [Yes].
B Press [Exit].



Programming/Changing LDAP Server

Programming/Changing LDAP Server

Programming an LDAP server allows
you to look up e-mail destinations
from the LDAP server Address Book
directly. This function is available
when you send scan files by e-mail
using scanner function.

& Note
3 Select [ON] in the Use LDAP Server

setting to use this function. See
p-64 “Use LDAP Server”.

O This function supports LDAP Ver-
sion 2 and 3.

O To ensure successful searching,
make sure the server name and
port number are entered correctly.
For details, ask your network ad-
ministrator.

Programming an LDAP Server

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/=
Commu- ¥ ¥
nicating = L)

54
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g Press [System Settings].

S

B Press [Key Operator Tools], and then
press [VNext] twice.

ﬂ Press [Program/Change LDAP Server].

B Enter the items.

To enter an identification name

@ Press [Change] under Identifi-
cation Name.

@ Enter the server's identifica-
tion name.

© Press [OK].

To enter a server name

@ Press [Change] under Server
Name.

@ Enter the LDAP server name.
© Press [OK].

To enter the search base

@ Press [Change] under Search
Base.

@ Enter the search base.

& Note

O For example, if you enter
“ou=sales department,
0=ABC”, searching will start
below the sales department
level of ABC company (here,
“ou” stands for organization
unit, and “0” stands for com-
pany).

© Press [OK].
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User Tools (System Settings)

To enter a port number

@ Press [Change] under Port No..

@ Enter the port number using
the number keys, and then
press [#].

To set authentication

@ Press [Next].
@ Press [ON] or [High Security] un-
der Authentication.

Progran Chage LOAP Soer I
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& Note

3 [High Security] is not available
with LDAP Version 2.

(3 When [ON] or [High Security]
is selected, the administrator
account name and password
is required to access the
LDAP server.

(3 When [High Security] is select-
ed, you can use a generic
password unique to the net-
work. If you do this, the serv-
er also requires the same
setting. For details, ask your
network administrator.

To enter the user name and
password

& Note

3 To use the administrator ac-
count for authentication, enter
the account name and password
here.

O If you leave the user name and
password blank, users will be
prompted for the password eve-
ry time they attempt to connect
to the LDAP server.

@ Press [Next].

@ Press [Change] under User
Name.

© Enter the user name, and then
press [OK].

@ Press [Change] under Password.

@ Enter the password, and then
press [OK].

To test the connection

@ Press [Connection Test].

A connection test is carried
out.

@ Press [Exit].

& Note
3 If the connection test fails,
check your settings, and
then try again.



Programming/Changing LDAP Server

To set search options

& Note

3 You can search the LDAP server
data using keywords below:
Name, E-mail Address, Fax
Destination, Company Name,
Department Name. You can
specify an additional keyword.
This must be predefined in your
LDAP database.

@ Press [Next] twice.
@ Press [Change] under Attribute.

© Enter the attribute you want to
use for searching e-mail ad-
dresses, and then press [OK].

Changing an LDAP Server

l] Press the [User Tools/Counter] key.
EI Press [System Settings].

B Press [Key Operator Tools], and then
press [VNext] twice.

ﬂ Press [Program/Change LDAP Server].
B Change the items.

To change an identification name

@ Press [Change] under Identifi-
cation Name.

@ Press [Change] under Key Dis-
play.

@ Enter the attribute's display
name, and then press [OK].

& Note
O For example, if you want to
sort e-mail addresses by em-

@ Enter a new identification
name for the server.

ployees' number, enter “em- © Press [OK].
ployeeNo” in the Attribute
field, and “Employee No.” in To change the server name
the Key Display field.
B @ Press [Change] under Server
Press [OK]. Name.
ﬂ Press [Exit]. @ Enter the new LDAP server
name.
B press the [User Tools/Counter] key. © Press [OK].

To change the search base

@ Press [Change] under Search
Base.

@ Enter the new search base.
© Press [0OK].
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User Tools (System Settings)

To change a port number

@ Press [Change] under Port No..

@ Enter the new port number us-
ing the number keys, and then
press [#].

To change authentication

@ Press [Next].

@ Select [ON] or [High Security] if
you want to activate authenti-
cation. Select [OFF] to cancel it.

& Note
3 [High Security] is not available
when the LDAP Version is 2.

3 When [ON] or [High Security]
is selected, the administrator
account name and password
is required to access the
LDAP server.

(3 When [High Security] is select-
ed, you can use a generic
password unique to the net-
work. If you do this, the serv-
er also requires the same
setting. For details, ask your
network administrator.

To change the user name and
password

@ Press [Next].

@ Press [Change] under
Name.

User

© Enter the new user name, and
then press [OK].

O Press [Change] under Password.

@ Enter the new password, and
then press [OK].

& Note

O The user name and password
are of a user who is author-
ized to access the LDAP serv-
er.

O You can press [Connection
Test] to check if the new set-
tings work.

To change search options

@ Press [Next] twice.

@ Press [Change] under Attribute.

© Enter a new attribute, and then
press [OK].

O Press [Change] under Key Dis-
play.

@ Enter the attribute's new dis-
play name, and then press [OK].

B Press [OK].
ﬂ Press [Exit].
B Press the [User Tools/Counter] key.



5. Troubleshooting

If Your Machine Does Not Operate As You

Want

The following chart gives explanations of common problems and messages. If
other messages appear, follow the instructions displayed.

& Note

O If you cannot make copies as you want because of the paper type, paper size
or paper capacity problems, use recommended paper. See p.161 “Copy Pa-

per”.

General

Problem

Causes

Solutions

“Please wait.” ap-
pears

This message appears
when you turn on the oper-
ation switch or change the
toner bottle.

Wait for the machine to get ready.

The display is off.

The screen contrast knob is
turned to the dark position.

Set the screen contrast knob to the
light position to see the display pan-
el properly.

The machine is in Energy
Saver mode.

Press the [Energy Saver] key to can-
cel Energy Saver mode.

The operation switch is
turned off.

Turn on the operation switch.

Nothing happens when the
operation switch is turned
on.

The main power switch is
turned off.

Turn on the main power switch.

Memory is full.

There are too many
scanned pages or stored
files: hard disk capacity is
exceeded.

Press [Delete File] to delete unneces-
sary documents.

The function status indica-
tor is red.

The function associated
with the red indicator was
interrupted.

Press the function key correspond-
ing to the indicator. Follow the in-
structions thatappear on the control
panel.

The user code entry dis-
play appears.

Users are restricted by user
management.

Enter the user code (up to 8 digits),
and then press [#].
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Problem

Causes

Solutions

The main power in-
dicator continues
blinking and does
not turn off when
pressed.

This occurs in the fol-
lowing cases:

* The exposure
glass cover or the
ADF is open.

* The machine is
communicating
with external
equipment.

* The hard disk is
active.

Close the exposure glass cover or ADF, and
check if the machine communicating with a
computer.

Original images are
printed on the re-
verse side of the pa-

per.

You may have load-
ed the paper incor-
rectly.

Load paper correctly. Load paper into Tray 1-4
with the print side up, and into the LCT or by-
pass tray with the print side down. See p.110
“Orientation-Fixed Paper or Two-Sided Paper”.

Misfeeds occur fre-
quently.

The tray's side
guides may not be
locked.

Check the side guides are locked. See p.120
“Changing the Paper Size”.

The tray's end guide
may not be set prop-
erly.

Check the end guide is set properly. See p.120
“Changing the Paper Size”.

You may have load-

ed paper of a size not
shown on the paper

size selector.

When using paper of a size that cannot be de-
tected automatically, use Tray Paper Settings to
set the paper size. See p.53 “Tray Paper Size:
Tray 1-4” and p.161 “Copy Paper”.

An error message re-
mains, even if misfed
paper is removed.

When a misfeed mes-
sage appears, it re-
mains until you open
and close the cover,
as required.

Clear misfed paper, and then open and close the
front cover. See p.114 “8% Clearing Misfeeds”.

An error message re-
mains, even if con-
sumables are
replaced and/or mis-
fed paper is re-
moved.

This may occur if the
HDD is not installed.

Press the [Start] key.

Cannot print in du-

You cannot use pa-

For duplex printing, select Tray 1-4 in copier

operator code

plex mode. perinthebypasstray | mode or with the printer driver.
for duplex printing.
[1 Sided Copy] is se- | Select [2 Sided Copy] for Paper Type: Tray 1-4. See
lected for Paper p-54 “Paper Type: Tray 1-4”
Type: Tray 1-4.
You forgot your key — Contact your service representative.




If Your Machine Does Not Operate As You Want

Document Server

Problem

Solutions

"Scanned pages exceeded

max. number. Do you want
to store the scanned pag-
es as a file?"appears.

The number of scanned pages exceeds the capacity per
file of the Document Server.

To store scanned pages as a file, press [Store File].
Scanned data is stored as a file in the Document Server.
If you do not want to store scanned pages, press [No].
Scanned data is deleted.

You forgot your password.

You can temporarily access password-protected files.
Press [Unlock] in Password Management for Stored Files
in User Tools. See p.145 “Temporarily Disabling Docu-
ment Security” .

You can delete all stored documents at once with User
Tools. See p.64 “Delete All Files” .

Make sure no important documents are stored in the
Document Server before deleting all stored documents.

You cannot find out what is stored in
a file.

Check the date or time column in the Document Server:
Select Files to Print display.

Check document content by printing it's first page. Press
the line of the document in the Document Server: Select
Files to Print display, and then press [Print 1st Page] fol-
lowed by the [Start] key.

Memory frequently becomes full.

e Press [Delete File] to delete selected documents to in-
crease available memory.

* Delete documents stored using the scanner function.
See Scanner Reference.

You want to check print quality be-
fore making a large print run.

Check print quality by printing out only the first set us-
ing the [Sample Copy] key.

"Original is being
scanned by another func-
tion." appears.

The copier or scanner function is in use. To cancel a job
in progress, first press [EXit], and then press the [Copy]
key or [Scanner] key. Next, press the [Clear/Stop] key.
When the message " [Stop] key was
pressed.Stop printing?"appears, press [Stop].
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&) Loading Paper

/O Reference

For paper types and sizes, see
p-161 “Copy Paper”.

Loading Paper into Paper
Trays

& Note

O You can change the paper size, see
p-120 “Changing the Paper Size”.

nPull out the paper tray until it
stops.

g Square the paper and load it in
the tray with the copying face up.

ZEWY100E

ﬂlmportant

O If you add paper to a paper tray
with paper left inside, a misfeed
might occur.

O Do not stack paper over the lim-
it mark.

O When loading small quantities
of paper, be careful not to
squeeze the side guide in too
tightly, as the paper will not
feed properly.

Setting special paper in the paper
tray 2

@ Load the special paper below
the limit mark of the tray.

ZEWY110E

& Note

O Fan the paper before loading.

O When using paper such as
translucent paper, straighten
curled or warped paper be-
fore loading.

BPush the paper tray in until it
stops.



& Loading Paper

Loading Paper into Large
Capacity Tray (optional)

& Note

O Load copy paper of the same size
and orientation in both left and
right side trays.

n Pull out the LCT.

ZEWY010E

g Square the paper, and then load it
in the tray with the copying face

ZEWY020E

ﬂlmportant

O Align the right edge of the right
copy paper stack with the right
edge of the tray.

O Align the left edge of the left
copy paper stack with the left
edge of the tray.

O Do not stack paper over the lim-
it mark.

& Note

O Fan the paper before loading.

O Straighten curled or warped pa-
per before loading.

BPush the paper tray in until it
stops.
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Orientation-Fixed Paper or Two-Sided Paper

Orientation-fixed (top to bottom) or two-sided paper (for example, letterhead
paper, punched paper, or copied paper) might not print correctly, depending on
how the originals and paper are placed. Select [Yes] in Letterhead Setting under
Copier/Document Server Features, and then place the original and paper as
shown below (see Copy Reference). When printing with the printer function, plac-
ing orientation is the same.

Bypass Tray
Paper Tray LCT Original on the | Original on the
Copy Mode exposure glass ADF

R R

Paper | 1 Sided
placing
direction

D 2 Sided

Paper | 1 Sided
placing oc
direction

[y

2 Sided

GEWH100E



4 Adding Toner

L&) Adding Toner

When 12 appears, it is time to add toner.

A\ WARNING:

* Do not incinerate used toner or toner containers. Toner dust might ig-
nite when exposed to an open flame. Dispose of used toner containers
in accordance with local regulations.

A\ CAUTION:
* Keep toner (used or unused) and toner containers out of reach of children.

ﬂlmportant
O Fault may occur if you use toner other than the recommended type.

O When adding toner, do not turn off the operation switch. If you do, settings
will be lost.

O Always add toner when the machine instructs you.

O Do not repeatedly install and remove toner bottles. This will result in toner
leakage.

O Do not shake the removed toner bottle. Remaining toner might scatter.

& Note

O You can make about 50 copies even after the “I2IToner is almost emp-
ty.”and “Replace Toner Bottle.” messages appear, but replace toner ear-
ly to prevent poor copy quality.

pe Reference
For details about toner storage, see p.130 “Toner Storage”.
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Removing Toner

* 1: Open the front cover of the machine.

e 2:Lift the green lever.

e 3: Push the green lever, and then gently
pull out the holder.

® 4:Push the toner bottle back to raise its top,
and then gently pull out the bottle.
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Inserting Toner

Inserting Toner

e 1:Hold the new bottle horizontally and
1 5~6 shake it from side to side five or six times.

\ & Note

O Do not remove the black cap before
shaking.

® 2:Remove the black cap.
& Note

O Do not remove the inner cap.

e 3: Put the toner bottle on the holder, and
then pull its top forward.

¢ 4: Push in the green lever until it clicks.

® 5:Press down the green lever.

e 6: Close the machine's front cover.
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$¥ Clearing Misfeeds

A CAUTION:
* The fusing section of this machine might be very hot. Caution should be tak-
en when removing misfed paper.

#Important
O When clearing misfeeds, do not turn off the operation switch. If you do, your
copy settings will be lost.

O To prevent misfeeds, do not leave any torn scraps of paper inside the ma-
chine.

O If paper misfeeds occur frequently, contact your service representative.

& Note
O More than one misfed area may be indicated. When this happens, check all
the areas indicated. See the following charts: A, B,C,D,P,R, Y, Z

O Inside the finisher, or inside the front cover, there is a sticker explaining how
to remove misfed paper.



8\ Clearing Misfeeds
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W When D s lit

n

47 =——

1. Open the bypass tray, and
then open the duplex unit.

2.0pen the right cover, and
then open the upper right
cover.

3. Remove the misfed paper.

6

7\/

5. Remove the misfed paper.
6. Close the cover.

7. If you cannot remove the
misfed paper, open the right
cover of the bridge unit.

8. Remove the misfed paper.
9. Close the cover.

4. If you cannot remove the
misfed paper, open the top
cover of the bridge unit.

B When Bis lit

1. Open the bypass tray, and
then open the duplex unit.

2. Open the right cover, and
then open the upper right
cover.

3. Remove the misfed paper.

4. Push up the paper guide
release lever, and then
remove the misfed paper.

5. Pull down the paper guide
release lever, and then
close the bypass tray.

B When A is lit

Q,\ﬂ, | =
197 3
(i R
SN -
1. Open the upper right cover. 2. Remove the misfed paper.




8\ Clearing Misfeeds

B When Cis lit

1. Open the bypass tray, and 2. Open the right cover, and
then open the duplex unit. then open the upper right
cover

! Important

A paper jam warning will not
be cleared until the covers
@, @ are opened and the
operation switch is set to ON.

3. Remove the misfed paper. 4. Close the cover.

If you stil cannot remove misfed paper - Close the duplex unit
and front cover.

Contact your service representative.

~
e

] 9]
/ | I/J

(o)o/d.
AN

1. Open the right cover. 2. Remove the misfed paper.
3. Close the cover.

You can make an enlarged copy of this page and
stick it on walls in the proximity of the machine.

2ZLFX260E
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B When Pis lit

'I(@

@

1. Open the cover of the auto 2. Lift the lever. 3. Open the cover, and then 4. If you cannot remove the
document feeder (ADF), and remove the misfed original. misfed original, open the
then remove the misfed original.

ADF external cover, and
then remove the misfed
original.

5 6

o

. Pull the green lever in the
upper left corner, and then
remove the misfed original.

E 5. Open the auto document
feeder (ADF).

B When Riis lit
| 1000-sheet finisher |
= 2 3 2
— R1
,\) O
\ : \\V[R2
1. Open the upper cover. 2. Remove the misfed paper. 3. Open the front cover. 4. Hold up lever R1, turn knob

R2, and then remove the
misfed paper.

5.0pen lever R3to the left, and 6. Push lever R4 to the right, and 7. Pull lever R5, and then remove
then remove the misfed paper. then remove the misfed paper. the misfed paper.
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8\ Clearing Misfeeds

. Open the duplex unit. 2. Raise cover Z1, and then 3. If you cannot remove the misfed paper,
remove the misfed paper. raise cover Z2, and then remove any
that is there.
4. Close the unit.

| 500-sheet finisher |

1.Open the upper cover, and
then remove the misfed paper.

You can make an enlarged copy of this page and

stick it on walls in the proximity of the machine

2LFX270E
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Changing the Paper Size

5] Preparation
Be sure to select the paper size
with User Tools and the paper size
selector. If you do not, misfeeds
might occur. See p.53 “Tray Paper
Size: Tray 1-4".

#Important

O If you want to change the paper
size set in the LCT, contact your
service representative.

pe Reference
For details about paper sizes and
types, see p.161 “Copy Paper”.

Changing the Paper Size of the
Paper Tray

n Make sure the paper tray is not in
use. Then, pull the paper tray out
slowly.

ﬂ If paper is loaded in the tray, re-
move it.

B While pressing the release lever,
adjust the back guide.

ZEWY150E

120

ﬂ Release the side lever.

ZEWY160E

BWhile pressing the release lever,
adjust the side guides.

ZEWY170E

B Square the paper, and then load it
in the tray with the copying face

ZEWY180E

#Important
O Do not stack paper over the lim-
it mark.

O Make sure the paper stack is
flush against the right side
guide.



Changing the Paper Size

& Note
O Fan the paper before loading.

O Straighten curled or warped pa-
per before loading.

ﬂ While pressing the release lever,
adjust the side guides to the new
paper size.

ZEWY190E

ﬂlmportant

O When loading small quantities
of paper, be careful not to
squeeze the side guide in too
tightly, as the paper will not
feed properly.

B Lock the side lever.

ZEWY200E

gWhile pressing the release lever,
adjust the back guide to the new
paper size.

ZEWY210E

mAd]’ust the paper size selector to
the new paper size.

ZEWY220E

To adjust the paper size to a size
not indicated on the paper size
selector

@ Set the paper size selector to
the ¥ mark.

@ Press the [User Tools/Counter]
key.

© Press [System Settings].

O Press [Tray Paper Settings].

@ Press [Tray Paper Size: Tray 1],
[Tray Paper Size: Tray 2], [Tray Pa-
per Size: Tray 3] or [Tray Paper
Size: Tray 4].

0 Select the required size, and
then press [OK].
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Troubleshooting

@ Press [Exit] or the [User Tools/
Counter] key to exit User Tools.

p Reference

p-53 “Tray Paper Size: Tray
1-4”

m Gently push the paper tray in un-
til it stops.

m Check the paper size shown on
the display panel.



1% Adding Staples

12} Adding Staples

ﬂlmportant
0O Stapling failures or jams may occur if you use a staple cartridge other than
that recommended.

AP Reference
For details about the type of finisher, see p.17 “External Options”.

500-Sheet Finisher
1 ‘\ o ¢ 1: Open the side cover.

ZEWJ00OE

* 2:Remove the cartridge.

ZEWJ010E

* 3:Take out the empty refill in the direction
of the arrow.

ZEWJ020E

¢ 4: Push in the new refill until it clicks.

ZEWJ030E

e 5: Pull out the ribbon.

S

ZEWJ040E
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Troubleshooting

ZEWJOS0E

* 6: Reinstall the cartridge.

7: Close the side cover.

1000-Sheet Finisher

- 1

2GJSBOTE

2GJSB02E

o8 ©

2GJSB03E

2GJS804E

124

1: Open the front cover of the finisher, and
then pull out the staple unit.

2: Hold the green lever, and then gently
pull out the cartridge.

3: Hold both sides of the cartridge.
4: Pull up the upper unit of the cartridge.

5: Take out the empty refill in the arrow di-
rection.



1% Adding Staples

2GJSB0SE

2GJSBO6E

ZGJSBO8E

* 6: Align the arrows on the new refill with
those on the cartridge, and then push in the
refill until it clicks.

* 7:Gently push down the upper unit into
the cartridge.

e 8: Pull out the ribbon.

* 9:Hold the green lever while pushing in
the cartridge until it clicks.

* 10: Push back the staple unit, and then
close the front cover of the finisher.
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Troubleshooting

Removing Jammed Staples

& Note
O Curled paper may cause staples to jam. To avoid this, turn copy paper over
in the tray. If there is no improvement, change to a stiffer copy paper.

O When the 500-sheet finisher is installed, after removing jammed staples, sta-
ples will not be ejected the first few times you try to use the stapler.

pe Reference
For types of finisher, see p.17 “External Options”.

500-Sheet Finisher

¢ 1: Open the side cover.

1 V==

ZEWJ00OE

* 2:Remove the cartridge.

ZEWJ010E

* 3: Open the face plate.

ZEWJ106E

* 4:Remove the jammed staples.

ZEWJ107E

® 5: Reinstall the cartridge.
e 6: Close the side cover.

] 26 ZEWJ108E



Removing Jammed Staples

1000-Sheet Finisher

-I = * 1:Open the front cover of the finisher, and
then pull out the staple unit.

2GJSBOTE

e 2:Hold the green lever while gently pull-
ing out the cartridge.

2GJSB02E

* 3: Open the cartridge's face plate.

2GJS813E

* 4:Remove any jammed staples.

2GJs814E

e 5:Pull down the cartridge's face plate until
it clicks.

* 6: Hold the green lever while pushing in
the cartridge until it clicks.

e 7:Push back the staple unit, and then close
the front cover of the finisher.

2GJSBB4E
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Dos and Don'ts

A\ CAUTION:

Unplug the power cord from the
wall outlet before you move the
machine. While moving the ma-
chine, you should take care that
the power cord will not be dam-
aged under the machine.

iﬁklmportant
O Do not turn the power off while

the On indicator is lit or blinking.
Doing so may damage the hard
disk.

Before unplugging the power cord
or turning off the main power
switch, make sure remaining
memory space is at 100%, as
shown on the display. See p.23
“Turning Off the Power” and p.23
“Turning Off the Main Power”.

When you use this machine for a
long time in a confined space with-
out good ventilation, you may de-
tect an odd smell. To keep the
workplace comfortable, we recom-
mend that you keep it well venti-
lated.

Do not touch areas on or around
the fusing unit. These areas get hot.

After making copies continuously,
the exposure glass may become
warm—this is not a malfunction.

The area around the ventilation
hole might feel warm. This is
caused by exhaust air and is not a
malfunction.

6. Remarks

When the machine is not in use
and in stand-by mode, you may
hear a small noise inside. This is
caused by the image stabilization
process and is not a malfunction.

Do not turn off the operation
switch while copying or printing.
Make sure all copying or printing
has finished first.

The machine might not produce
good copy images if condensation
forms inside as a result of rapid
temperature change.

Do not open the covers of the ma-
chine while copying or printing. If
you do, misfeeds might occur.

Do not move the machine during
copying or printing.

If you operate the machine im-
properly or a machine failure oc-
curs, settings might be lost. Be sure
to make a note of your machine
settings.

The supplier shall not be liable for
any loss or damage resulting from
mechanical failure, loss of settings,
or use of the machine.
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Toner

Handling Toner

A\ WARNING:

* Do not incinerate used toner or toner containers. Toner dust might ig-
nite when exposed to an open flame. Dispose of used toner containers
in accordance with local regulations.

A\ CAUTION:

* Keep toner (used or unused) and toner containers out of reach of children.

ﬂlmportant
O Fault may occur if you use toner other than the recommended type.

AP Reference
To add toner, see p.111 “1& Adding Toner”.

Toner Storage

When storing toner, the following precautions should always be followed:
¢ Store toner containers in a cool, dry place free from direct sunlight.
e Store on a flat surface.

Used Toner

& Note
O Toner cannot be re-used.
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Where to Put Your Machine

Where to Put Your Machine

Machine Environment

Choose your machine's location care-
fully. Environmental conditions
greatly affect its performance.

Optimum environmental conditions

A\ CAUTION:

* Keep the machine away from hu-
midity and dust. Otherwise a fire
or an electric shock might occur.

e Do not place the machine on an
unstable or tilted surface. If it top-
ples over, an injury might occur.

A CAUTION:

e If you use the machine in a con-
fined space, make sure there is a
continuous air turnover.

¢ Temperature: 10-32 °C (50-89.6 °F)
(humidity to be 54% at 32 °C, 89.6
OF)

¢ Humidity: 15-80% (temperature to
be 27 °C, 80.6 °F at 80%)

* A strong and level base.

¢ The machine must be level within
5 mm, 0.2 inches: both front to rear
and left to right.

¢ To avoid possible buildup of
ozone, be sure to locate this ma-
chine in a large well ventilated
room that has an air turnover of
more than 30 m®/hr/person.

Environments to avoid

* Locations exposed to direct sun-
light or other sources of strong
light (more than 1,500 lux).

* Locations directly exposed to cool
air from an air conditioner or heat-
ed air from a heater. (Sudden tem-
perature changes can cause
condensation to form inside the
machine.)

¢ Locations close to machines gener-
ating ammonia, such as a diazo
copy machine.

¢ Places where the machine will be
subject to frequent strong vibra-
tion.

¢ Dusty areas.

¢ Areas with corrosive gases.
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Moving

Power Connection

A\ CAUTION:

A\ WARNING:

Unplug the power cord from the
wall outlet before you move the
machine. While moving the ma-
chine, you should take care that
the power cord will not be dam-
aged under the machine.

#Important
O Be careful when moving the ma-

chine. Take the following precau-
tions:

¢ Turn off the main power. See
p-23 “Turning Off the Main
Power”.

e Unplug the power cord from
the wall outlet. When you pull
out the plug from the socket,
grip the plug to avoid damag-
ing the cord, thereby reducing
the risk of fire or electric shock.

¢ Close all covers and trays, in-
cluding the front cover and by-
pass tray.

Move the machine carefully. If you
do not, it could be damaged and
stored files might be lost.

Do not take off the holding stand.

Protect the machine from strong
shocks. Impact can damage the
hard disk and cause stored files to
be lost. As a precautionary meas-
ure, files should be copied to an-
other computer.

Connect the machine only to
the power source described on
the inside front cover of this
manual. Connect the power
cord directly into a wall outlet
and do not use an extension
cord.

Do not damage, break or make
any modifications to the power
cord. Do not place heavy ob-
jects on it. Do not pull it hard
nor bend it more than neces-
sary. These actions could
cause an electric shock or fire.

A\ CAUTION:

Unplug the power cord from the
wall outlet before you move the
machine. While moving the ma-
chine, you should take care that
the power cord will not be dam-
aged under the machine.

A\ CAUTION:

When you disconnect the power
plug from the wall outlet, always
pull the plug (not the cable).

When the main power switch is in
the stand-by position, the optional
anti-condensation heaters are on.
In an emergency, unplug the ma-
chine's power cord.

When you unplug the power cord,

the anti-condensation heaters turn
off.

Make sure the plug is inserted
firmly in the wall outlet.

Voltage must not fluctuate by
more than 10%.

The wall outlet shall be installed
near the machine and shall be eas-
ily accessible.



Where to Put Your Machine

Access to the Machine

Place the machine near the power
source, providing the clearance areas

shown.
1
4 2
(

CP999EE

1. Rear: more than 1 cm (4")

2. Right: more than 1 cm (4")

3. Front: more than 75 cm (29.6")

4. Left: more than 1 cm (4")

& Note

O For the required space when op-

tions are installed, contact your
service representative.
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Maintaining Your Machine

If the exposure glass, exposure glass
cover, or ADF belt is dirty, copy clari-
ty may be reduced. Clean these parts
if they are dirty.

% Cleaning the machine
Wipe the machine with a soft,
damp cloth, and then wipe it with
a dry cloth to remove the water.

ﬂlmportant

O Do not use chemical cleaners or or-
ganic solvents, such as thinner or
benzene. If such substances get in-
side the machine or melt plastic
parts, a failure might occur.

O Do not clean parts other than those
explicitly specified in this manual.
Other parts should only be cleaned
by your service representative.

Cleaning the Exposure Glass

GDSHO50J

Clean 1 and 2.

Cleaning the Exposure Glass
Cover

2GJS826E

Cleaning the Auto Document
Feeder

~

Clean 1 and 2.



Replacing the Photo Conductor Unit (PCU)

Replacing the Photo Conductor Unit (PCU)

When the “Replace photoconductor
unit” message appears on the display
panel, it is time to replace the PCU
panel.

A WARNING:

e Do not incinerate the photo-
conductor unit. Toner dust
might ignite when exposed to
an open flame. Dispose of the
used photoconductor unit in
accordance with local regula-

Bt the duplex unit is installed,
open it by pushing up the catch.

tions' ZEWH300E
#Important ﬂ Open the machine's right cover
O Do not tilt the used PCU after tak- by pushing up the catch.

ing it out of the machine. If you do,
toner might leak out.

O Do not hold the developer car-
tridge while taking out the used
PCU. If you do, the cartridge might
unlock and fall.

O Do not touch the PCU. If you do,
copy quality might be reduced.

O Before you take out the used PCU,
wait until the machine has com-

pletely stopped and is making no B
sound. Not taking this precaution Open the front cover.

could result in a fault.
O If there are misfeeds, remove the
misfed paper before taking out the '
used PCU. {
@ \E\ ( (

ZEWH310E

O Be sure to remove the sealing tape
before installing the new PCU.
Leaving it attached could result in
a fault. N 7

O After installing the new PCU, the
machine takes about one minute to
initialize. During this period, do
not open the front cover or turn off
the main power switch. If you do,
a fault might occur.

g

ZEWH350E
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ﬂWhile pressing the button, slide
out the PCU, until it stops.

ZEWH360E

B Raise the green handle and slide
out the PCU toward you.

ZEWH370E

ﬂlmportant

O Do not tilt or drop the removed
PCU. Moving it suddenly can
cause toner leakage.

O Do not change the toner when
there is no PCU installed.

B Take the new PCU from the box
and, while holding the handle, re-
move the plastic bag.

ﬂlmportant
O Do not drop or mishandle the
removed PCU.

O Do not touch the side of the
PCU.

ﬂ Put the old PCU (removed in step
B) into the plastic bag from step @,
keeping it at the same angle as it
was when installed. Then, zip up
the plastic bag.

& Note

3 Do not tilt the used PCU after
taking it out of the machine. If
you do, toner might leak out.

B Remove the two red sheets from
the PCU in the order shown.

ZEWH380E

#Important

O Remove the PCU keeping it lev-
el as shown. Otherwise, the ton-
er inside might leak out.

O After removing the black pro-
tection sheet, do not touch the
inside of the unit or the green
parts.

ﬂ Align the new PCU with the rail
inside the machine. Slide the unit
all the way in.

———

< \

ZEWH390E



Replacing the Photo Conductor Unit (PCU)

mPush the unit into the machine
until it clicks into place.

ZEWH400E

mRemove the red sheet from the
PCU, and then remove the two
strips of tape.

ZEWH410E

m Close the machine's right cover.

ZEWH330E

& Note

0O If you cannot close the ma-
chine's right cover, the PCU is
not installed properly. Slide the
PCU out and push it in again
until it clicks into place.

[B Close the front cover.

ZEWH420E

m If the duplex unit is installed,
close it by pushing up the catch.

ZEWH340E

& Note
O Check the "Replace PCU" mes-
sage does not appear on the dis-

play panel.
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Other Functions

Inquiry

The inquiry function lets you check
the telephone numbers to contact for
repairs or ordering toner. Be sure to
contact your service engineer to veri-
fy the following:
% Consumables

¢ Telephone No. to order

¢ Toner

¢ Staple

e TX Stamp Name

< Machine Maintenance/Repair
¢ Telephone No.
¢ Serial No. of Machine

< Sales Representative
¢ Telephone No.

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/
Commu- ¥ ¥ ¥
nicating (1 P B2
Recei
File | R
B Press [Inquiry].

@ User Tools/Gounter/inquiry

|6 someroams

Inquiry information appears.

Printing inquiry information

@ Press [Print Inquiry List].

swn e
—_— —

@ Press the [Start] key.
Inquiry information is printed.

B Press [Exit].
ﬂ Press [Exit].

Changing the Display Language

You can change the language used on
the display. English is set as default.

l] Press the [User Tools/Counter] key.

User Tools/Counter

/=

Commu- ¥ 1 *
nicating = w3
Receive o,

File N i D' O'N'

ZEWS050N

EI Press [Francais].

@ UserTools/Counterfinquiy [ |

I I
[P

B e | (1w ]

(&6 wwwe | [@ om |

The language is changed to French.

B Press [Exit].
The menu appears in French.



Counter

Counter

Displaying the Total Counter

You can display the total counter val-
ue used for all functions.

l] Press the [User Tools/Counter] key.

User Tools/Counter
&/=
C b
ricating LA RRAINEL]
Recei
Breeve @ ¥ [ 8

ZEWS050N

g Press [Counter].

I R
G rasimie e
[& o | [ |
o smrrwm | [m o |

B To print a counter list, press [Print
Counter List].

ﬂ Press the [Start] key.

A counter list prints out.
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/. Entering Text

Entering Text

This section describes how to enter characters. When you enter a character, it ap-
pears at the position of the cursor. If there is a character already at the cursor po-
sition, the entered character appears before that.

Available Characters

¢ Alphabetic characters
ABCDEFGHIJKLMNOPQRSTUVWXY Zabcdefghijklmnopqrstuvwxyz
¢ Symbols

¢ Numerals
0123456789

Keys

U Narme

| S | | -

(AN | A | e | [

o T e [ s | oo s o [ e o

e e T Toncos oo e T s o T [ o

i T T e oo e T T o T nwa oo
=

Spare

Shif Lock. Snit

User

N R <>}

[N | N T N 0 | D | O [ O OO | | | | |
TN NN |0 [0 T O N N [ [ o
[ | NN O | N | | T | e T | i |
(O |0 T | O 20 | O | O T [ | e o |

ZHWS030E

& Note

O When entering uppercase or lowercase letters continuously, use [Shift Lock] to
lock the case. 141
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Entering Text

How to Enter Text

Entering letters

n Press [Shift] to switch between uppercase and lowercase.

g Press the letters you want to enter.

Deleting characters

n Press [Backspace] or [Delete All] to delete characters.



L
8. Security

Security

Confidential information is always at risk of being copied without permission or
subject to unauthorized access through the network. To protect documents from
such intrusion, not only can passwords be set, but also the Extended Security
function can be used to strengthen security.

For those who require increased document protection, we recommend using the
Extended Security function.

Primary Security Functions

< Protecting Stored Documents
Protects documents with a password when using Document Server or Locked
Print. Furthermore, the Extended Security function can protect against pass-
word-generating cracking. See p.143 “Extended Security Function”.

< Protecting Image Data Remaining in Memory
Protects image data remaining in memory. When a copy or print job is com-
pleted, or a job is canceled, the data is secure.

< Protecting against Unauthorized Access Via Phone Line
Accepts only facsimile calls.

< Authenticating Administrator
Protects essential functions for administrating document security using an ac-
cess code. See p.58 “Key Operator Code”.

Extended Security Function

By setting a password, document operations such as printing, deleting, or deliv-
ering can be restricted to authorized users and denied to others. However, pass-
words can be cracked. When the Extended Security function is used, entering the
wrong password 10 times will lock that document, protecting it from unauthor-
ized access.

To unlock documents, see p.145 “Unlocking a locked document”.

Documents that can be protected by the Extended Security function are as fol-
lows (all documents must be set with a password to be protected using this func-
tion):
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< Documents stored in the Document Server by the following functions
¢ Document Server
¢ Copier function
¢ Fax transmission
e Scanner function

¢ Printer driver
< Documents stored from the printer driver using the Locked Print function

ye) Reference
For information about Document Server, see p.31 “Document Server”.
For information about Locked Print, see “Locked Print”, Printer Reference,
or the printer driver Help.

& Note

O Once a document is locked, it will reject the correct password until it is un-
locked.

O When the Extended Security function is on, delivery server settings cannot
be changed. Turn the function off to change the settings.

Setting Extended Security

5] Preparation
The Extended Security setting is not available unless the key operator code set
in the Key Operator Code settings of the System Settings has six or more dig-
its. See p.58 “Key Operator Code”.

& Note

O To ensure increased document protection under the Extended Security set-
ting, we recommend you select [All Initial Settings] when programming a key
operator code.

l] Press the [User Tools/Counter] key.

ﬂ On the display panel, press [System Settings], and then press [Key Operator
Tools].
B Press [Extended Security]. Press [On], and then [OK].

The Extended Security function is enabled, and the security mark M appears
in the upper right of the display panel.

ystem Settings

eropeanciJovan ]
Etenied ety o ] [T

144 ﬂ Press the [User Tools/Counter] key to finish.



Security

Unlocking a locked document

Unlock a document that was locked because a wrong password was entered
multiple times, making it available for authorized users to access again.

l] Press the [User Tools/Counter] key.

g On the display panel, press [System Settings], [Key Operator Tools], [V Next] and
then press [Password Management for Stored Files].

B Press [OK] under Unlock Files.
The document is unlocked.

ﬂ Press the [User Tools/Counter] key to finish.

Temporarily Disabling Document Security

If you forget a password, document protection can be temporarily disabled,
making documents available for operations such as setting new passwords or
deleting.

#Important
O When operations are complete, be sure to press [Do not Unlock] under Tempo-
rarily Unlock Files, protecting the document by password again.

& Note
O For a document stored using Locked Print, only document deletion is availa-
ble when protection is disabled.

l] Press the [User Tools/Counter] key.

g On the display panel, press [System Settings], [Key Operator Tools], [VNext] and
then press [Password Management for Stored Files].

B Press [Unlock] under Temporarily Unlock Files.

& Note

O Protection can be disabled for only three minutes. Access the document,
set a new password, and perform any other necessary operations to the
document within that time. Documents will automatically return to the
password-protected condition after three minutes.

ﬂ Press the [User Tools/Counter] key to finish.
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Operating Environment and Notes

Security for this machine is assured on the premises that the machine is used un-
der the following conditions:

Operating Environment

The condition of the machine is normal. (For example, it is not damaged,
modified, or lacking components.)

When the machine is connected to a network, the machine is protected from
illegitimate access including unauthorized packet sniffing.

The machine is managed by an administrator with thorough knowledge of
the machine and capable of providing the proper conditions under which us-
ers can use the machine safely.

For Administrator

This machine does not protect against illegitimate actions on the network. To
avoid any risks on the network, further security is required.

Security of this machine cannot be assured if any hardware component is de-
tached or replaced with an inappropriate component. If these things have the
possibility of occurring, other security measures are necessary.

Regularly check that the Extended Security function is on. While the machine
is in this mode, the security mark [#]is displayed at the upper right of the dis-
play panel. Be sure to check it particularly after the machine is moved or a
power failure occurs. See p.144 “Setting Extended Security”.

Avoid using a single number or consecutive numbers for an key operator
code such as “00000000” or “12345678”. Since the numbers like this are easy
to guess, using them will not provide the appropriate level of security.

Remote document management using SmartNetMonitor for AdminSmart-
NetMonitor for Admin is not available when the Extended Security function
is on.

User code is a function to help manage the use of the machine. It is not to pro-
tect confidential documents from others. See p.68 “User Codes”.

As for using the delivery function, the security of this machine can assure
only the protection of documents having a password set and stored in the
Document Server. Be sure to select the destination correctly when delivering
documents.



Operating Environment and Notes

For User

* Be careful not to let anyone know your password, especially when entering a
password or recording it. Keep any record of your password in a safe place.

¢ Avoid using a single number or consecutive numbers for a password such as
“0000” or “1234”, since the numbers like this are easy to guess, so using them
will not provide a worthwhile level of security.

¢ A document accessed with a correct password remains selected even after op-
erations are complete, and it can be accessed by other users. To stop this, be
sure to press the [Clear Modes] key to cancel the document selection.

¢ The user name used when adding a document to the Document Server is to
identify the document creator and type. It is not to protect confidential docu-
ments from others.

¢ Before scanning documents using the scanner function, make sure all other
operations are complete.
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Main Unit

« Configuration:
Desktop

< Photosensitivity type:
OPC drum (430)

<« Original scanning:
One-dimensional solid scanning system through CCD

< Copy process:
Dry electrostatic transfer system

< Development:
Dry two-component magnetic brush development system

< Fusing:
Heating roll pressure system

« Resolution:
600 dpi

< Exposure glass:
Stationary original exposure type

« Original reference position:
Rear left corner

< Warm-up time:
¢ Main power switch: 15 seconds or less (20 °C, 68 °F)
* Operation switch: 10 seconds or less (20 °C, 68 °F)

<« Originals:
Sheet/book/objects

< Maximum original size:
A3, 11" x 17"
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Specifications

< Copy paper size:
e Tray 1: A307 - A5, 11" x 17'07 - 5!/," x 81/,'D?
o Tray 2: A3LF — A6[F, 11" x 17'07 - 51/," x 81/,"DF
* Bypass: A37 - A6LY, 11" x 17"1P - 51/," x 81 /,"P

¢ Tray 2 (custom size):
Vertical: 100 — 297 mm, 4.0" - 11.7"
Horizontal: 148 — 432 mm, 5.9" - 17.0"

¢ Bypass (custom size):
Vertical: 90 — 305 mm, 3.6" — 12.0"
Horizontal: 148 — 600 mm, 5.9" — 23.6"

¢ Duplex: A3[Y — A5LY, 11" x 17"'F - 51/," x 81/,"F (impossible on A5 0,
51/2"x81/2" )
e LCT: A4[),8'/," x11"[}
< Copy paper weight:
* Paper tray 1: 60— 90 g/m?, 16 - 24 Ib.
e Paper tray 2: 52 - 157 g/m?, 14 - 42 Ib.
e Bypass tray: 52 - 157 g/m?, 14 - 42 Ib.

< Non-reproduction area:
¢ Leading edge: 3 2 mm or less
¢ Trailing edge: 0.5 mm or more
¢ Leftedge: 2+ 1.5 mm or less
* Right edge: 2 +2.5/-1.5 mm or less

2
o

First copy time:

Type 1, 2: 5.0 seconds or less

Type 3: 4.5 seconds or less

(A4[J, 81/y" x 11"[J, 100%, feeding from the tray 1, on the exposure glass,
Text mode, Auto Image Density)

< Copying speed: (Type 1)

* 13 copies/minute (A37, 11" x 17"Y)

* 15 copies/minute (B4 JIS[??)

e 22 copies/minute (A4[J, 8!/," x 11"[))
< Copying speed: (Type 2)

¢ 15 copies/minute (A3LY, 11" x 17"[Y)

¢ 17 copies/minute (B4 JIS[??)

e 27 copies/minute (A4[J, 8!/," x 11"[))
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Main Unit

< Copying speed: (Type 3)
* 18 copies/minute (A37, 11" x 17"Y)
* 21 copies/minute (B4 JISL??)
* 32 copies/minute (A4[J), 8'/," x 11"[J)

< Reproduction ratio:
Preset reproduction ratios:

Metric version Inch version
Enlargement 400% 400%
200% 200%
141% 155%
122% 129%
115% 121%
Full size 100% 100%
Reduction 93% 93%
82% 85%
75% 78%
71% 73%
65% 65%
50% 50%
25% 25%

Zoom: From 25 to 400% in 1% steps (from 25 to 200% in 1% step, when setting
originals in the ADF).

< Maximum continuous copy run:
99 sheets

< Paper capacity:
* Tray 1, 2: 500 sheets (80 g/m?, 20 1b.)
* Bypass tray: 100 sheets (80 g/m?, 20 1b.)
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Specifications

< Power consumption:

¢ Main unit only

Type 1/Type 2 Type 3
Warm-up less than 1.5 kW less than 1.5 kW
Stand-by about 150 W 2 about 150 W
During printing about 650 W 2 about 770 W "2
Maximum less than 1.5 kW less than 1.5 kW

e Complete system !

Type 1/Type 2 Type 3
Warm-up less than 1.5 kW less than 1.5 kW
Stand-by about 160 W 2 about 160 W
During printing about 680 W 2 about 800 W
Maximum less than 1.5 kW less than 1.5 kW

1 The Complete system consists of the main unit, ADF, 1000-sheet finisher, du-
plex unit, internal tray 2, gager tray unit, fax unit, ISDN, extra G3 interface
unit, expansion memory, JBIG function upgrade unit, printer unit, HDD, PHY
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and memory unit.

2. The measurements are actual values.

< Dimensions (W x D x H up to exposure glass):

Type 1, 2, 3: 550 x 604 x 709 mm, 21.7" x 23.8" x 28.0"

< Space for main unit (W x D):

Type 1, 2, 3: 550 x 604 mm, 21.7" x 23.8"

< Noise Emission ":
Sound Power Level:
¢ Main unit only

Type 1/Type 2 Type 3
Stand-by Less than 40 dB (A) Less than 40 dB (A)
Copying Less than 63 dB (A) Less than 66 dB (A)
e Complete system
Type 1/Type 2 Type 3
Stand-by Less than 44 dB (A) Less than 44 dB (A)
Copying Less than 68.5 dB (A) Less than 70 dB (A)
Sound Pressure Level 2:
¢ Main unit only
Type 1/Type 2 Type 3
Stand-by Less than 34 dB (A) Less than 34 dB (A)
Copying Less than 57 dB (A) Less than 60 dB (A)




Main Unit

¢ Complete system

Type 1/Type 2 Type 3
Stand-by Less than 38 dB (A) Less than 38 dB (A)
Copying Less than 61 dB (A) Less than 64 dB (A)

"l The above measurements, made in accordance with ISO 7779, are actual val-
ues.

"2 Measured at the position of the bystander.
3 The Complete System consists of the main unit, ADF, 1000-sheet finisher, du-

plex unit, internal tray 2 and paper tray unit.
< Weight:
Type 1, 2, 3: Approx. 55 kg, 121.3 1b.

< HDD:

20 GB or more

¢ Capacity for Document Server
3.6 GB

¢ Capacity for memory sorting
32GB

¢ Capacity for others
1.32 GB or more
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Options

Exposure Glass Cover

Lower this over originals for copying.

Auto Document Feeder

< Mode:
ADF mode, Batch mode, SADF mode, Mixed Size mode, Custom Size origi-
nals mode
< Original size:
e A3Z-A5[D
e 11"x 17" -51/,"x8/,"
< Original weight:
* One-sided originals: 40 — 128 g/m? (11 - 34 1b.)
¢ Two-sided originals: 52 — 105 g/m? (14 - 28 1b.) (Duplex)

< Maximum number of originals:
50 sheets (80 g/m?, 20 1b.) or less than 11 mm, 0.43"

< Maximum power consumption:
Less than 50 W (power is supplied from the main unit)

% Dimensions (WxDxH):
550 x 470 x 130 mm, 21.7" x 18.6" x 5.2"

< Weight:
Approx. 10 kg, 22.1 Ib.

& Note
O Specifications are subject to change without notice.
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500-Sheet Finisher

< Paper size:
A3, B4JISEY, A4, B5JISL), 11" x 17", 11" x 14"2, 8/," x 14", 81 /5"
x11"[D 3, 81/,"x 13", 8" x 101 /" [J
< Paper weight:
60— 128 g/m?, 16 — 34 Ib.
% Stack capacity:
* 500 sheets (A4[J, 8!/,"x 11"[J) or smaller) (80 g/m?, 20 Ib.)
* 250 sheets (B4 JIS[?, 8!/," x 14"l or larger) (80 g/m?, 20 1b.)

% Staple capacity:
* 30 sheets (A4[J, 8!/2" x 11"[J) or smaller) (80 g/m?, 20 Ib.)
e 20 sheets (B4 JISL?, 8!/," x 14" or larger) (80 g/m? 20 1b.)
< Staple paper size:
A3D, B4JISZ, A4, B5JIS[), 11" x 17", 11" x 15", 11" x 14'2, 10" x
14HD, 10" % 15"5, 81/2" % 14HD, 81/2” X 13HD, 81/2” X 11" D D, 8" X 101/2n D ,
8"x10"[}, 101/2" x 7'/4" [
< Staple paper weight:
64-90 g/m?,17 - 24 1b.
< Staple position:
1 position (upper left)

< Power consumption:
48 W (power is supplied from the main unit)

< Dimensions (W x D x H):
350 x 490 x 230 mm, 13.8" x 19.3" x9.1"

< Weight:
Approx. 10 kg, 22.1 Ib.
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1000-Sheet Finisher

Finisher Upper Tray:

< Paper size:
A3, B4)ISZ, A4 2, B5 JISZ, A5 2, B6 JISL?, A6?, Postcard[7, 11"
x 17", 11"x 15", 11" x 14"F, 10" x 14", 10" x 15"F, 81/," x 14"[F, 81/,"
x11"D3, 101 /," x 71/4" D3, 8" x 13", 81/," x 13", 81/4" x 13"F, 8" x
101/2n D D, 8” X 10n D D, 81/4” X 14”D, 5]/2n X 81/2"D D

< Paper weight:
60 - 157 g/mz, 16 —42 1b.

% Stack capacity:
e 250 sheets (A4[J), 8!/," x 11"[J or smaller) (80 g/m?, 20 Ib.)
* 50 sheets (B4 JISLY, 8!/," x 14"? or larger) (80 g/m?, 20 1b.)

Finisher Shift Tray:

< Paper size:
A3, B4 JIS?, A4[D 7, B5 JISH [, 11" x 17'F, 11" x 14", 81 /5" x 14",
81/2" x 11", 101 /" x 71 /4D, 8" x 101 /"D, 8" x 1317, 81/2" x 13'03,
81/4” % 13HD’ 81/4" X 141;5, 51/2n % 81/2” D D

< Paper weight:
60— 157 g/m? 16 — 42 Ib.

< Stack capacity:
e 1,000 sheets (A4[J, 8!/2" x 11"[J) or smaller) (80 g/m?, 20 1b.)
* 500 sheets (B4 JISL?, 8!/," x 14"l or larger) (80 g/m? 20 1b.)

< Staple capacity:
* 50 sheets (A4[},8!/," x 11"[J or smaller) (80 g/m?, 20 Ib.)
e 30 sheets (B4 JISLY, 8'/," x 14"? or larger) (80 g/m?, 20 1b.)
< Staple paper size:
A3, B4JISY, A4 D, B5 JIS P, 11" x 17", 11" x 15", 11" x 14", 10"
x 14", 10" x 15", 81/5" x 14", 8! /2" x 11", 101 /2" x 71 /4" D, 8" x
13”D, 81/2” X 13”5, 81/4” X 13”5, 8" X 10]/2n D D, 8” X 10n D D, 81/4" X 14||D
% Staple paper weight:
64 -90 g/mz, 17 - 24 Ib.
% Staple position:
* 1 staple - 2 positions

¢ 2 staples — 2 positions
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< Power consumption:
Less than 50 W (power is supplied from the main unit)

< Dimensions (W x D x H):
527 x 520 x 790 mm, 20.8" x 20.5" x 31.1"

< Weight:
Approx. 25 kg, 55.2 Ib.

Shift Sort Tray

< Paper capacity:
250 sheets (A4[J, 8! /2" x 11"[J) or smaller) (80 g/m?,201b.)
125 sheets (B4 JISLY, 8!/," x 14" or larger) (80 g/m? 20 Ib.)

< Power consumption:
3.6 W (power is supplied from the main unit)

< Dimensions (W x D x H)
430 x 372 x 148 mm, 17" x 15" x 6"

< Weight:
Approx. 1.6 kg, 3.5 1b.

Duplex Unit

< Paper size:
A3, B4JIS?, A4, B5 JISJ P, AP, 51/,"x 81/,'", 71/4"x 101 /"D,
8"x 10" 2,81/, x 11", 8" x 13"2, 81/," x 13"[F, 81/," x 14", 81 /4" x
13", 11" x 17"

< Paper weight:
64 -90 g/m?,20 - 24 Ib.

< Power consumption (Max):
35 W (power is supplied from the main unit)

< Dimensions (W x D x H):
90 x 495 x 455 mm, 3.6" x 19.5" x 17.9"

< Weight:
Approx. 6 kg, 13.3 1b.
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Bypass Tray

< Paper size:
e Standard size: A3F — A6[F, 11" x 17"[F - 51/," x 81/,"F

e Custom size: Vertical (100 — 297 mm, 4.0" — 11.7"), Horizontal (148 — 432
mm, 5.9" - 17.0")

< Paper weight:
52 - 157 g/mz, 14 - 42 1b.

< Dimensions (W x D x H):
296 x 495 x 163 mm, 11.7" x 19.5" x 6.5"

< Paper capacity:
52 -90 g/m?, 16 - 20 Ib: 100 sheets

< Weight:
Approx. 2.5 kg, 5.6 Ib.

Bridge Unit

< Dimensions:
413 x 435 x 126 mm, 16.3" x 17.1" x 5.0"

< Weight:
3.6 kg, 7.9 Ib.

Internal Tray 2 (1 bin tray)

< Number of bins:
1

% Available paper size:
A3, B4 ISP, A4, B5 JIS P, A5[J, 11" x 17'F, 81/4" x 14", 81/," x
14'7,11"x 15"F, 11" x 14"F, 10" x 14"F, 10" x 15"F, 8! /," x 11" 2, 101 /5"
x71/4" D3, 8" x 13", 81/," x 13", 8!/4" x 13", 8" x 101 /,"[D 3, 8" x
10'D 3, 51/," x 81/," 2

< Paper capacity:
125 sheets (80 g/m? 20 1b.)

< Paper weight:
60-90 g/m? (16 -241b.)



Options

< Maximum power consumption:
Less than 15 W (power is supplied from the main unit)

< Dimensions (W x D x H):
530 x 410 x 120 mm, 20.9" x 16.2" x 4.7"

< Weight:
Approx. 1.1 kg, 2.5 1b.

& Note
O Specifications are subject to change without notice.

Large Capacity Tray

< Paper size:
A4l), 81/, x 11"

< Paper weight:
60-90 g/m?, 16 - 24 1b.

< Paper capacity:
2,000 sheets (80 g/m?, 20 1b.)

< Power consumption
Maximum. 40 W (power is supplied from the main unit)

< Dimensions (W x D x H, option unit):
550 x 520 x 271 mm, 21.7" x 20.5" x 10.7"

< Weight:
Approx. 25 kg, 55.2 Ib.

& Note
O Specifications are subject to change without notice.

Paper Tray Unit

< Paper weight:
60-90 g/m? (16 -241b.)

< Available paper size:
A3, B4JISF, A4, B5 JISLJ P, A5, 11" x 17'Y, 81 /5" x 14", 81 /5" x
11"D 32, 51/, x 81/, 3, 81/4" x 14"2, 11" x 14", 71/4" x 101 /2" [J, 8" x
13", 8" x 10'/," 2, 81 /," x 13", 81 /4" x 13"F

< Maximum power consumption:
Less than 30 W (power is supplied from the main unit)
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< Paper capacity:
500 sheets (80 g/m?, 20 Ib.) X 2 trays

< Dimensions (W x D x H):
550 x 520 x 271 mm, 21.7" x 20.5" x 10.7"

< Weight:
Approx. 25 kg, 55.2 Ib.

& Note
O Specifications are subject to change without notice.



Copy Paper

Copy Paper

Recommended Paper Sizes and Types

The following limitations apply to each tray:

Tray Paper Type and Metric Version Inch Version Paper
Type Weight Capacity
Tray 1 |60-90 g/m? A3, B4]IS?, A4, B5 JIS[ 2, A5Y 500 sheets
10 (16-241b.)
Paper 111" x17"2, 81/," x 14"2, 8! /," x 11" 7, 8" x
Tray 13", 81/, x 13", 8'/4"x 13", 81 /4" x 14"'F, 11"
Unit 10 x14'0, 7'/4" x 10'/2"[), 8" x 101 /"D, 5 /5" x
(optional) 81/,'D, 8K?, 16K &
*2 Custom size 2 Custom size
Vertical: 140-297 mm Vertical: 5.6"-11.7"
Horizontal: 182-600 mm | Horizontal: 7.3"-23.6"
Tray 2 |60-90 g/m? A3, B4]IS?, A4, B5 JIS[ 2, A5Y 500 sheets
*10 _
(16V 241b) 1 B6JISE, A6F, 11" x 17", 81 /," x 14", 81 /," x
Thin paper 11"D 3, 51/, x 81/,"D2, 71 /4" x 101 /" D3, 8" x
52-60 g/m2 13'03, 8'/," x 13", 8' /4" x 13", 8" x 10" 3,
(14-16 Ib.) 81/4"x14"F, 11" x 14", 8" x 10 /," D2, 11" x
15"2, 10" x 14", 10" x 15", 8K, 16K @
"2 Custom size *2 Custom size
Vertical: 100-297 mm Vertical: 4.0"-11.7"
Horizontal: 148-600 mm | Horizontal: 5.9"-23.6"
Thick paper ! A3, B4 JISZ, A4, B5 JIS[ 2, A5Y 7
105-157 g/m? 1 B6 JIS?, A6LF, 11" x 17", 81 /5" x 14"F, 81 /5" x
(28-421b.) 11'DD, 51/5" % 81/,'0, 7/4" x 10 /5" D, 8" x

13'0, 81/," x 13", 8! /4" x 13", 8" x 10" &,
81/4"x 14", 11" x 14", 8" x 101 /"2, 11" x
15", 10" x 14", 10" x 15", 8K, 16K D 7

"2 Custom size 2 Custom size
Vertical: 100-297 mm Vertical: 4.0"-11.7"

Horizontal: 148-432 mm | Horizontal: 5.9"-17.0"

Translucent paper

A3, B4]IS?, A4 5, B5JIS &

OHP transparencies | A4[J 2

Postcards 100 x 148 mm

Label paper B4 JISD?, A4lP

(adhesive labels)

Envelope 37/8"x 71 /,"3,41 /3" x 9! /,"3, C5 Env?, C6 Envl?, | —

DL Env?
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Tray Paper Type and Metric Version Inch Version Paper
Type Weight Capacity
Bypass | 52-90 g/m? A3, B4]JISZ, 11" x 17", 81 /," x 14", 8" x 13", | 10 sheets
Tray”10 (14-24 1b.) 81/,"x 13", 81/," x 13"F, 81 /4" x 14", 11" x
(optional) | Thin paper 14'0, 11" x 15", 10" x 14", 10" x 15", 8K?
52-60 g/m? ADD,B5 IS, A5, B6 JISC 100 sheets
(14—16 lb) *3 A6D, 81/2n x 11" D D, 51/2" x 81/2"5, 71/4:- x
10'/,'5 [0, 8" x10"D 3, 8" x 10'/," D, 16K
* Custom size * Custom size 8
Vertical: 90-305 mm Vertical: 3.6"-12.0"
Horizontal: 148-432 mm | Horizontal: 5.9"-17.0" "1
12
Thick paper R A3, B4JISY, 11" x 17"'2, 81 /," x 14"[F, 8" x 13", | 10 sheets
105-157 g/m? 81/,"x13'0?, 8'/4"x 13'07, 8'/4" x 14", 11" x
(28-42 1b.) 14'0, 11" x 15", 10" x 14", 10" x 15", 8K
AP D, B5 IS, A5, B6 JISC? 40 sheets
B A6, 81/, x 11", 51/," x 81/,", 7 /4" x
10'/,"D 3, 8"x 10" D2, 8" x 10! /"D 2, 16K Z
* Custom size * Custom size 9
Vertical: 90-305 mm Vertical: 3.6"-12.0"
Horizontal: 148-432 mm | Horizontal: 5.9"-17.0" *12
12
Translucent paper | A3, B4 JISCY 10 sheets
A[DD,B5 IS 40 sheets
*5
OHP transparencies | A4[J 7 10 sheets
*5
Postcards 100 x 148 mm 40 sheets
*5
Label paper B4 JISLY, A4LY 1 sheet
(adhesive labels)
Envelope 37/8"x 71 /,"P,41 /5" x 91 /,"F, C5 Env?, C6 Env?, | —
DL Envl>
LCT™ | 60-90 g/m? A4, 8/ x11"[) *° 2000
(optional) | (16-241b.) (1000 +
1000)
sheets

"1 Set the paper size selector to the % mark, and then select the paper size in System
Settings. See "Paper Type".
"2 Set the paper size selector to the % mark, and then specify the paper size. See “Cop-
ying from the paper tray 2”, Copy Reference
"3 Place the paper in the bypass tray, and select the paper size. See “When copying onto
standard size paper”, Copy Reference
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" Place the paper in the bypass tray, and specify the paper size. See “When copying

onto custom size paper”, Copy Reference

When paper larger than 433 mm is used, it is likely to jam, crease or not feed in prop-

erly. Make sure the paper is placed correctly so that feeds in straight.

Placing one sheet at a time is recommended.

The paper tray guide is fixed. If you want to change the size of paper placed in this

tray, contact your service representative.

When loading paper, make sure the stack height does not exceed the lower limit

mark of the paper tray 2. See p.108 “Setting special paper in the paper tray 2”.

When the paper size is larger than A4, you can load 10 sheets.

When the paper size is smaller than A4, you can load 100 sheets.

 When the thick palper size is laéger than A4L7, you can load 10 sheets. When the thick

paper size is smaller than A4LY, you can load 40 sheets.

10 When loading copy paper, make sure the stack height does not exceed the limit mark.
The maximum number of sheets you can load at a time depends on the paper thick-
ness and condition.

11 If you want to copy onto thick (105 g/m?, 28 1b or heavier) paper, select Thick Paper
mode. See "Copying from the Paper Tray 2", Copy Reference.

"12 Paper size up to 600 mm (23.6") is available when the optional HDD is installed.

*5
*6

*7

*8

iﬁklmportant
O Damp or curled paper may cause misfeeds.

& Note
O When loading paper in the paper tray 1-4 and the LCT, place the copy side of
the paper face up.

O When loading paper in the bypass tray, place the copy side of the paper face
down.

O When using the bypass tray, it is recommended to set the paper orientation to
0.

O If you load paper of the same size in the same orientation in two or more
trays, the machine automatically shifts to the other tray when the first tray in
use runs out of paper. This function is called Auto Tray Switching. (However,
if the Paper Type of one tray is recycled or special paper, the settings of the
other trays must be the same for Auto Tray Switching to work.) This saves in-
terrupting a copy run to replenish paper when making a large number of cop-
ies. See “Selecting Copy Paper”,” Auto Tray Switching”, Copy Reference

O The paper types you can select in System Settings are only general classifica-
tions. Copy quality for every kind of paper in a classification is not guaran-
teed. See p.167 “Unusable Paper”for more information.
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Envelopes

& Note

O Postcards and envelopes should be fed from paper tray 2 or the bypass tray.

O Some kinds of envelopes might cause misfeeds or wrinkle. If this happens,
push down the green lever of the fusing unit. See p.164 “When copying onto
envelopes”.

O Envelopes with large flaps should be fed from paper tray 2 to prevent mis-
feeds. See the illustration below.

Paper Tray | Paper Tray2 Bypass Tray

Envelope Type

—

GEWH110E

When copying onto envelopes

m n If the duplex unit is installed, open it by lifting the catch.

ZEWH300E
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B Open the right cover by lifting the catch.

ZEWH310E

B Push down the green fusing unit's lever, as shown.

ZEWH320E

i@*lmportant
O Be sure to return the lever to its original position after you have finished
copying onto envelopes.

O If you copy onto plain paper without returning the lever to its original po-
sition, the copy quality might be reduced.

ﬂ Close the right cover.

ZEWH330E
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B If the duplex unit is installed, close it.
f

S

8!

[ —

ZEWH340E

B Press the [#] key.

ﬂ Select the paper size, and then select [Thick Paper] for the paper type.
B Press [OK].

ﬂ Place your originals, and then press the [Start] key.

& Note
O When copying onto OHP transparencies, remove copies one by one.

O When setting OHP transparencies, thin paper or label paper (adhesive la-
bels), Staple, Shift or Sort function may not be used.

@ when your copy job is finished, press the [ Clear Modes ] key to clear the set-
tings.



Copy Paper

Unusable Paper

A CAUTION:
e Do not use aluminum foil, carbon paper, or similar conductive paper to avoid
a fire or machine failure.

ﬂlmportant
O To prevent faults, do not use any of the following kinds of paper:
¢ Thermal fax paper
¢ Art paper
e Aluminum foil
¢ Carbon paper
¢ Conductive paper
¢ OHP transparencies for colour copying
¢ Paper with perforated lines
¢ Hemmed paper
O Do not use copy paper that has been already copied onto, fault could occur if
you do.

& Note
O To prevent misfeeds, do not use the following kinds of paper:
¢ Bent, folded, or creased paper
¢ Torn paper
¢ Slippery paper
¢ Perforated paper
¢ Rough paper

¢ Thin paper with little stiffness
¢ Paper with a dusty surface

O If you copy onto rough grain paper, the image might be blurred.

Paper Storage

& Note

O When storing paper, the following precautions should always be followed:
¢ Do not store paper where it will be exposed to direct sunlight.
¢ Avoid storing paper in humid areas (humidity: 70% or less).
e Store on a flat surface.

O Do not store paper vertically.

O Under high temperature and humidity conditions, or low temperature and
humidity conditions, store paper in vinyl bags.
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INDEX

1000-Sheet Finisher, 156
1000-sheet finisher, 17
500-Sheet Finisher, 17

A

Adding staples, 123

Adding toner, 111

Address book, 65
change order, 62
edit title, 63
program/change/delete group, 61
program/change/delete transfer request, 61
select title, 63

Address Book Management, 60

ADF, 17

Auto Delete File, 63

Auto Document Feeder, 15, 154
cleaning, 134

Auto Off, 24

Auto off timer, 56

Auto reset timer
copier/Document Server, 56
facsimile, 57
scanner, 57
system, 56

Bridge unit, 17,158
Browse network, 85
Bypass tray, 16,17,158

c

Changing a group name, 95
Changing an LDAP server, 103
Changing a registered e-mail destination, 82
Changing a registered fax destination, 77
Changing a registered FTP folder, 89
Changing a registered SMB folder, 86
Changing a registered Transfer Station/
Receiving Station, 99

Changing a user code, 70
Changing paper, 120
Changing the language, 138
Changing the paper size, 120
Check Modes key, 19
Clear

counter per user code, 59

Clearing misfeeds, 114

Clearing the number of prints, 73
Clear Modes key, 19

Clear/Stop key, 20

Combined function operations, 25
Common key operations, 21
Control panel, 16,19

Copy Count Display, 49

Copy paper, 161

Cover sheet tray, 55

D

Delete

all files, 64
Deleting a group, 96
Deleting a registered e-mail destination, 82
Deleting a registered fax destination, 79
Deleting a registered FTP folder, 90
Deleting a registered SMB folder, 87
Deleting a registered Transfer Station/

Receiving Station, 100

Deleting a user code, 71
Display

counter, 59

counter per user code, 59
Displaying destinations registered in

groups, 95

Displaying the Counter for each user code, 71
Displaying the Total Counter, 139
Display panel, 19,21
Document Server, 31

Deleting, 41

Printing, 38

Using the Document Server, 33
Do's and Don'ts, 129
Duplex unit, 17,157

E

E-mail destination, 80
Energy Saver key, 20
Entering text, 141
Environment, 131
Exposure glass, 15
cleaning, 134
Exposure glass cover, 17
cleaning, 134
Extended security, 58
Extended Security function, 143
External charge unit management, 58
External options, 17



F

N

Fax destination, 74
Finisher
1000-Sheet Finisher, 17
500-Sheet Finisher, 17
Front cover, 16
FTP, 87
Function keys, 20
Function Priority, 49
Function reset timer, 50
Function status indicators, 20

Number keys, 20

(o)

Operation switch, 20, 22

Options, 154

P

Indicators, 19

Inquiry, 138

Inter change unit, 17
Internal options, 18

Internal tray, 15

Internal tray 2 (1 bin tray), 17
Interrupt key, 20

K

#key, 20
Key counter management, 58
Key Operator Code, 58

L

Large Capacity Tray, 159

Large Capacity Tray (LCT), 17

LCT, 159
LDAP server, 101
Loading Paper
Large Capacity Tray, 109
Loading paper, 108
paper tray, 108

M

Machine environment, 131
Main power indicator, 15,20
Main power switch, 15,22

Maintaining Your Machine, 134

Main Unit, 149
Misfeeds, 114
Moving, 132
Multi-Access, 27

Panel off timer, 56
Panel Tone, 49
Paper

changing, 120
loading, 108

Paper tray, 16
Paper tray 2, 16
Paper tray priority

copier, 53

facsimile, 53

printer, 53

Paper tray unit, 17
Paper type

Password management for stored files, 64
Power connection, 132

bypass tray, 54
tray 14, 54

Power indicator, 20

Print

Print

Program/change LDAP server, 64

address book, 60
counter, 59

counter per user code, 59
Printing the Counter for each user code, 72

Priority, 50

Program key, 19

Programming an LDAP server, 101

Protection

code, 91,92
destination, 91
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R

T

Receiving Station, 97
Registering a fax destination, 75
Registering an e-mail destination, 80
Registering a new user code, 68
Registering a protection code, 91
Registering a protection code to a group user, 92
Registering a protection code to a single user, 91
Registering a Transfer Station/

Receiving Station, 97
Registering destination information, 66
Registering destinations to a group, 93
Registering Folders, 83
Registering sender information, 67
Registering the Transfer Request, 97
Remarks, 129
Remove Paper Indicator, 16
Removing a destination from a group, 94
Removing jammed staples, 126
Replacing the Photo Conductor Unit, 135

S

Safety information, 8
Sample Copy key, 20
Saving energy, 24
Screen contrast knob, 19
Security, 143
Set date, 57
Set time, 57
Shift sort tray, 17
Slip sheet tray, 55
SMB, 83
Specification
Duplex unit, 157
Shift Sort Tray, 157
Specifications, 149
1000-Sheet Finisher, 156
Auto Document Feeder, 154
bridge unit, 158
internal tray 2 (1 bin tray), 158
Large Capacity Tray (LCT), 159
main unit, 149
paper tray unit, 159
Staples
adding, 123
removing jammed staples, 126
Start key, 20
System Reset, 26

Toner, 130

adding, 111

storage, 130
To register an FTP folder, 87
To register an SMB folder, 83
Transfer Station, 97
Tray paper size, 53

U

Use LDAP server, 64
User code

management, 57
User codes, 68
User Tools/Counter key, 19
User Tools (System Settings), 45
Using FTP to Connect, 87
Using SMB to Connect, 83

\')

Ventilation holes, 15

w

Warm Up Notice (copier/Document Server), 49
Web Image Monitor, 42
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In accordance with IEC 60417, this machine uses the following symbols for the main power switch:
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Aficio
2022/2027/2032

Operating Instructions
Copy Reference

@ Placing Originals

@ Copying

@ Troubleshooting

@ User Tools (Copier/Document Server Features)
@ Specifications

For safe and correct use of this machine, please be sure to read the Safety Information in the
"General Settings Guide" before you use it.



Introduction

This manual describes detailed instructions on the operation and notes about the use of this machine.
To get maximum versatility from this machine all operators are requested to read this manual carefully
and follow the instructions. Please keep this manual in a handy place near the machine.

Important

Contents of this manual are subject to change without prior notice. In no event will the company be li-
able for direct, indirect, special, incidental, or consequential damages as a result of handling or oper-
ating the machine.

Notes

Some illustrations in this manual might be slightly different from the machine.
Certain options might not be available in some countries. For details, please contact your local dealer.

Warning:

Use of controls or adjustment or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Notes:

The model names of the machines do not appear in the following pages. Check the type of your ma-
chine before reading this manual. (For details, see P.2 “Machine Types”.)

e Type 1: Aficio 2022
* Type 2: Aficio 2027
* Type 3: Aficio 2032
Certain types might not be available in some countries. For details, please contact your local dealer.

Two kinds of size notation are employed in this manual. With this machine refer to the metric version.
For good copy quality, Ricoh recommends that you use genuine Ricoh toner.

Ricoh shall not be responsible for any damage or expense that might result from the use of parts other
than genuine Ricoh parts with your Ricoh office products.

Power Source

220 - 240V, 50/60Hz, 7A or more

Please be sure to connect the power cord to a power source as above. For details about power source,
see “Power Connection” in the General Settings Guide.



Manuals for This Machine

The following manuals describe the operational procedures of this machine. For
particular functions, see the relevant parts of the manual.

& Note

a
a
a

K
0’0

2
o

2
o

2
o

Manuals provided are specific to machine type.

Adobe Acrobat Reader is necessary to view the manuals as a PDF file.
Two CD-ROMs are provided:

¢ CD-ROM 1 "Operating Instructions for Printer/Scanner"

¢ CD-ROM 2 "Scanner Driver & Document Management Utilities"

General Settings Guide

Provides an overview of the machine and describes System Settings (paper
trays, Key Operator Tools, etc.), Document Server functions, and trouble-
shooting.

Refer to this manual for Address Book procedures such as registering fax
numbers, e-mail addresses, and user codes.

Network Guide (PDF file - CD-ROM1)
Describes procedures for configuring the machine and computers in a net-
work environment.

Copy Reference (this manual)
Describes operations, functions, and troubleshooting for the machine's copier
function.

Facsimile Reference <Basic Features>
Describes operations, functions, and troubleshooting for the machine's fac-
simile function.

Facsimile Reference <Advanced Features>
Describes advanced functions and settings for key operators.

Printer Reference 1
Describes system settings and operations for the machine's printer function.

Printer Reference 2 (PDF file - CD-ROM1)

Describes operations, functions, and troubleshooting for the machine's print-
er function.

Scanner Reference (PDF file - CD-ROM1)
Describes operations, functions, and troubleshooting for the machine's scan-
ner function.



< Manuals for DeskTopBinder V2 Lite
DeskTopBinder V2 Lite is a utility included on the CD-ROM labeled "Scanner
Driver & Document Management Utilities".

¢ DeskTopBinder V2 Lite Setup Guide (PDF file - CD-ROM2)
Describes installation of, and the operating environment for DeskTop-
Binder V2 Lite in detail. This guide can be displayed from the [Setup] dis-
play when DeskTopBinder V2 Lite is installed.

¢ DeskTopBinder V2 Lite Introduction Guide (PDF file - CD-ROM?2)
Describes operations of DeskTopBinder V2 Lite and provides an overview
of its functions. This guide is added to the [Start] menu when DeskTop-
Binder V2 Lite is installed.

¢ Auto Document Link Guide (PDF file - CD-ROM2)
Describes operations and functions of Auto Document Link installed with
DeskTopBinder V2 Lite. This guide is added to the [Start] menu when
DeskTopBinder V2 Lite is installed.

< Manuals for ScanRouter V2 Lite

ScanRouter V2 Lite is a utility included on the CD-ROM labeled "Scanner

Driver & Document Management Utilities".

¢ ScanRouter V2 Lite Setup Guide (PDF file - CD-ROM2)
Describes installation of, settings, and the operating environment for Scan-
Router V2 Lite in detail. This guide can be displayed from the [Setup] dis-
play when ScanRouter V2 Lite is installed.

¢ ScanRouter V2 Lite Management Guide (PDF file - CD-ROM?2)
Describes delivery server management and operations, and provides an
overview of ScanRouter V2 Lite functions. This guide is added to the [Start]
menu when ScanRouter V2 Lite is installed.

< Other manuals

¢ PS3 Supplement (PDF file - CD-ROM1)

¢ Unix Supplement (Available from an authorized dealer, or as a PDF file on
our Web site.)



What You Can Do with This Machine

Types of Duplex Copies

@ 1-sided 2 Pages—2-sided 1 Page (see p.43
"+ 1 Sided— 2 Sided")

1 2 1

=

F
@ 1-sided 4 Pages —2-sided 1 Page (see p.46
"+ 1 Sided 4 Pages— Combine 2 Side")

I

@ 1-sided 8 Pages —2-sided 1 Page (see p.46
"+ 1 Sided 8 Pages —Combine 2 Side")

1

2
: 1:2]|5:6

=>|3i4||7'8

7
8
Front Back

‘ 1-sided 16 Pages — 2-sided 1 Page (see p.47
"+ 1 Sided 16 Pages —Combine 2 Side")

s 1]2(34
5(6(|7|8
\ Front
\ 15 E>
16 9 [10(11 12
13[{14|15(16
Back

@ Bound Originals — 2-sided Pages (see p.48
" <% Book - 2 Sided")

L

® 2 sided 1 Page — 2-sided 1 Page (see p.43
'+ 2 Sided -2 Sided")

oL

@ 2-sided 2 Pages —2-sided 1 Page (see p.47
"+ 2 Sided 4 Pages —Combine 2 Side")

J=ts

@ 2sided 4 Pages —2-sided 1 Page (see p.47
"« 2 Sided 8 Pages —Combine 2 Side")

1:2||5:6
3i4(|7:8
Front Back

@ 2-sided 8 Pages— 2-sided 1 Page (see p.47
" % 2 Sided 16 Pages— Combine 2 Side")

' 112|134
5|/6|7|8
%

I:> Front

!i 9 [10[11[12
[ 14[15(16
74

Back

—_
w

@ FrontBack Bound Originals - 2-sided Pages (see p.49
"+ Front & Back - 2 Sided")

=[]/




Copying Book Originals

@ 1-sided 4 Pages— Booklet (see p.50 " <+ 1 Sided — Booklet")

Open to Left
1

Open to Right

E

=t =[]

@ 2-sided 2 Pages— Booklet (see p.50 " <% 2 Sided — Booklet")

Open to Left

g <]

Open to nght

I

@ 1-sided ~Magazine (see p.50 " % 1 Sided —Magazine")

[

u

u

Open to Left

2D = ]

st

Open to Right

J .
j'@

@ 2-sided ~Magazine (see p.51 " < 2 Sided » Magazine")

Open to Left

)~ OD = [T

Open to Right
1




Combining Multiple Pages onto a Single Page (see p.45 " One-Sided Combine")

@ 1-sided 2 Pages — 1-sided 1 Page @ 2-sided 1 Page —1-sided 1 Page

I'ﬁ> 1 2 ' d> 1 2
4

@ 1-sided 4 Pages — 1-sided 1 Page @ 2-sided 2 Pages — 1-sided 1 Page

1

1.2
= d>34

@ 2-sided 4 Pages — 1-sided 1 Page

V57 [
@

Copying 2-Sided Pages onto 1-Sided Pages
(see p.43 "2 Sided— 1 Sided")

@ 2-sided 1 Page — 1-sided 2 Pages

@ 1-sided 8 Pages — 1-sided 1 Page
1

2
Jj -
Copying Originals Such as Books

(see p.48 "Series Copies")
@ Bound Originals — 1-sided Pages

1 2 1 2 1 2
E> E>
4
@ Bound Originals — 2-sided Pages

[

e Front/Back Bound Originals
— 2-sided Pages

1 2E:>1 t‘Q
i

N
w
N

n
w
EN

o
o
~
©
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o
~
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How to Read This Manual

Symbols

In this manual, the following symbols are used:

A\ WARNING:

This symbol indicates a potentially hazardous situation that might result in
death or serious injury when you misuse the machine without following the in-
structions under this symbol. Be sure to read the instructions, all of which are in-
cluded in the Safety Information section in the General Settings Guide.

A\ CAUTION:

This symbol indicates a potentially hazardous situation that might result in mi-
nor or moderate injury or property damage that does not involve personal injury
when you misuse the machine without following the instructions under this
symbol. Be sure to read the instructions, all of which are included in the Safety
Information section in the General Settings Guide.

¢ WARNINGS and CAUTIONS are notes for your safety.

#Important
If this instruction is not followed, paper might misfeed, originals might be dam-
aged, or data might be lost. Be sure to read this.

=] Preparation
This symbol indicates prior knowledge or preparations are required before op-
eration.

& Note

This symbol indicates precautions for operation or actions to take after following
mal-operation.

? Limitation

This symbol indicates numerical limits, functions that cannot be used together,
or conditions in which a particular function cannot be used.

AP Reference
This symbol indicates a reference.

[ 1]
Keys that appear on the machine's display panel.

(1

Keys built into the machine's control panel.



Machine Types

This machine comes in three models which vary by copy speed. To make sure
which model you have, see the inside front cover of this manual.

Type 1

Type 2

Type 3

Copy speed

22 copies/minute
(A4l), 8'/2"x11"[))

27 copies/minute
(A4l),8'/y"x11"[J)

32 copies/minute
(A4[Y, 81/2"x 11" )




Functions that Require Options

The available functions depend on your machine configuration and which op-
tions you have. See the table below.

ORequired options

Functions ._ug»rq':
BB
ISIE
[P
E|.&
8|8
g| &
> 3|3
s OO 0
P NN E:
2] n| »n —
z 81 |2
| < 5]
3] A~ 5
) O | \© Z:"
£ 2o U EIEE
e A TR R E
2ol =2 2|0O|Y < |<F| O 2|8 )
AR 195 < Ol o|n| 8=
o|& IEE x|o|o I = |
<= B & = DLl e|2 2|2 g]wE|P|D
S|Al X SlelE & glE| T EE 2 8] 8
S| <|S|8|o|8|ElC|3|E|Z| RPN g a|lEl2L
B A2 RO B|IZ|A| B P A =|a|R| B[R
Auto Document Feeder
0| 0| O
(ADF)
Shift Sort Tray O O
§500—sheet finisher,
= 1000-sheet finisher ™, "2 O
© Duplex unit O]0|0|0
Bypass tray O
HDD O O] O OO

I The bridge unit and paper tray unit are required to install the finisher.

"2 The Paper Tray Unit is required for use with the 1000-sheet Finisher.

"3 The Finisher is not required to use this function if you install the Shift Sort Tray

“ When you select English language in Preset Stamp, HDD is not required. However,
HDD is required when any other language is selected.



Control Panel

This illustration shows the control panel of a machine that has all options fully

installed.

5 6 7 8 9 1011

Cocomap )

=000 ®*@
- 0000

18 17

1. Screen Contrast knob
Adjusts display panel brightness.

2. Indicators

Display the status of the machine or indi-
cate errors.

¢ |&J: Add Staple indicator

® L:J: Add Toner indicator

¢ &: Load Paper indicator

e 1: Service Call indicator

¢ [ Open Cover indicator

o 8k: Misfeed indicator

See “Control Panel”, General Settings
Guide.

3. [User Tools/Counter] key

¢ User Tools
Press to change the defaults and con-
ditions to meet your requirements.

¢ Counter
Press to check or print the counter val-
ue.

¢ Inquiry
Press to find where to order expenda-
ble supplies and where to call when a
malfunction occurs. You can also print
these details.

4. Display panel
Displays operation status, error messag-
es, and function menus.

1615 14 1312

ZLFS160E

5. [Check Modes] key

Press to check the entered copy job set-
tings.

6. [Program] key

Press to select the program mode. See
p-73 “Programs”.

7. [Clear Modes] key

Press to clear the previous copy job set-
tings.

8. [Energy Saver] key

Press to switch to and from Energy Saver
mode. See General Settings Guide.

9. [Interrupt] key
Press to interrupt a long copy job to make
copies. See p.18 “Interrupt Copy” .

10. Main power indicator and On
indicator

The main power indicator goes on when
you turn on the main power. The On in-
dicator lights when the power is on.

ﬂlmportant

O Do not turn off the main power
switch while the On indicator goes
on or is flashing. The hard disk
may malfunction.



11. Operation switch

Press to turn the power on (the On indi-
cator goes on). To turn the power off,
press again (the On indicator goes off).
12. [Sample Copy] key

Press to make a single set of copies or

prints to check print quality before mak-
ing multiple sets. See p.38 “Sample

copy”.
13. [Start] key

Press to start copying. Press to start scan-
ning or printing documents stored using
the Document Server function.

14. [Clear/Stop] key

e (lear
Press to delete a number entered.

e Stop
Press to stop a job in progress.

15. [#] key

Press to enter a numerical value.

16. Number keys

Press to enter the numbers for copies and
data for the selected function.

17. Function keys

Press to select one of the following func-
tions:

e Copy: D
e Document Server: E)
e Facsimile: @D

e Printer: &

e Scanner:

18. Function status indicators
Display the status of the above functions:
¢ Yellow: selected

e Green: active

* Red: interrupted



Display Panel

The function items displayed serve as selector keys. You can select or specify an
item by lightly pressing them.

When you select or specify an item on the display panel, it is highlighted like
@. Keys appearing as cannot be used.

& Note
O The following illustration is an example based on a machine with the 1000-
sheet finisher installed.

% Initial copy display

20 D38 DiaL O o
A3 | B5 | B4 | Bypes
—_—— 5
11— At Reduce/Enlarge i i i s i gaziloo% : 6
R ] iJ
hargin

Store File i

J

ZLFS080E

1. Original function, Image Density 6. Displays contents of the Shortcut

and Special Original function. keys. You can register frequently

2. Operational status and messages. used”functlons mn these keys.”See
p-94 “Copy Function Key: F1-F5”.

3. You can register up to three fre-

quently used reduce/enlarge ratios

other than the fixed reduce/enlarge

ratios. See p.95 “Shortcut R/E”.

7. Displays available functions.
Press a function name to display its
menu. For example, press [Reduce/En-
large] to bring up the Reduce/Enlarge
4. Numbers of originals scanned  menu.

into memory, copies set, and copies

8. A clip mark indicates the current-
made.

ly selected function.
5. Sort, Stack, Staple functions.



Originals

Sizes and Weights of Recommended Originals

% Metric version

Original location Original size Original weight

Exposure glass Upto A3 -

ADF One-sided originals: 40-128 g/m?
A3 -A5[D
Two-sided originals: 52-105 g/m?
A3 - A0

% Inch version

Original location Original size Original weight
Exposure glass Up to 11" x 17" -
ADF One-sided originals: 11-34 1b.

11"x 17" -5'/,"x 81/,"D 3

Two-sided originals: 14-28 Ib.

11"x 17" -5'/,"x 81/,"D 3

& Note
O The number of originals that can be placed in the ADF is about 50.

O The weight range for originals when using the Mixed Size function is 52-81
g/m? 13.8-215 Ib.

O Paper of 433 mm in length, or larger, is likely to jam, crease, or not feed in
properly.



Placing Originals

Non-recommended originals for the Auto Document Feeder

Placing the following types of originals in the ADF can cause paper misfeeds or
result in damage to the originals. Place these originals on the exposure glass in-
stead.

Originals other than those specified on p.7 “Sizes and Weights of Recom-
mended Originals”.

Stapled or clipped originals
Perforated or torn originals
Curled, folded, or creased originals
Pasted originals

Originals with any kind of coating, such as thermal fax paper, art paper, alu-
minum foil, carbon paper, or conductive paper

Originals with perforated lines

Originals with indexes, tags, or other projecting parts
Sticky originals such as translucent paper

Thin originals that have low stiffness

Thick originals such as postcards

Originals of inappropriate weight

Bound originals such as books

Transparent originals such as OHP transparencies or translucent paper

& Note

O The original might become dirty if it is written with a pencil or a similar
tool.



Originals

Sizes Detectable by Auto Paper Select

< Metric version

Size | A3 | B4JIS | A4[) |B5 A50) |11" |8l |81/, |51/, |8/
27 | s |2 X X X X X
Original ] 17 |12 11D |8l |13'F
location g [ Dz |1
Exposure ©] ©] ©] ©] X X ©] X X ©]
glass
ADF O O O O O X X X X X

"1 You can select from 8! /5" x 13", 8! /4" x 13", 8" x 13" with User Tools (System Settings).
See “<F /F4>Size Setting “in “General Features”, General Settings Guide.
*2 ]IS stands for Japanese Industrial Standard.

O : Detectable size

% : Undetectable size

< Inch version

Size | A3 | B4 A4 | B5 A5 | 11"x |81/," |81/, |51/, | 81/," | 8" 10"

Z (s |P2(ns |P2 17" |x X X X x X
Original = ] = 14" 11" 8l/," [ 13" 10" 14"
location o] D | DD | @ = =z

Exposure X X X X X O o] O X X o] O
glass

ADF X X X X X @] O @] O X X O

O : Detectable size
x : Undetectable size

< Exposure glass

Posit\oning—s [ m @

mark -
Horizontal size

<
@
?,» Maximum scanning area
% A3 [7 (297x420 mm)
N 11"x17" [ (279x432 mm)
il \
o

CPOTAEE
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Placing Originals

< ADF

|

Horizontal size

Maximum scanning area
(297x1260 mm)
(11"x49")

22IS [BOIBA AF—

A4 A3
— ——
El=

CPO2AEE

& Note

O When copying custom size originals, make sure you specify the size of the
originals. If not, the image may not be copied properly. See p.15 “Placing cus-
tom size originals”.

Sizes difficult to detect

It is difficult for the machine to automatically detect sizes of the following types
of original, so select the paper size manually.

¢ Originals with indexes, tags, or other protrusions

¢ Transparent originals such as OHP transparencies or translucent paper
¢ Text or picture dense original

¢ Originals containing solid images

¢ Originals containing solid images around their edges

Missing Image Area

? Limitation

O Even if you place originals correctly in the ADF or on the exposure glass, a
margin of 3 mm (0.1”) around all four sides might appear on copies.



Placing Originals

Placing Originals

& Note

O Place originals only when all cor-
rection fluid and ink has complete-
ly dried. Not taking this precaution
could result in a dirtied exposure
glass, creating blemished copies.

/O Reference

For original sizes you can set, see
p.7 “Originals” .

Original Orientation

You can set the original orientation in
the following ways.

(this function is useful for copying
torn originals or large originals):

% Standard orientation {&|cel;
Select this function when original
orientation is the same as copy pa-
per orientation.

% 90° turn [
Use this to copy A3[J, B4 JIS[or
11" x 17"'[) size originals. The ma-
chine rotates the copy image by
90°. This is useful for copying large
originals using the Staple, Duplex,
Combine, or Stamp functions.

For example, to copy A3[Jor 11" x
17"[) originals with the Staple
function selected:

R

A3, 11"x17"

v

GCGSET3E

& Note
O You are recommended to use this

function with the Auto Paper Se-
lect or Preset Reduce/Enlarge
function.
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Placing Originals

& press [Special Original].

TesdPhoto

Auto Feduce £nlarge i ggjgg ggjgg

|_E|EI Special Criginal i

g Select the original orientation.

Standard orientation

Special Original

| CustmSire Origi i

Qriginal Orientation

Auto Feduce £nlarge i ggjgg ggjgg

90° turn

@ Place original in the landscape
ientation, and then press

Auto Feduce £nlarge i ggjgg ggjgg

| CustmSire Origi i

B press [0K].

Placing Originals on the
Exposure Glass

nLift the exposure glass cover or
the ADF.

ﬂlmportant

O Do not lift the exposure glass
cover or the ADF forcefully. If
you do, the ADF cover might
open or be damaged.

& Note

O Be sure to lift the exposure glass
cover or ADF more than 30°. If
you do not, the size of the origi-
nal might not be detected cor-
rectly.

BPlace the original face down on
the exposure glass. It should be
aligned with the rear left corner.

ZLFH140E

1. Positioning mark
2. Scale
& Note

O Start with the first page to be
copied.

B Lower the exposure glass cover or
ADF.



Placing Originals

Placing Originals in the Auto
Document Feeder

Settings should be made in the fol-
lowing situations:

< When placing originals consisting of
more than 50 pages:
p-13 “Batch”

< When placing originals one by one:
p-14 “SADF”

< When placing same width originals of
different sizes:
p-15 “Mixed size”

< When placing custom size originals:
p-15 “Placing custom size origi-
nals”

& Note

O Do not stack originals above the
limit mark on the side guide of the
ADF.

O The last page should be on the bot-
tom.

O Do not place objects on the sensors
or cover them with your hands.
Doing so could cause the size to be
detected incorrectly.

gPlace the aligned originals face
up into the ADF.

[
I

ZLFHOS0E

1. Limit mark

2. Document guide

& Note

O Straighten any curls in the orig-
inals before placing them in the
ADF.

O To prevent multi-sheet feeds,
fan the originals before placing
them in the ADF.

O Place the originals squarely.

Batch

When using Batch, the machine cop-
ies originals of more than 50 pages as
a single document, even if placed in
the ADF in parts.

#Important
O Place special originals, such as
translucent paper, one by one.

B press [Special Original].

1
ZEVH210E

1. Sensors

nSet the document guide to the
original size.

Text,Photo F2e @38 Jjad d
B B4

fl  uto ReduceEnlarge i Eg:gg Eg:gg
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Placing Originals

g Press [Batch], and then press [OK].

& Note

O If [SADF] is displayed, change
the settings. See p.102 “Switch
to Batch (SADF)”.

BPlace the first part of the origi-
nals, and then press the [Start])
key.

ﬂ After the first part of the originals
has been fed, place the next part.

B When the Sort, Combine, or Du-
plex function is set, press the [#]
key after all originals have been
scanned.

B Press the [Start] key.

SADF

When using SADF, even when an
original is placed page by page in the
ADF, each page is automatically fed
as it is placed.

B Preparation
To use the SADF function, make a
setting in User Tools (Copier/Doc-
ument Server Features), so [SADF]
is displayed when you press [Spe-
cial Original]. See p.102 “Switch to
Batch (SADF)”.

/O Reference

For related default settings, see
p-95 “Shortcut R/E”.

B press [Special Original].

Text,Photo F2e @38 Jjad d

B5] B4

o Reduce/Enlarge i HERiEE it

I_@EI Special Original § |

g Press [SADF], and then press [OK]

B Place one page of an original, and
then press the [Start] key.

ﬂWhen the machine instructs you
to place another original, place
the next page.

Second and subsequent pages will
feed in automatically without your
pressing the [Start] key.

& Note

O When the Sort, Combine or Du-
plex function is set, press the
[#] key after all originals have
been scanned.

O You can adjust the time the ma-
chine waits before becoming
ready for the next original. See
p-102 “SADF Auto Reset”.



Placing Originals

Mixed size

When placing different size originals
of the same width in the ADF togeth-
er, the machine automatically checks
the size of the originals and makes
copies.

& Note

O When placing same width origi-
nals of different sizes in the ADF
and making copies without using
the Mixed size function, parts of
the original image might not copy,
or the paper might become
jammed.

O Copy speed and scanning speed
can be reduced.

O You can place originals of two dif-
ferent sizes at once.

0O Sizes of originals that can be
placed together using this function
are as follows:

Metric | A3 » A4[J), A4DP » A5[J,
version | B4 JISC?, B5 JIS[J)

Inch 11" x 17"  81/," x 11"[} ,
version | 81/," x 14"F ¢ 81/," x 11" [,
81/,"x 11"P « 5'/," x 81/,[),
8!/, x 14"DP o 51/," x 81/,"[)

& press [Special Original].

BAlign the rear and left edges of
the originals as shown.

1 A4l A3

CP19AE

1. Place into the ADF

2. Vertical size

ﬂ Adjust the guide to the size of the
widest original.

BPlace the aligned originals face
up in the ADF.

B Press the [Start] key.

Placing custom size originals

When placing custom size originals in
the ADF, specify the size of the origi-
nals.

& Note

O Paper with a vertical length of 105-
297 mm (4.2"-11.6") and a horizon-
tal length of 128-1,260 mm (5.1"-
49.6") can be placed with this func-
tion.

l] Press [Special Original].

Auto Feduce £nlarge ggjgg ggjgg

|_E|EI Special Criginal i

B5 ]| B4

A3+A4 { R4-+A3
#uto Reduce/Enlarge 1 Ra-A3 | Rs-H1

B Press [Mixed Size], and then press
[OK].

B Press [Custm Size Origi.].
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Placing Originals

BEnter the horizontal size of the
original using the number keys,
and then press [#].

& Note

O If you make a mistake, press
[Clear] or the [Clear/Stop] key,
and then enter the value again.

ﬂ Enter the vertical size of the origi-
nal using the number keys, and
then press [#].

B press [0k,

B Place originals, and then press the
[Start] key.



Basic Procedure

n When the machine is set for user
codes, enter a user code (up to
eight digits) using the number
keys, and then press the [#] key.

The machine is now ready to copy.

AO Reference

For users codes, see “Key Oper-
ator Tools”, General Settings
Guide.

g Make sure "Q Ready" appears on
the display.
If any other function is displayed,
press the [Copy] key.

< Initial copy display

BMake sure no previous settings
remain.

& Note

O When previous settings remain,
press the [Clear Modes] key and
enter again.

ﬂ Place originals.

/O Reference
p-11 “Placing Originals”

B Make the necessary settings.

B Enter the required number of cop-
ies using the number keys.

2. Copying

@ Note

O The maximum copy quantity
that can be set is between 1 and
99 (default: 99).

n Press the [Start] key.
Copying starts.

& Note

O When placing originals on the
exposure glass, press the [#]
key after all the originals are
scanned.

O Copies are delivered face down.

$How to operate

% To stop the machine during a multi-
copy run.
Press the [Clear/Stop] key.

< To return the machine to the initial
condition after copying.
Press the [Clear Modes] key.

< When clearing entered values.
Press the [Clear/Stop] key or [Clear]
on the display.

% To check the settings.
Press the [Check Modes] key.
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Interrupt Copy

Use this function to interrupt a long copy
job to make urgently needed copies.

® Limitation

O You cannot use Interrupt Copy
with the scanner function, or when
fax originals are being scanned.

n Press the [Interrupt] key.
The Interrupt indicator lights.

When the originals stop scanning

@ Remove the originals that were
being copied, and then place
the originals you want to copy.

@ Press the [Start] key.

Copying starts.

© When copying is complete, re-
move the originals and copies.

O Press the [Interrupt] key again.
The Interrupt indicator goes out.

© When the display prompts
you, place the former set of
originals again.

@ Press the [Start] key.

& Note

O The former copy job's set-
tings are restored and the
machine continues copying
from where it left off.

When the machine keeps
copying

@ Place the originals you want to
copy.

@ Press the [Start] key.
The machine stops the previous

job and starts copying the new
originals.

© When copying is complete, re-
move originals and copies.

O Press the [Interrupt] key again.

The Interrupt indicator goes
out.

The former copy job's settings
are restored and the machine
continues copying from where
it left off.



Basic Procedure

Left Original Beeper

The beeper sounds and an error mes-
sage appears if you leave originals on
the exposure glass after copying.

& Note
O See p.93 “Tone: Original remains”.

Job Preset

You can make settings for the next
copy job while copying is in progress.

If a long copy job is in progress and
you do not want to wait for it to finish,
you can use this function to make set-
tings for the next copy job in advance.
When the current copy job finishes, the
next job starts automatically.

nPress [Next Job] when "Copying"
appears.

=

%%g%& &4§“

BMake settings for the next copy
job.

B Place the originals in the ADF,
and then press the [Start] key.

All originals are scanned.

O press [To "Printing"].
The initial copy display appears.

Following the current copy job, the
next job starts automatically.

& Note

O You can switch the display to
the current copy job by pressing
[To "Printing"]. You can switch
the display to the preset job by
pressing [To "Reserving"].




Copying

Copying from Paper Tray 2

Use paper tray 2 for copying onto
special paper (OHP transparencies,
label paper (adhesive labels), thick
paper (postcards, envelopes, etc.),
thin paper as well as plain paper.

Using Tray 2 as the Bypass
Tray

. . 1 2, h h
You can make special paper settings n Select tray 2, and then press the

20

at any time.

You can use Paper Tray 2 as an al-
ternative Bypass Tray when it is
temporarily selected.

You can also use Paper Tray 2 as an
ordinary tray.

& Note
O If you do not use standard size

copy paper, you should input ver-
tical and horizontal dimensions.
The sizes that you can input are as
follows.

Metric | ® Vertical: 100.0 — 297.0 mm
version | e Horizontal: 148.0 - 432.0
mm

Inch e Vertical: 3.94" - 11.69"
Vversion | ¢ Horizontal: 5.83" — 17.00"

[#] key.

Auto Paper
Selecte

R3A4 R4-A3

duto Reduce/nlarge § 22000 1 Rethg

I_@EI Special Original

#Important

O Paper size and type settings
programmed by pressing the
[#] key are cleared and reset au-
tomatically when copying is
completed.

O If the paper size shown on the
key for tray 2 is different that of
the paper set in tray 2, paper
might misfeed. Be sure to re-

O For sizes, types, and thicknesses of move any paper left in the tray
paper you can use, or the maxi- after copying.
mum number of sheets you can
load at once, See "Copy Paper", : :
General Settings Guide. When copying onto standard size
O To copy onto special paper such as paper
OHP transparencies, thick paper This setting is necessary when
(postcards, envelgpes, etc.), thin temporarily copying onto a paper
papet, and adhesive label paper, size not shown on the size key of
you must specify the paper type. tray 2
See p.25 “When copying onto spe- '
cial paper”. & Note
O To load paper, See "Changing the O This setting is not necessary if

Paper Size of the Paper Tray", Gen-
eral Settings Guide.

the size displayed on the key for
tray 2 and that of the paper set
in tray 2 are the same.



Copying from Paper Tray 2

O You can also specify the size of
paper directly, using the paper
size selector for tray 2.

O Some kinds of envelopes might
cause misfeeds and wrinkles. If
this happens, push down the
fusing unit's green lever. See
“Envelopes”, General Settings
Guide. Also, be sure to place the
front face of the envelope up-
ward.

@ Press [Select Size].

O Ready

Tray 2 Paper Specify paper for Tray 2
W-Paper Gize WSpecial paper

3
B Adjust paper guide to paper size.
1+ Select Size I

Custom Size

@ Select the paper size.
© Press [OK].

When copying onto custom size
paper

& Note

O If [2 Sided] is selected for copy-
ing in [Dup./Combine/Series] (for
example [1 Sided] — [2 Sided]),
select [1 Sided] for copying (for
example [1 Sided] — [1 Sided]).

O Paper will be delivered auto-
matically to the internal tray.

@ Press [Custom Size].

) Ready

Tray 2 Paper Specify paper for Tray 2
»Faper Size

3
m Adjust paper guide to paper size.
1+ Select Size I

@ Enter the vertical size of the pa-
per using the number keys,
and then press the [#] key.

© Enter the horizontal size of the
paper using the number keys,
and then press the [#] key.

O To register the custom size en-
tered, press the [Program] key,
and then press the [Exit] key.

& Note

O If you are not registering a
custom size, proceed to step
2]

O Only one custom size can be
stored.

3 To recall the custom size
stored, press [Recall].

O If you do not register the cus-
tom size, the size you set is
deleted when modes are
cleared.

When copying onto special paper

To make copies onto special paper
such as OHP transparencies, thick
paper (postcards, envelopes, etc.),
and adhesive label paper, you
must specify the paper type in
"Special paper".

& Note

O If [2 Sided] is selected for copy-
ing in [Dup./Combine/Series] (for
example [1 Sided] —[2 Sided]),
select [1 Sided] for copying (for
example [1 Sided] —[1 Sided]).

O Select [Thick Paper] if the paper
weight is 105 g/m? (28 1b.) or
more.

2]
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@ Select paper type in "Special
paper".

O Ready

Tray 2 Paper Specify paper for Tray 2
W-Paper Gize

3
B Adjust paper guide to paper size.
1+ Select Size I

Custom Size

B press [0K].

B Place originals, and then press the
[Start] key.

& Note

O The maximum limit for stacking
special paper is different to that
for plain paper. See ”IélLoading
Paper", General Settings Guide.

O When setting OHP transparen-
cies, thin paper, or adhesive la-
bel paper, Staple, Shift, or Sort
functions cannot be used.



Copying from the Bypass Tray

Copying from the Bypass Tray

Use the bypass tray to copy onto spe-
cial paper such as OHP transparen-
cies, thick paper (postcards,
envelopes, etc.), adhesive label paper,
thin paper , and copy paper that can-
not be loaded in the paper trays.

5] Preparation
When copying from the bypass
tray, select [1 Sided] for copying in
[Dup./Combine/Series] (for example
[1 Sided] — [1 Sided] or [2 Sided] —
[1 Sided]).

& Note

O The machine can automatically de-
tect the following sizes as standard
size copy paper:

Metric | A32, A4l2, A5, 8" x 13",
version | B4 JISC?, B5 JISL?, B6 JISLZ?

Inch 11"x 17", 81/," x 14",
version | 81/," x 11", 5'/," x 81/,"

O Select the paper size when making
horizontal copies.

O If you non-standard size copy pa-
per or special paper, you should
input its vertical and horizontal di-
mensions directly. See p.15 “Plac-
ing custom size originals”. The
sizes you can input are as follows:

Vertical: 90.0 — 297.0 mm

Horizontal: 148.0 — 600.0
mm

Metric |
version | o

Inch 3

version | o

Vertical: 3.55" - 11.69"
Horizontal: 5.83" — 23.62"

O When copying onto OHP transpar-
encies or paper heavier than 128
g/m? (about 34 1b.), you need to
specify the paper type. See p.25
“When copying onto special pa-

”

per .

O You must specify paper size when
using paper (tracing paper, etc.) of
less than 59g/m? thickness.

O The maximum number of sheets
you can load at the same time de-
pends on paper type. The maxi-
mum number of sheets should not
exceed the upper limit.

0 Some kinds of envelope might
cause misfeed and wrinkle. If this
happens, push down the fusing
unit's green lever. See “Enve-
lopes”, General Settings Guide. Al-
s0, be sure to place the front face of
the envelope downward.

O Paper of 433 mm in length, or larg-
er, is likely to jam, crease, or not
feed in properly.

n Open the bypass tray.

=

N

ZEWH110E

g Push up the paper guide release
lever.

U

1: Paper guide release lever

ZEWH220E

23
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B Lightly insert the copy paper face

down, and then adjust the paper
guide.

|

1: Extender
2: Paper guide

ZEWH100E

#Important

O If the guides are not flush
against the copy paper, image
skewing or misfeeds might oc-
cur.

& Note

O Do not stack paper over the lim-
it mark, if you do image skew-
ing or misfeeds might occur.

O Swing out the extender to sup-
port paper sizes larger than
A4, 81/," x 11",

O Fan paper to get air between the
sheets and avoid multi-sheet
feeds.

ﬂPush down the paper guide re-

lease lever.

"Bypass" is selected automatically.

ZEWH240E

B Select the paper type and size.

When copying onto standard size
paper
@ Press the [#] key.

The "Bypass Tray Paper" screen
appears.

@ Press [Select Size].

O Ready

Bypass Tray Paper Specify paper for bypass tray.

W Paper Size - Special paper

Sef paper in CAorientation
Adjust paper quide with paper size.

Select Size

© Select the paper size.
@ Press [0K].

When copying onto custom size
paper

@ Press the [#] key.
@ Press [Custom Size].

O Ready

Bypass Tray Paper Specify paper for bypass tray.
W Paper Size - Special paper

OHP Sheet

Set paper in Corientation
Adjust paper quide with paper size . Lebel Paper 4

Select Size

Custom Size

© Enter the vertical size of the pa-
per using the number keys,
and then press [#].



Copying from the Bypass Tray

O Enter the horizontal size of the
paper using the number keys,
and then press [#].

& Note
O If [Horiz mm] is not highlight-
ed, press [Horiz mm].

ﬂWhen your copy job is finished,
press the [Clear Modes] key to
clear the settings.

O To register the custom size
entered, press [Program], and
then press [Exit].

) Ready

Bypass Tray Paper Specify paper fur bynass tray.

»-Faper Size
Specify paper size with Wumber keys, then press @

FRegular Size

@ Press [OK].

When copying onto special paper

@ Press the [#] key.

@ Select the paper type in Special
paper.

) Ready

Bypass Tray Paper Specify paper fur bynass tray.
»-Paper Size

Set paper in CIarientation.
Adjust paper guide with paper size

Select Size I

© Press [OK].

B Place originals, and then press the
[Start] key.

& Note

O When copying onto OHP trans-
parencies, remove copies one by
one.

O When setting OHP transparen-
cies, thin paper, or adhesive la-
bel paper, Staple, Shift, or Sort
functions cannot be used.

25
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Copier Functions

Adjusting Copy Image Density

There are three types of adjustment
available:

< Auto Image Density
The machine automatically adjusts
image density.

< Manual image density
You can adjust the general density
of the original in seven increments.

< Combined auto and manual image
density
Use when copying originals with
dirty backgrounds (such as news-
papers). You can adjust fore-
ground density while leaving the
background unchanged.

Auto image density

nMake sure [Auto Image Density] is
selected.

iEEEY A4-A3
| A4=AS A5-A4

Manual image density

n Press [Auto Image Density] to cancel
it.

B Press [Lighter] or [Darker] to adjust
image density.

TextPhoto

B5 ]| B4

[ mage sty || QRER s recoase | E3R1 | RS
DD ] Ty ey e
(e Lo ] |IL10- () 14+ 1)

®E Special Original

Combined auto and manual image
density

nMake sure [Auto Image Density] is
selected.

B Press [Lighter] or [Darker] to adjust
image density.

B4

o ReduceEn arge 1 Fait B

’W’W 9@2% @quﬂ%-nz

Cover/Slip Sheet |

Edit/Stamp

[ Specil orgnal 4




Copier Functions

Selecting the Original Type If the original type keys do not
Setting apbear

@ Press [Original Type].

@ Select the original type, and
then press [OK].

Select one of the following five types
to match originals:

< Text
When originals contain only text
(no pictures).

< Text/Photo
When originals contain photo-
graphs or pictures alongside the
text.

% Photo
When you need to reproduce deli-
cate tones of photographs and pic-
tures.

2
o

Pale

When you need to reproduce orig-
inals that have lighter lines in pen-
cil, or faintly copied slips. Faint
lines are copied with greater clari-
ty.

< Generation Copy
When originals are copies (genera-
tion copies), the copy image can be
reproduced sharply and clearly.

pe Reference
p-91 “Original Type Display”
p-92 “Copy Quality”

n Press the appropriate key to select
the original type.

utn Feeduce/£ntarge i ggjgg ggjgg

|_E|EI Special Criginal i
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Selecting Copy Paper

There are two ways to select copy paper:

< Auto Paper Select
The machine selects a suitable size of copy paper automatically based on orig-
inal size and reproduction ratio.

< Manual Paper Select
Choose the tray containing the paper you want to copy onto: a paper tray, by-
pass tray, or Large Capacity Tray (LCT).

pe Reference
p-10 “Sizes difficult to detect”
p-91 “Paper Display”
& Note

O See the following table for copy paper sizes and orientations that can be used
with Auto Paper Select (when copying at a ratio of 100%).

< Metric version

Original location Paper size and orientation

Exposure glass A3, B4 JISE?, A4, B5 JISJ 2, A5,
81/2"x14'DY, 81/," x 13'DP

ADF A3, B4]IS?, A4, B5 JIS &,

A5, 81/, x 13"

< Inch version

Original location Paper size and orientation

Exposure glass 11"x 17", 81/," x 14", 81 /," x 11" 3,
10"x 14'0, 8" x 10" [

ADF 11"x 17'02, 81/," x 14'2, 81 /" x 11" D D,

10" x 14'D22, 51 /," x 81 /,"F

O Only the paper trays set to [No display] or [Recycled paper] in Paper Type and
also set to [Yes] in Apply Auto Paper Select can be selected for the Auto Paper
Select function. See “Paper Type: Tray 1-4”in “Tray Paper Settings", General
Settings Guide.

O Auto Paper Select cannot be used if all the paper trays are set to other than [No
display] or [Recycled paper].



Copier Functions

Auto Paper Select

n Make sure [Auto Paper Select] is selected.

Auto Reduce Enlarge i 2R i f4=A3

A4-AS

e G

A5-A4

|_E|EI Special Criginal i

& Note

O Trays with a key mark are not automatically selected. See “Paper Type”in
“Tray Paper Settings”, General Settings Guide.

Manual Paper Select

n Select the paper tray, bypass tray or LCT.
The selected paper tray is highlighted.

Auto Feduce £nlarge i ggjgg ggjgg

|_E|EI Special Original Cower/Slip Sheet Edit/Stamp Dup Combine /Series| Reduce£nlarge ™ Store File

AP Reference
p-23 “Copying from the Bypass Tray”

If the paper type keys do not appear

@ Press [Auto Paper Select].
@ Select the paper type.

29
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{fRotated copy

If the orientation of original (2 or [J) is different to that of the paper you are
copying onto, this function rotates the original image by 90°, fitting it onto the
copy paper. This function works when [Auto Paper Select] or [Auto Reduce/En-
large] is selected. See p.28 “Auto Paper Select”.

Original
Orientation

Paper
Orientation

Copy
Orientation

R

> |3

GCROTAOE

& Note

O The Auto Tray Switching default setting is [With Image Rotation]. You cannot
use the Rotated Copy function if this setting is changed to [Without Image Ro-
tation] or [Off]. See p.91 “Auto Tray Switching”.

O You cannot use the Rotated Copy function when enlarging onto A3, B4 JIS or
11"x 17", 81/2" x 14" size paper. To do this, place original in the [ orientation.

Original size and orienta-

Copy paper size and orien-

tion tation

You cannot A4,B5 When enlarg- | B4 ]IS

rotate: JIS, or ing to — or A3
A5 /
’ m K

However,you | A4,B5 When enlarg- | B4 ]IS

can use: JIS, or ing to — or A3
2[R R
=

O You cannot use the Rotated Copy function when [Left 2] or [Top 2] is selected

for stapling when using the 1000-sheet finisher. See p.40 “Staple”.

O You cannot use the Rotated Copy function if the Staple function is selected
when using the 500-sheet finisher.

30
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Preset Reduce/Enlarge

You can select a preset ratio for copy-

mng

R

< Base Point
The base point of Reduce/Enlarge
differs depending on how the orig-
inal was scanned. When the origi-
nal is placed on the exposure glass,
the upper left corner is the base
point. When placed in the ADF, the
bottom left corner is the base point.

IAAAAAAAA
* BBBBBBBB

ccccecccce
pDDDDDDD

AAAAAAAAAAA
BBBBBBBBBBB
ccececeecceee
DDDDDDDDDDD
EEEEEEEEEEE

—
A AAAAAAAAAAA
BBBBBBBBEBEB
cccceecceee | mp
DDDDDBODDDD
EEEEEEEEEE

—

GLFX090E

1. Base point when placed on the ex-
posure glass.

2. Base point when placed in the
ADF.

A Reference
Related default settings:
p-95 “Shortcut R/E”
p-96 “R/E Priority”

l] Press [Reduce/Enlarge].

uito Reduce/Enlane i Eg:gg i Eg:gg i g Bxi 100%|

(-] 4~ [CRL - LY

CoverSlip Sheet

Edit Stamp up CombineSeriesp - Reduce/Enlarge

& Note

O To select a preset ratio on the in-
itial display, press the shortcut
reduce/enlarge key, and then
proceed to step [.

g Press [Enlarge] or [Reduce].
B Select a ratio, and then press [OK].

ﬂ Place originals, and then press the
[Start] key.

’@'?Create margin function

Use Create Margin to reduce the im-
age to 93% of original size using the
centre as reference. You can assign
this function to a shortcut key on the
initial display. By combining it with
the Reduce/Enlarge function, you
can also provide the Reduce/Enlarge
copy with a margin.

AL Reference
Related default settings:
p-94 “Copy Function Key: F1-F5”
p-96 “Ratio for Create Margin”
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@® Press [Create Margin] on the initial
display.

210 f3E i Of &
A3 g;sslu | Episs

ot | E282 | E082 | aze]100%
CFpLEl LR

Dup ACombing/Series

Store File ;

Edit/Stamp

Feduce/Enlarg

® If you do not want to combine it
with the Reduce/Enlarge function,
place originals, and then press the

[Start] key.

Zoom

You can change the reproduction ra-
tio in increments of 1%.

\\

RRERR

& Note

O You can select a preset ratio close
to the ratio using [Reduce] or [En-
large], and then adjust it further,
using [4] or [—].

l] Press [Reduce/Enlarge].

peenene § 22008 4 rne b aay] 100%
200

EdiStamp

Dup.ACombine/Series

Store File ;

Reduce £ntarg

B Enter the ratio.

To select the ratio using [4] and
1]

@ Select a preset ratio close to the
ratio using [Reduce] or [Enlarge].

@ Adjust the ratio further, using
[+lor[—].

& Note

O Pressing 41 or [=1] changes
the ratio in increments of 1%.
Pressing and holding down
[] or [—] changes it in in-
crements of 10%.

O If you have incorrectly the ra-
tio, readjust it using [4] or
[—1

To enter the ratio using the
number keys

© Press [Mag. Ratio].

@ Enter the ratio using the
number keys.

© Press [#].
@ Press [0OK].

ﬂ Place originals, and then press the
[Start] key.



Copier Functions

Auto Reduce/Enlarge

The machine can choose an appropri-
ate reproduction ratio based on the
paper and original sizes you select.

R

R g

& Note
O You cannot use the bypass tray
with this function.

O When using Auto Reduce/En-
large, see the following table for
original sizes and orientations you
can use:

< Metric version

Original size and

Original location | orientation
Exposure glass A3, B4 ]IS, A4
DD, B IS,

A5, 81/," x 14"
7,81/, x 13"

A3, B4 JIS?, A4
P, B5 IS5,
A5, 81/, x13"
)

ADF

< Inch version

Original size and
orientation

11"x 17", 81/," x
14'0, 81/, x 11"
D@,10"x 14",
8"x 10"

11"x 177, 81/," x
14'0, 81/," x 11"
03,10"x 14",
51/,"x 81/,"F

Original location

Exposure glass

ADF

O You cannot use the Rotated Copy
function when enlarging to B4 JIS
or A3. When enlarging to B4 JIS or
A3 size copy paper, place the orig-
inal in the [ orientation.

pe Reference
p-10 “Sizes difficult to detect”

You can place originals of different
sizes in the ADF at the same time. See
p-15 “Mixed size”.

l] Press [Auto Reduce/Enlarge].

=] B 5 =
Ad | A3 ]| B5| B4 | ams

Ao ReduceEnlarge i FEaE it i g 3%; 100%

[~ 17) 4~ [QCR L LY

CoverSlip Sheet

Edit/Stamp

pAombine/Series

Reduce/Enlarge

B Select the paper tray.

B Place the original, and then press
the [Start] key.
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Size Magnification

This function calculates an enlarge-
ment or reduction ratio based on the
lengths of the original and copy.

R-

& Note

O Measure and specify the lengths of
the original and copy by compar-
ing "A" with "a".

m o

l] Press [Reduce/Enlarge] .

JuceEnlange i SEEE% ggjgg i g ax% 100%

Store File

B press [Specifd. Ratio].

BMake sure [Size Magnificatn] is
highlighted.

ﬂEnter the length of the original
using the number keys, and then
press [#].

& Note

O You can enter sizes within the
following ranges:

B Enter the length of the copy using
the number keys, and then press [#].

& Note

O To change the length after
pressing [#], select [Original] or
[Copy], and then enter the
length.

B Press [OK] twice.

ﬂ Place original, and then press the
[Start] key.

Directional Magnification (%)

Copies can be reduced or enlarged at
different reproduction ratios, hori-
zontally and vertically.

&

a: Horizontal ratio

a%

o> b%

CP2PO1EE

b: Vertical ratio

& Note

O You can also select a preset ratio
close to the ratio using [Reduce] or
[Enlarge], and then adjust it further,
using [4] or [—].

l] Press [Reduce/Enlarge].

Metric | 1-999 mm
version | (increments of 1 mm)

Inch 0.1"-99.9"
version | (increments of 0.1")

e § 000 1002 ] 9z 100w

Edit/Stamp p.Combine/Series | ReducedEnlame

Store File ;
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B press [Specifd. Ratio].
B Press [Direct. Mag.%].

To enter the ratio using the
number keys

@ Press [Horizontal].

@ Enter the ratio using the number
keys, and then press [#].

© Press [Vertical].

O Enter the ratio using the number
keys, and then press [#].

@ Press [OK].

To specify a ratio using [4] and
=]
@ Press [With +—].
@ Press [Horizontal].
© Adjust the ratio using [4] or
[ &
& Note
O Pressing [4] or [—] changes
the ratio in increments of 1%.
Pressing and holding down
[4] or [=—] changes it in in-
crements of 10%.

O If you have incorrectly en-
tered the ratio, readjust it us-
ing 41 or [—1].

@ Press [Vertical].

© Adjust the ratio using [4] or
R B

@ Press [OK].

O press [0K].

B Place originals, and then press the
[Start] key.

Directional Size Magnification
(mm)

A suitable reproduction ratios is auto-
matically selected when you enter the
horizontal and vertical lengths of the
original and copy image you require.

zﬁﬁ > | =

CP2MOTEE

1. Horizontal original size
2. Vertical original size
3. Horizontal copy size
4. Vertical copy size
5] Preparation
Specify the vertical and horizontal

sizes of the original and those of
the copy, as shown.

& Note
O You can enter sizes within the fol-
lowing ranges:

Metric | Vertical: 1-999 mm

version | (increments of 1 mm)
Horizontal: 1-9999 mm
(increments of 1 mm)

Inch 0.1"-99.9" (increments of 0.1")

version
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l] Press [Reduce/Enlarge].

JuceEnlange i SEEE% ggjgg i g ax% 100%

- ) L

Store File

B press [Specifd. Ratio].
B press [Dir. Size Mag mm.

ﬂEnter the horizontal size of the
original using the number keys,
and then press [#].

B Enter the horizontal size of the
copy using the number keys, and
then press [#].

B Enter the vertical size of the origi-
nal using the number keys, and
then press [#].

ﬂ Enter the vertical size of the copy
using the number keys, and then
press [#].

& Note

O To change a length, press the
key you want to change, and
then enter the new value.

B Press [OK] twice.

g Place the originals, and then press
the [Start] key.

Sort

The machine can scan originals into
memory and automatically sort cop-
ies.

AP Reference
Related default settings:

p-103 “Select Stack Function”

p-103 “Memory Full Auto Scan Re-
start”

p-102 “Rotate Sort: Auto Paper
Continue”

p-91 “Auto Tray Switching”

< Sort
Copies are assembled as sequen-
tially-ordered sets.

J-000

< Rotate Sort
Every other copy set is rotated by
90°[,)[7 and delivered to the copy
tray.

-0

& Note

3 To use the Rotate Sort function,
two paper trays with paper of
the same size and type, but dif-
ferent orientation (5p|__r'), are re-
quired. See “Paper Type: Trayl-
4”, General Settings Guide.
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p Reference

For the paper capacity of the op-
tional finishers:

”500-Sheet Finisher” General Set-
tings Guide, ”1000-Sheet Finish-
er”General Settings Guide.

< Shift Sort

¢ 500-Sheet Finisher/1000-Sheet
Finisher /Shift Sort Tray
Each time the copies of one set
or a job are delivered, the next
copy is shifted to separate each
set or job. If the shift sort tray is
installed, this function is done
by sliding from side to side.

l] Press [Sort] or [Rotate Sort].

< When a finisher is not installed

Store File

< When the 500-sheet finisher is
installed

Origi. | Total | Copies

78 Ol3e Ojie o] & St Shack
lAS’BS’B4]Ewass

ucenlarge i it i feaz i 9 3%; 100% ||

L]

Reduce/Enlarge

< When the 1000-sheet finisher is
installed

gzussuuaus

ceirtae § oo | 03 | 994] 100%

P L

Edit/Stamp

Store File ;

& Note

O When the optional finisher is in-
stalled, use the User Tools to
display [Rotate Sort]. See p.102
“Input/Output””Select Stack
Function”.

g Enter the number of copy sets us-
ing the number keys.

? Limitation
O The maximum number of sets is
99.

& Note

O To confirm the type of finishing,
press the [Sample Copy] key. See
p-38 “Sample copy”.

ﬂ Place originals.

& Note

O When placing originals on the
exposure glass, start with the
first page to be copied. When
placing originals in the ADF, set
the first page on top.

O When placing originals on the
exposure glass or in the ADF us-
ing the Batch function, press the
[#] key after all the originals
have been scanned.

ﬂ Press the [Start] key.

37



38

Copying

Sample copy

Changing the number of sets

Use this function to check copy set-
tings before making a long copy run.

& Note

O This function can be used only
when the Sort function is turned
on.

n Select Sort and any other neces-
sary functions, and then place the
originals.

g Press the [Sample Copy] key.

OOG G
OOG

86300

ZHWS020E

One copy set is delivered as a sam-
ple.

B If the sample is acceptable, press

[Print].

The specified number of copies is

made, minus one for the proof

copy.

& Note

O If you press [Suspend] after
checking the results, return to
step [J to adjust the copy settings
as necessary. You can change the
settings for Staple, Duplex, Copy
Orientation, Stamp, Margin Ad-
just, and Cover/Slip Sheet.
However, depending on the
combination of functions, you
may not be able to change cer-
tain settings.

You can change the number of copy
sets during copying.
& Note

O This function can only be used
when the Sort function is turned
on.

n While "Copying" is displayed,
press the [ Clear/Stop] key.

g Press [Change Quantity].

@ [Stop] key was pressed
Stop copying?

*ou can change quantity of print sets.
[ Chiange Cuantity

Continue

B Enter the number of copy sets us-
ing the number keys, and then
press the [#] key.

& Note

O The number of sets you can en-
ter differs depending on when
the [Clear/Stop] key is pressed.

ﬂ Press [Continue].

Copying starts again.
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Stack

Copies can be assembled with each
page shifted.

< Shift Stack
This function groups together copies
of each page in a multi-page origi-
nal. Every other page stack is shifted
for ease of separation. If the shift sort
tray is installed, this function is done
by sliding from side to side.

J- ¢

n Press [Stack].

JuceEnlange i SEEE% i ggjgg i g ax% 100%

g Enter the number of copies using
the number keys.

B Place originals, and then press the
[Start] key.

& Note

O When placing originals on the
exposure glass, start with the
first page to be copied. When
placing originals in the ADF, set
the first page on top.

O When placing originals on the
exposure glass or in the ADF us-
ing the Batch function, press the
[#] key after all the originals
have been scanned.

39



40

Copying

Staple

Individual copy sets can be stapled.

& Note
O You cannot use the bypass tray with this function.

Stapling position and original setting

Place all the originals in an orientation in which they can be read. They will be
automatically rotated for copying. When copy paper is identical in size and ori-
entation to the original, staple positions are as follows:

< 500-sheet finisher

If your machine is equipped with the 500-sheet finisher, the stapling position
is fixed to "Top".

Original location Stapling
S
Exposure ADF position
glass
U

R] R}

Top

B | E
ES
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< 1000-sheet finisher

Original location Stapling
e %]
Exposure ADF position
glass
L
; ©
i R
aQ
)
= [
STAPLEAE .- ‘b
EiR NI Ll
U
R R
STAPLECE STAPLE25 STAPLE27
g
9]
=
o]
23]
R LR
STAPLE28 STAPLE30
U 2
RN
g H
o~
STAPLEDE ‘:‘g = )
) & R
R ®
STAPLE31 STAPLE33
U 2
STAPLEEE STAPLE22ADA
o~ STAPLE24ADA
aQ
)
&= [
- o0—a
STAPLE10ADA STAPLE20ADA

‘L This table shows stapling positions, not the orientation of delivered copies.
2 Not available for larger than A4 size paper.
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n Select one of the stapling positions.

< 500-sheet finisher

#uto Reduce/Enlarge i Eg:gg Eg:gg g agi 100% ;

- )LL)

B4

Generation

Auto Reduce/Enlarge i ki i fa=A3

H4-A5 H5-A4

(R Special Origival Cowerlip hest | EdftStamp Dup Lombine/Seriesf - Reduce£nlage Store File i

& Note
O When you select the stapling position, the Sort function is automatically se-
lected.

AP Reference
p-40 “Stapling position and original setting”

B Enter the number of copy sets using the number keys.
B riace originals, and then press the [Start] key.

& Note
O When placing originals on the exposure glass, start with the first page to
be copied. When placing originals in the ADF, set the first page on top.

O When placing originals on the exposure glass or in the ADF using the
Batch function, press the [#] key after all the originals have been scanned.
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Duplex

There are three types of duplex:

% 1 Sided—?2 Sided
Copies 2 one-sided pages onto a
two-sided page.

|5

% 2 Sided—?2 Sided
Copies 1 two-sided page onto a
two-sided page.

Eadr

« 2 Sided—1 Sided
Copies each side of a two-sided
original onto two separate pages.

e

~

Original orientation and completed
copies

Copy images differ according to the
orientation in which you place origi-
nals (vertical [J or horizontal 7).

Original  =>How to place originals 7>  Copy *1

Stndard Top to Top

Vertical 7
A
g Top to Bottom
Top to Top
Horizontal

90°turn Top to Bottom

- il

GCRYOUTE

I This table shows the orientation of im-
ages on the front and back of copies,
not the orientation of delivered copies.

& Note

O You cannot use the bypass tray
with this function.

O The maximum paper weight that
can be used with duplex copying is
64-105 g/m?, 17-28 1b. (55-90 kg,
121.3-198.4 1b.).

A Reference
p-57 “Margin Adjustment”
Related default settings:
p-96 “Front Margin: Left/Right”
p-96 “Back Margin: Left/Right”
p-96 “Front Margin: Top/Bottom”
p-96 “Back Margin: Top/Bottom”
43
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B press [Dup./Combine/Series].

RESCPY Morenia
Adsis i RS- i 93"% 100%

uto ReduceEnlarge

& Note

3 You can also select “1 Sided to 2
Sided” or ”2 Sided to 2 Sid-
ed”directly, by pressing the
Copy Function Key. If you do
this, proceed to step [J.

g Select [1 Sided] or [2 Sided] for
Original, and then select [1 Sided]
or [2 Sided] for Copy.

§ Sar\aS."Ennk
Edt/Stamp !Dupﬂomblneﬁerlesi FeduceiEnlage

il cowrsipsneat |

& Note

O To change the copy orientation,
press [Orientation]. See p.44
“Originals and copy orienta-
tion”.

B press [0K].

ﬂ Place originals, and then press the
[Start] key.

& Note

O When placing originals on the
exposure glass, start with the
first page to be copied. When
placing originals in the ADF, set
the first page on top.

O When placing originals on the
exposure glass or in the ADF us-
ing the Batch function, press the
[#] key after all the originals
have been scanned.

Originals and copy orientation

You can select the orientation.
¢ Top to Top

Duplext

Duplex2

& Note

O You can change the default orien-
tation with User Tools. See p.93
“Copy Orientation in Duplex
Mode” and p.93 “Original Orienta-
tion in Duplex Mode” .

l] Press [Dup./Combine/Series].

g Press [Orientation], select the orien-
tation (Original/Copy), and then
press [OK].

H[orentetion
Qriginal.

Select opening direction of originals and copies.

Copy:
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1 Sided Combine

Combine several pages onto one side
of a sheet.

% 1 Sided 2 Pages — Combine 1 Side
Copies 2 one-sided originals onto
one side of a sheet.

GCSHVY7E

% 1 Sided 4 Pages — Combine 1 Side
Copies 4 one-sided originals onto
one side of a sheet.

% 1 Sided 8 Pages — Combine 1 Side
Copies 8 one-sided originals onto
one side of a sheet.

% 2 Sided 1 Page — Combine 1 Side
Copies 1 two-sided original onto
one side of a sheet.

% 2 Sided 2 Pages — Combine 1 Side
Copies 2 two-sided originals onto
one side of a sheet.

% 2 Sided 4 Pages — Combine 1 Side
Copies 4 two-sided originals onto
one side of a sheet.

% 2 Sided 8 Pages — Combine 1 Side
Copies 8 two-sided originals onto
one side of a sheet.

% Orientation of the original and com-
bine image position

¢ Open to left (] originals

1
o |« [[1]2]3]4
§>1 2
- ™ 5(6|7(8

GCSHUY1E

¢ Open to top &1 originals

'
2
4

~N|o|w|=
I ENEN)

H
N
1
3

GCSHUY2E

% Placing originals (originals placed in
the ADF)

¢ Originals read from left to right

& TTTTTTT

-

¢ Originals read from top to bottom

] ‘ 2 1
ZSV : S L ]

Combines

& Note

O You cannot use the bypass tray
with this function.
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pe Reference
Related default settings:

p-97 “Erase Original Shadow in
Combine”

p-99 “Copy Order in Combine”

p-98 “Separation Line in Combine”

l] Press [Dup./Combine/Series].

26 Djau of &
5§B4 Bypass

uto Reduce/Enlarge g s g R g 93%% 100%

-0\ - (7] C | Ll

Edit/Stamp Reduce £nlarge

CoversSlip Sheet B

Dup.ACombine Series b

2 Sided Combine

Combines various pages of originals
onto a two-sided sheet.

% 1 Sided 4 Pages — Combine 2 Side
Copies 4 one-sided originals onto a
sheet, two pages per side.

B Press [1 Sided] or [2 Sided] for Orig-
inal, and then press [Combine 1
Side] for Copy.

D38 [Jiad O
3 iBS g B4

Select original and copy type andr orientation

Original Copy

f Cnmhmmsmal Serles Buk
[ 2 Sided i [ 2Sided ICnmhmaZSmal Orientation
i Cover/Slip Sheet E Edit/Stamp iDuprnmhlanﬁanes!W

L
Bypass

[ ok

/O Reference

p-44 “Originals and copy orien-
tation”

B Select the number of originals to
combine, and then press [OK].

ﬂ Select the paper size.
B press [0k,

B Place originals, and then press the
[Start] key.

GCSHVY9E

% 1 Sided 8 Pages — Combine 2 Side
Copies 8 one-sided originals onto a
sheet, four pages per side.

GCSHVYAE

1. Front
2. Back
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< 1 Sided 16 Pages — Combine 2 Side
Copies 16 one-sided originals onto
a sheet, eight pages per side.

' 112134
5|6|7|8
1
- =
16 9 (10(11[12
13(14|15|16
2
1. Front
2. Back

% 2 Sided 4 Pages — Combine 2 Side
Copies 2 two-sided originals onto
a sheet, two pages per side.

PENE

GCSHVYTE

% 2 Sided 8 Pages — Combine 2 Side
Copies 4 two-sided originals onto
a sheet, four pages per side.

GCSHVY2E

< 2 Sided 16 Pages — Combine 2 Side
Copies 8 two-sided originals onto
a sheet, eight pages per side.

' 11234
27 5|6(7|8
> ‘
!i 9 [10[11[12
A 13|14|15(16

P

GCSHVY6E

& Note
O You cannot use the bypass tray
with this function.

pe Reference
Related default settings:

p-45 “Orientation of the original
and combine image position”

p-97 “Erase Original Shadow in
Combine”

p-99 “Copy Order in Combine”
p-98 “Separation Line in Com-
bine”

B press [Dup./Combine/Series].

J| Auto Reduce/Enlange i i) i RaA3 i g Bxi 100%|

R4-A5

MRV [P/ /A o e G e

CoverSlip Sheet B EditStamp

R5A4

up.fCombine/Seriesf  Reduce/Enlarge
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B press [1 Sided] or [2 Sided] for Orig-
inal, and then press [Combine 2
Side] for Copy.

Select original and copy type andr orientation

Driginal:
1| Series/Book |
Edt/Stamp ! Dup. Lo |nep59r|esi FeduceiEnlage

il cowrsipsneat |

p Reference

p-44 “Originals and copy orien-
tation”

B Select the number of originals to
combine, and then press [OK].

ﬂ Select the paper size.
B Press [OK].

ﬂ Place originals, and then press the
[Start] key.

Series Copies

This function copies the front and
back of a two-sided original separate-
ly, or two facing pages of a bound
original, onto two sheets.

? Limitation

O You cannot use the Series Copies
function with the ADF.

< Book—1 Sided
Copies a two-page spread original
onto two separate pages.

< Book—2 Sided
Copies a two-page spread original
onto a sheet, one page per side.

°[s
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% Front&Back—?2 Sided
Copies both sides of a two-page
spread original onto both sides of a
sheet.

P
>

& Note

O See the following table for orig-
inal and copy paper sizes when
using a 100% ratio (Book—1
Sided).

< Metric version

Original Copy paper

A3 A4[) x 2 sheets

B4 JISE? B5JISE) x2
sheets

A4 A5[) x 2 sheets

< Inch version

Original Copy paper

11"x 17'3 81/, x 11" x 2
sheets

81/, x 11'D 51/2"x 81/, [ x
2 sheets

O See the following table for orig-
inal and copy paper sizes when
using a 100% ratio (Book—2
Sided)

< Metric version

Original Copy paper
A3 A4[) (2-sided)
B4 JISE? B5 JIS (2-sided)
A4 A5 (2-sided)

< Inch version

Original Copy paper

11"x 17" 81/,"x 11"
(2-sided)

8l/,"x 11"P 51/5"x 81/,"
(2-sided)

l] Press [Dup./Combine/Series].

Diz2e =
A3
o ReduceEn arge 1 fnd 1 s 1 g 3%1 100%

L1014 - [ CJ

58 Pjau o] o
BS} B4 | swass

B3 press [Series/Book].
B Press [Series].

B sclect [Book—1 Sided], [Book—2
Sided], or [Front&Back—2 Sided],
and then press [OK].

B Press [OK].

B Make sure [Auto Paper Select] is se-
lected.

ﬂ Place original on the exposure
glass, and then press the [Start]
key.

@ Note

O Press the [#] key after all origi-
nals have been scanned.
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Copying Book Originals

Copies two or more originals in page
order.

% 1 Sided—Booklet
Make copies in page order for a
folded booklet as shown.

< Open to left

Tt

GCBOOKOE

< Open to right

T 75

GCBOOK1E

< 2 Sided—Booklet
Copy two-sided originals in page
order for a folded booklet, as
shown.

< Open to left

ELSp

GCAHO10E

< Open to right
PP
%

% 1 Sided—Magazine
Copies two or more originals into

magazine page order copies (when
folded and stacked).

GCAHO20E

<« Open to left

1

)
1

< Open to right

P
N Z8N [

GCBOOK3E

de>

GCBOOK4E
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% 2 Sided—Magazine
Copies two or more two-sided
originals into magazine page order
copies (when folded and stacked).

< Open to left

AR5
NN

GCAHO30E

GCAHO40E

How to fold and unfold copies to make a
booklet

1 2

[

1. Open to left
2. Open to right

How to fold and unfold copies to make a
magazine

3-0-0

GCBOOKSE

il

GCBOOKGE

& Note
O You cannot use the bypass tray
with this function.

O The machine sets the reproduction
ratio automatically to fit the paper
size.

pe Reference
Related default settings:
p-97 “Erase Original Shadow in
Combine”

B sciect [Open to Left] or [Open to
Right] with User Tools.

p Reference

p-99 “Orientation: Booklet,
Magazine”

B3 press [Dup./Combine/Series].
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B press [Series/Book].
ﬂ Press [Book].

B select [1 Sided—Booklet], [2 Sided—
Booklet], [1 Sided—Magazine], or [2
Sided—Magazine], and then press
[OK].

B Press [OK].
ﬂ Select the paper.

B Place original, and then press the
[Start] key.

& Note

O When placing originals on the
exposure glass or in the ADF us-
ing the Batch function, press the
[#] key after all the originals
have been scanned.

Image Repeat

The original image is copied repeat-

edly.
R-

& Note

O The number of repeated images
depends on the original size, copy
paper size, and reproduction ratio.
For example, see the following ta-
ble:

% Original: A5[,)/Copy paper: A4[)
or Original: ASC?/Copy paper A4L5

4 repeats (71%)

16 repeats (35%)

Repeatt Repeat2

% Original: A5[,)/Copy paper: A4C?
or Original: ASC/Copy paper A4 [}

2 repeats 8 repeats 32 repeats
(100%) (50%) (25%)
AL Reference

Related default settings:

p-97 “Image Repeat Separation
Line”

n Select the size of the copy paper
and reproduction ratio.

B Press [Edit/Stamp].

u Do o3E Djau o] o
B5 | B4 | ams

[l o Reducesenionge | B35R3 i s i g 3%; 100%

B Press [Edit Image].
ﬂ Press [Image Repeat].
B Press [OK] twice.

B Place original, and then press the
[Start] key.
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Double Copies

One original image is copied twice
onto one sheet, as shown.

& Note

O You cannot use the bypass tray
with this function.

O See the following table for original
and copy paper sizes and orienta-
tions when using a 100% ratio:

< Metric version

Original size and | Copy paper size
orientation and orientation
A5 A4l
A4l A3
A5[) A
B5JIS[) B4 JISC

% Inch version
Original size and | Copy paper size
orientation and orientation
51/,"x 81/,"DP 81/2"x 11"[J
5'/,"x8'/," 0 81/, x 11"5?
81/, x11"[J 11"x 17"

O Originals of size A5 (5!/2" x
81/,"XP) cannot be detected prop-
erly on the exposure glass. Be sure
to select the copy paper manually,
or set the originals in the ADF.

pe Reference
Related default settings:

p-98 “Double Copies Separation
Line”

n Press [Edit/Stamp].

B5 ] B4 | bwas

Diz2e =
A3
i #uto Reduce/Enlarge 1 RZ-A4

1= - [

B D}au [

R
fee ] sax]ioo%

B Press [Edit Image].
B Press [Double copies].
ﬂ Press [OK] twice.
B Select the paper.

B Place originals, and then press the
[Start] key.

Centring

You can make copies with the image
moved to the centre.

R

GCCNTROE

& Note

O You cannot use the bypass tray
with this function.

O Original sizes and orientations for
centring are listed below.
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< Metric version

Positive/Negative

Original | Original size and orienta-

location | tion If original is black and white, the copy
Exposure | A37,B4]JISI7, A4, B5 image is inverted.
glass JISD 2, A5, 81/," x 14"
,8!/," x 13"
ADF A3, B4]JIS?, A4[J 7, B5
NnsP @, A5, 81/," x
13"

< Inch version

Original | Original size and orienta-

location tion
Exposure |11"x17'02, 8!/,"x 14", SORATNTE
glass 81/,"x11"D [, 10" x 14",
8" 10D B press [Edivstamp).
ADF 11"x 17", 81/," x 14",

81/,"x 11" [2,10"x 14",
51 /2” X 81/2”5

n Select the paper. | i and i s i g axi 100%
B press [EditStamp].

B Press [Edit Image].

| Auto Reducenlarge § ggjgg ggjgg i 93%% 100%|

B press [Positive/Negative].

ﬂ Press [OK] twice.
[l CowerSSlip Sheet Edit/Stamp | Dup Combine Saries| Reduce£nlarge B S 1 h
elect the paper.
a Press [Edit Image]. B Place originals, and then press the
B press [Centring]. (Start] key.

B Press [OK] twice.

ﬂ Place originals, and then press the
[Start] key.
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Erase

This function erases the centre
and/or all four sides of the original
image.

This function has three modes:

< Border
Erases the original's edge margin
from the copy.

A=

>
M
il

[k

De—

GCCENT2E

« Centre
Erases the original's centre margin

from the copy.

>
i
il

>
i
il

GCCENT1E

< Centre/Border
Erases both the original's centre
and edge margins from the copy.

‘ ‘
‘ ‘

GCCENT3E

pe Reference
The erase width is set to 10 mm
(0.4”7) as default. You can
change this setting with User
Tools.
p-97 “Erase Centre Width”

p-97 “Erase Border Width”

& Note
O The relationship between original
orientation and erased area is as

follows:

[ original [J original

L 2
T

O 1: Erased part
0 2:2-99 mm (0.1”-3.9")
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Border Erase Selecting [Diff. Width]

@ Press [Diff. Width].

@ Press the key for the border
you want to change, and then
TR set the erase border width us-
| B4 ] owee | ing [+] and [—].

[R25Rg | A4oRs
| A3-AS | ASoA4 i 93%% 100%) UReMy—
1 132 Create
.) .) :I i Erase

Adjust width of the area to erase with EE)

B press [Edivstamp).

Cover/Slip Sheet

Edit/Stamp Reduce £nlarge

EI Press [Erase].
B Set the erase border width. iz} e 4

- - © Press [0OK].
Selecting [Same Width]
ﬂ Press [OK].
@ Press [Same Width].
@ Set an erase border width us- B Place originals, and then press the
ing [4] and [—]. [Start] key.
) Ready Centre erase

Erase

#djust width of the area to erase with (EIE).

owmer | ) Press [Edit/Stamp].

#uto Reduce/Enlarge i Eg:gg i E“"HS i | B%i 100%|

& Note

3 To change the value entered,
press [+1] and [—] to set the
new value.

© Press [OK]. g Press [Erase].
B Press [Centre].

ﬂ Set the erase centre width using
[] and [=], and then press [OK].

B press [ox].

B Place originals, and then press the
[Start] key.
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Centre/border erase

Selecting [Diff. Width]

B press [Edivstamp).

Uiy o]
B Bypass

- )R-

EdtStamp

Auto Reduce Enlarge i ggjgg ggjgg i 93%% 100%|

°[]

Cover/Slip Sheet

Dup Combine /Series| FReduce,Enlame

EI Press [Erase].
B Press [Centre/Border].

ﬂSet the centre and border to be
erased.

Selecting [Same Width]

@ Press [Same Width].

@ Press [Centre], and then set the
erase centre width using (41
and [=—].

O Ready

Erase

@ Press [Diff. Width].

@ Press the key for the part you
want to change, and then set
the erase margin width using
[+]and [—].

O Ready

Erase

Select the area, then adjust width to erase with (IS,
Certre [ 10m

ame Width ;

© Press [0OK].
B Press [OK].

ﬂ Place originals, and then press the
[Start] key.

Margin Adjustment

You can shift the image to the left,
right, top, or bottom to make a bind-
ing margin.

Select the area, then adjust width to erase with EIE)

[ Centre 10m

<2~

© Press [Border], and then set the
erase border width using [4]
and [=—].

O Press [OK].

A=

>
Il

p Reference
Related default settings:

p-96 “Front Margin: Left/Right”
p-96 “Back Margin: Left/Right”
p-96 “Front Margin: Top/Bottom”
p-96 “Back Margin: Top/Bottom”

p-97 “1 Sided—2 Sided Auto Mar-
gin: TtoT”
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& Note

O You can change the width of the
binding margin as follows:

Metric | 0-30 mm
version | (increments of 1 mm)
Inch 0"-1.2" (increments of 0.1")
version
n Press [Edit/Stamp].

(2 Of3E [)
| A3 | B5

4L O L
B4 Bypass

uta Reduce/£ntarge ! Egjag ! Egjag ! BS%! 100%|

g Press [Margin Adjustment].

aSet a binding margin for front
pages. Press [«] and [—] when
setting the left and right margins,
and [{] and [T] when setting the
top and bottom margins.

& Note
O To change the value entered,

press [«], [-], [], [T] to set it.

O If you do not need to specify
margins for back side pages,
proceed to step B.

nSet a binding margin for back
side pages. Press [«] and [—]
when setting the left and right
margins, and [{]and [T] when set-
ting the top and bottom margins.

& Note

O Margins on the back side of the
page is possible only when [2 Sid-
ed] or [Combine 2 Side] is selected.

B Press [OK] twice.

ﬂ Place originals, and then press the
[Start] key.

Background Numbering

Use this function to have numbers print-
ed in the background. This can help you
to keep track of confidential documents.

R-R

ZLFX170E

& Note
O You can enter a number between 1
and 999.

AP Reference
Related default settings:

p-99 “Size”
P-99 “Density”

B press [Edivstamp).

u Do o3E Djau o] o
51 B4 | ams

B Press [Stamp].
B Press [Background Numbering].

ﬂ Enter the number to start count-
ing from using the number keys,
and then press [OK].

B Press [OK] twice.

B Place originals, and then press the
[Start] key.
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Preset Stamp

Frequently used messages can be
stored in memory and stamped on
copies.

URGENT

R

Rc>

One of the following eight messages
can be stamped on copies with a
frame around it:

"COPY", "URGENT", "PRIORITY",
"For Your Info.", "PRELIMINARY",
"For Internal Use Only", "CONFI-
DENTIAL", "DRAFT".

GCSTMP1E

Stamp position and original orientation

]
0.0 @
[/ 0i8L0
s
3 2@ e
C
<
& 5 To &
[ © (6.6
o [® i®
© ee
E 0 0o
£
E] o e ®
o
3 =
te o ©
[ o © ®
e e ©
[keyonthedispy| R [+ [A[€ [ [2 [ [ L[N ]
[S|amppositwon]@I@I@I@I@l@l@lI®]
iC

& Note
O You cannot use the bypass tray
with this function.

O Only one message can be stamped
at a time.

A Reference
p-99 “Stamp Priority”
p-99 “Stamp Language”
p-99 “Stamp Position”
p-100 “Stamp Format”

B press [Edivstamp).

ﬂ Press [Stamp].
B Press [Preset Stamp].
ﬂ Select the message number.

B Press [All Pages] or [1st Page only] to
select the print page.

& Note

O You can change the position,
size, and density of the stamp.
See p.60 “To change stamp posi-
tion, size, and density”.

B After you have specified all nec-
essary settings, press [OK].

ﬂ Press [OK] twice.

B Place originals, and then press the
[Start] key.
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To change stamp position, size, and

Stamp position and original orientation

density
l] Press [Change]. ®
[ORNOREC)]
ﬂ Select the position for print, size, ) .00
. o
and density, and then press [OK]. g violo
f ©
O Ready » 5 @ 0®
g ® 6 6
Pasttion/SizeDensity
=Stamp Position> =Site> =Density ° ® @
©
® 0
D SRR
c
"3' o lele
8
g o ® o
User Stamp 5 s ©
: : : [Keonthedwspla[ﬁ[ﬂ*[ﬂ[ [9"‘[—)[![ [N]
Prints a reglstered stamp onto copies. [S(:mp posmony[ slolololelolole o]

®

GCSTMPOE

B Preparation

You have to register a user stamp
before using this function. See p.61
“To program the user stamp”.

60

GCSTMPGE

& Note
O You cannot use the bypass tray
with this function.

O Only one message can be stamped
at a time.

O You can combine this function
with only one Preset Stamp.

pe Reference
Related default settings:

p-100 “Stamp Position 1 - 4”
p-100 “Stamp Format 1 - 4”

B press [Edivstamp).

iurto Reduce/Enlarge Eg:gg Eg:gg i g Bxi 100%|

) [ B e

CoverSlip Sheet Edit Stamp p.Combine/Seriesf  Reduce/nlarge
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g Press [Stamp].
B Press [User Stamp].
ﬂ Select the stamp number.

B Press [All Pages] or [1st Page only] to
select the print page.

) Ready
User Stamp

<Stamp Position=

& Note

O You can change the stamp posi-
tion. See p.61 “To change the
stamp position”.

ﬂAfter all settings are complete,
press [OK].

ﬂ Press [OK] twice.

B Place the original, and then press
the [Start] key.

To change the stamp position

l] Press [Change].

B Select the position, and then press
[OK].

O Ready
Stamp Position

To program the user stamp

& Note

O The range of stamp images for
readability is 10-297 mm high
(0.4"-11.7") and 10-432 mm (0.4"-
17.0") wide. However, if the value
exceeds the maximum area (5,000
mm?, 7.75 inch?), it is automatically
adjusted to a value within range.

O Up to four frequently used images
can be stored in memory.

nMake sure the machine's copier
function is selected.

B Press the [User Tools/Counter] key.

&/=
e R4
Roceve & ¢ [ Sk

ZEWS050E

BPress [Copier/Document Server Fea-
tures].

s/Counterfinquiry

\EIE! . i | &
- I——
& e | [d
E o [
ﬂ Press [Stamp].
B Press [User Stamp].

B Press [Program/Delete Stamp].
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ﬂ Press [Program], and then press the
stamp number (1-4) you want to
program.

& Note

O Stamp numbers displayed with
© next to them already have
settings.

O If the stamp number is already
in use, the machine will ask you
if you want to overwrite it .
Press [Yes] or [No].

B Enter the user stamp name using
the letter keys on the display pan-
el. You can register up to 10 char-
acters.

g Press [OK].

p Reference

“Entering Text”, General Set-
tings Guide

mEnter the horizontal size of the
stamp using the number keys,
and then press [#].

m Press [Vertical], and then enter the
vertical size of the stamp using
the number keys, and then press

[#].

m Place the original for user stamp
on the exposure glass, and then
press [Start Scanning].

The original is scanned, and the
stamp is registered.

& Note

O Originals cannot be scanned
from the ADF when program-
ming the user stamp.

[B Press [Exit].

m Press [Exit].

The Copier/Document Server Fea-
tures main menu appears.

[B Press [Exit].
The initial display appears.

To delete the user stamp

#Important
O You cannot restore a deleted
stamp.

nMake sure the machine's copier
function is selected.

g Press the [User Tools/Counter] key.

Commu-
nicating

fresve 1 ¢ O %

ZEWS050E

BPress [Copier/Document Server Fea-
tures].

s/Counter/inquiry

|@p e | | &
- TEE—
B o | [3
(& e | [m
ﬂ Press [Stamp].
B Press [User Stamp].

B Press [Program/Delete Stamp].

ﬂ Press [Delete], and then press the
stamp number you want to delete.

B Select [Delete], and then press [Ex-
it].
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ﬂ Press [Exit].

The Copier/Document Server Fea-
tures main menu appears.

m Press [Exit].
The initial display appears.

Date Stamp

Use this function to print dates onto
copies.

02/04/2003

You can select from the following
date formats:

e MM/DD/YYYY
e MM.DD.YYYY
e DD/MM/YYYY
e DD.MM.YYYY
* YYYY.MM.DD

GCSTMP3E

Stamp position and original orientation

a @] [©]
© =%
g HHO
c
s :
@ o @ _ie
[
® o ie
D Q @
£
2 io @
=)
[«>)
= oLl ¢
e ®
lKeyon(hedlsp\ayl LS 11‘ l?‘ llﬂ l W+ l Nl
lStampposit\on l@l@ l@ I@l@l@]

GCSTMP7E

& Note
O You cannot use the bypass tray
with this function.

A Reference
Related default settings:
p-101 “Format”
p-101 “Font”
p-101 “Stamp Position”
p-101 “Stamp Setting”
p-101 “Size”
p-101 “Superimpose”
“Timer Settings”, General Settings
Guide

n Press [Edit/Stamp].

IalDZIaIDSIEID’AIEID L
Ad A3lBS Bd | e

J Auto ReduceEnlarge i FEaE it i g 3%; 100%
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g Press [Stamp].
B Press [Date Stamp].

ﬂ Press [All Pages] or [1st Page only] to
select the print page.

) Ready
Date Stamp

Check format and position of date.

<Today is>
151072003 | Change Fomat

=Gtamp Pos Rion= <Print Pages

_ hanga

& Note

O You can change the format and
position of the date stamp. See
p-64 “To change the date for-
mat”.

BAfter all settings are complete,
press [OK].

ﬂ Press [OK] twice.

ﬂ Place the original, and then press
the [Start] key.

To change the date format

n Press [Change Format].

O Ready
Date Stamp

Check format and pos ftion of date

<Today is=
1571072003

<Stamp Pusition=

(R

B Select the date format, and then
press [OK].

To change the stamp position

l] Press [Change].

BSelect the date stamp position,
and then press [OK].

O Ready
Stamp Position

Page Numbering

Use this function to print page num-
bers onto copies.

R=>

There are six types of Page Number-
ing (“n” is the total number of pages
in original):

e P1,P2,...Pn

e 1/n,2/n,..n/n

e -1-,-2-,..n-

e P1,P2..Pn

e 1,2..n

e 1-1,1-2,.1-n

P1

RV5

CP2G0100



Copier Functions

Stamp position and orientation of D press [Edit/Stamp].
originals
@ ® :) iutto Reduce/Enlarge i Egjgg i Egjgs i g axi 100%
[/
% CoverSlip Sheet Edit Stamp Dup ombine;Seri Reduce/Enlarge
@ - o e lo
PN g Press [Stamp].
- B Press [Page Numbering].
[ alie ﬂ Select the format.
8 —
® é
%gfayr:;l::::is:i‘ay% g % g % g % é % 5 % g % umbering fomyta: 1~10 the end
& Note
O You cannot use the bypass tray & Note
with this function. O You can specify the stamp posi-
0 tion, pages to be stamped, and
Reference numbering. See p.66 “To change
Related default settings: the stamp position”, and p.66
p-101 “Stamp Format” “Specifying the first printing
p.101 “Font” page and start number”.
p-101 “Size” B After all settings are complete,
p-101 “Duplex Back Page Stamp- press [OK].
ing Position B Press [OK] twice.
p-102 “Page Numbering in Com-
bine” ﬂ Place the originals, and then press

p-102 “Stamp on Designating Slip the [Start] key.
Sheet”
p-102 “Stamp Position”

p-102 “Superimpose”
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To change the stamp position

l] Press [Change].

B Select the position, and then press
[OK].

& Note

O To change the number entered,
press [Clear] or the [Clear/Stop]
key, and then enter a new
number.

B Press [Numbering from/to], enter the
number of the page from which to
start numbering using the
number keys, and then press the

[#] key.

@ Note

O The example below shows the
first printing page as “2”and the
start number as “3”.

Specifying the first printing page and
start number

If you selected (P1, P2..., -1-,-2-...,
P1,P2.,1,2...,)

& Note

O The following explanation uses P1,
P2... as an example. The steps are
the same for other selections.

n Press [Change] on the right side.

g Press [First Printing Page], then en-
ter the original page number from
which to start printing using the
number keys, and then press the
[#] key.

Change Numbering  <P1,P2e-->
Enter starting page number, then press @)

5

| ~totheend | Last Number §

umbering fromito

P3

AB

Ad7|®

GCANPE2J

ﬂ Press [Last Number], enter the
number of the page to stop num-
bering using the number keys,
and then press the [#] key.

Change MUTbering  <P1,Fze->
Enter last page number, then press @

totheend |

@ Note

O If you want to number all pages
to the end, press [to the end].

BWhen page designation is com-
plete, press [OK].

ﬂ Press [OK] 3 times.



Copier Functions

If you selected (1/5, 2/5...)

n Press [Change] on the right hand
side of the display.

B Press [First Printing Page], then en-
ter the original page number from
which to start printing using the
number keys, and then press the

[#] key.

Change Numbering <175, 25>
Enter starting page number, then press @

Printing starts fom page ___5

1 ~totheend | Last Mumber |

Print total pages as

& Note

O You can enter between 1 and
9999 for the original page
number from which to start
printing.

O To change the number entered,
press [Clear] or the [Clear/Stop]
key, and then enter a new
number.

B Press [Numbering from/to], then en-
ter the number of page from
which to start numbering using
the number keys, and then press
the [#] key.

ﬂ Press [Last Number], then enter the
number of page at which to stop
numbering using the number
keys, and then press the [#] key.
Proceed to step B when not chang-
ing .

& Note

O To print on the last page, press
[to the end].

O The last number is the last page
number printed. For example, if
[Total Pages] is ten, if you want
to print seven pages up to page
7, enter [7] as the [Last Number].

O Normally, you do not need to
enter this number.

B Press [Total Pages], enter the total
number of original pages using
the number keys, and then press
the [#] key.

BWhen page designation is com-
plete, press [OK].

& Note

O To change the settings after
pressing [OK], press [Change],
and then enter the numbers
again.

ﬂ Press [OK] 3 times.

If you selected (1-1, 1-2,...)

nPress [Change] on the right hand
side.

B Press [First Printing Page], and then
enter the original page number
from which to start printing using
number keys, and then press the

[#] key.

Change Mumbering  <1-1,1=2+=->
Enter starting page number, then press @,

& Note

O To change the number entered,
press [Clear] or the [Clear/Stop]
key, and then enter a new
number.
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B Press [First Chapter No.], enter the
chapter number from which to
start numbering using the
number keys, and then press the

[#] key.

& Note

O You can enter between 1 and
9999 for the chapter number
from which to start numbering.

ﬂ Press [Numbering from/to], and then
enter the page number from
which to start numbering using
the number keys, and then press
the [#] key.

B Press [OK].

BWhen page designation is com-
plete, press [OK].

ﬂ Press [OK] twice.

Covers

Use this function to create cover
sheets by adding additional pages of
different paper, or copying existing
pages onto different paper.

5] Preparation
Before selecting this function, set
the tray for front cover sheets. See
“Cover Sheet Tray” in “Tray Paper
Settings”, General Settings Guide.

& Note

O The cover sheet should be the same
size and orientation as the copy pa-
per.

O You cannot set the copy paper in
the bypass tray. Only set cover or
slip sheets in the bypass tray.

O When selecting Copy, select wheth-
er the front and back covers are
copied one-sided or two-sided. See
“Cover Sheet Tray”in “Tray Paper
Settings”, General Settings Guide.

< Front cover
The first page of originals is copied
onto a specified cover sheet paper,
or a cover sheet is inserted before
the first copy page.

e Copy

=

e Blank

12 I::> 1B

< Front/Back covers
The first and last page of original is
copied onto a specified cover sheet

paper.
¢ Copy
2! 2!
1 1
e Blank
| ﬂ
1B 1_2
/OReference
p.98 “Front Cover Copy in
Combine”
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BD press [Coverrsiip Sheet].

utn Reduce/Enlarge i ggjgg ggjgg i 93%% 100%|

e G

gPress [Front Cover] or [Front/Back
Cover].

B Select [Copy] or [Blank] for the cov-
er sheet.

ﬂ Select the paper tray containing
the paper to copy the originals on-
to, and then press [OK].

BPlace originals in the ADF, and
then press the [Start] key.

Designate

Use this function to copy specified
pages of original onto slip sheets.

1 1

5] Preparation
Before selecting this function, set
the tray for slip sheets. See “Cover
Sheet Tray”and “Slip Sheet
Tray”in “ Tray Paper Settings”,
General Settings Guide.

& Note

O Load slip sheets in the same size
and orientation as copy paper.

O You cannot set copy paper in the
bypass tray.

O You can specify up to 20 pages .
B press [Coverssiip Sheet].

aoresgoge | T ] BER2 | sar]100%

-0

g Press [Desig./Chapter].

B Press the key to select the chapter
number.

ﬂEnter the page number of the
original that you want to copy
onto a slip sheet using the
number keys, and then press the

[#] key.
B To specify another page location,
repeat steps f] to .

& Note
O To select chapters 11 to 20, press
the [v11~20] key.

BWhen page designation is com-
plete, press [OK].

ﬂ Press [OK].

B Select the paper tray containing
the paper to copy the originals on-
to.

gPlace originals in the ADF, and
then press the [Start] key.
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Chapters

Page numbers you specify with this
function will appear on the front of
copy sheets.

ﬁ Preparation
Before selecting this function,
press [Dup./Combine/Series] and se-
lect the Duplex (1 Sided—2 Sided)
or Combine function.

& Note

O This function can be used only
when you use the Duplex (1
Sided—2 Sided) or Combine func-
tion.

O You can specify up to 20 pages.
BD press [Coverrsiip Sheet].

B4

woreswsgnge | 120 | B0AE | 951 100%

ﬂWhen page designation is com-
plete, press [OK].

m Press [OK].

ﬂ Place originals, and then press the
[Start] key.

Slip Sheets

Every time the originals' page chang-
es, a slip sheet is inserted. This func-
tion can be used to automatically
insert a slip sheet between OHP
transparencies, or as a stacking func-
tion. You can also copy onto slip
sheets.

g Press [Desig./Chapter].
B Press [Chapter].

ﬂ Press the key to select the chapter
number.

B Enter the number of the chapter's
first page using the number keys,
and then press the [#] key.

BTO specify another page, repeat
steps@to B.

& Note

O To select chapters 11 to 20, press
the [v11-20] key.

5] Preparation
Before selecting this function, set
the tray for slip sheets. See "Slip
Sheet Tray" in “Tray Paper Set-
tings”, General Settings Guide.

& Note

O Load slip sheets in the same size
and orientation as copy paper or
OHP transparencies.
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< When using OHP transparencies from
the bypass tray

¢ Copy

d

& Note

O Press the [#] key and select [OHP
Sheet] in Special paper. See p.25
“When copying onto special pa-

”

per .
BD press [Coverssiip Sheet].

B4 Eass

utn Reduce/Enlarge i ggjgg ggjgg i 93%% 100%|

(1710 - (7] | Cl- )

EdtStamp

] Dup.Combine /Serie: FReduce,Enlame

B3 press [Siip Sheet].

B) seiect [Copy] or [Blank], and then
press [OK].

ﬂ Select the paper tray containing
the sheet paper to copy the origi-
nals.

When using OHP transparencies,
open the bypass tray or set Paper
Tray 2.

B Place the originals, and then press
the [Start] key.
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Storing Data in the Document Server

The Document Server enables you to
store documents in memory and print
them as you want.

ﬂlmportant

O Machine failure can result in data
loss. Important data stored on the
hard disk should be backed up.
The manufacturer shall not be re-
sponsible for any damage that
might result from loss of data.

& Note

O Data stored in the Document Serv-
er is deleted after three days by set-
ting default. You can specify a
period after which stored data is
automatically deleted. For more
information about settings, see
“Auto Delete File” in “Key Opera-
tor Tools”, General Settings Guide.

l] Press [Store File].

JuceEniarge g s g feand g 9 ng 100%

R4+AZ

Store File

B Enter a user name, file name, or
password if necessary.

File Inormation |
Mone

- [ UserName %
uce.£nlarge ! Eg:ag ! i ! 9 S%! 100%

st COPYO00T

........... | File Name i
L

Mong

2|.|D§|.|D4|_|D
B4=

,O Reference

For details about how to regis-
ter the user name, file name, or
password, see General Settings
Guide.

B press [oK].
ﬂ Place the originals.

pe Reference
For more information about the
types of originals that can be
placed and how to place them,
see p.11 “Placing Originals”.

BMake the scanning settings for
the originals.

B Jjau d
B4

fute Reduce/Enlarge Eg:gg Eg:gg

]

l_@EI Special Original § f

B Press the [Start] key.

Originals are scanned and stored
in memory.

& Note

O To stop scanning, press the
[Clear/Stop] key. To resume a
paused scanning job, press [Con-
tinue] in the confirmation dis-
play. To delete saved images
and cancel the job, press [Stop].

O When placing an original on the
exposure glass, press the [#]
key after all the originals have
been scanned.

3 To check the document has been
stored, press the [ Document Serv-
er] key to display the document
selection screen.



Programs

Programs

You can store frequently used copy
job settings in machine memory and
recall them for future use.

Storing a Program

& Note
O You can store up to 10 programs.

3 You can select the standard mode
or program No. 10 as the mode to
be set when modes are cleared or
reset, or immediately after the op-
eration switch is turned on. See
p-93 “Change Initial Mode” .

O Paper settings are stored based on
paper size. However, if you have
more than one paper tray contain-
ing same size paper, the tray prior-
itized with User Tools (System
Settings) is selected first. See “Pa-
per Tray Priority” in “Tray Paper
Settings”, General Settings Guide.

O Programs are not deleted by turn-
ing the power off or pressing the
[Clear Modes] key. They are can-
celed only when you delete or
overwrite them with another pro-
gram.

n Edit the copy settings so all func-
tions you want to store in this pro-
gram are selected.

B Press the [Program] key.

(> ][ e ]h*]

ZLFH180E

B Press [Register].

Program (Copy)
Select program Mo_to recall

|1 Jrepart] 1% 2 [reen
I
el
Cel

e

jii <P Register E Change Mame i

T

;\x

|
e
|

+> Recall

ﬂPress the program number you
want to store.

& Note

O Program numbers displayed
with £ next to them already
have settings.

pe Reference
p-74 “Changing a stored pro-
gram”

B Enter the program name using the
letter keys on the display panel.

You can enter up to 40 characters.

Shift Lock

/O Reference

For details about entering char-
acters, see “Entering Text”, Gen-
eral Settings Guide.

& Note

O If you do not want to enter a
program name, proceed to step

a.
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Copying

@ press [0k,

When the settings are successfully
stored, the program name appears
on the right side of the registered
program number. After a while,
the initial copy display appears.

Changing a stored program

n Check the program settings.

& Note

O To check the contents of a pro-
gram, recall it. See p.74 “Recall-
ing a Program”.

2] Repeat steps @ to B of “Storing a
Program”.

B Press [Register].
Repeat steps B and @ of “Storing a
Program”.

& Note

O When overwritten, the earlier
program is deleted.

Deleting a Program

n Press the [Program] key.
B Press [Delete].

To UGI EUUE i

{22 [report2
e
N
N
1 |

T Chenge Name ; Delete §

B Press the number of the program
you want to delete.
ﬂ Press [Yes].

The program is deleted, and the in-
itial copy display appears.

Recalling a Program

n Press the [Program] key.
B press [Recall].

Program (Copy)
Select program Mo_to recall

|1 Jrepart]

B Press the number of the program
you want to recall.

The stored settings are displayed.

& Note

O Program numbers displayed
with £ next to them already
have settings.

ﬂ Place the originals, and then press
the [Start] key.



If Your Machine Does Not Operate As You

Want

When a Message Is Displayed

The following chart contains explanations of common messages. If other mes-

sages appear, follow the instructions as displayed.

& Note

O For messages not listed here, see General Settings Guide.

Message

Causes

Solutions

Cannot detect
original size.

An irregular original is
placed. See p.10 “Sizes dif-
ficult to detect”.

Place custom size originals on the
exposure glass. See p.12 “Placing
Originals on the Exposure Glass”.

Input the horizontal and vertical
size of the custom size original. See
p-12 “Placing Originals on the Expo-
sure Glass”.

Select paper manually, not with the
Auto Paper Select function.

Do not use the Auto Reduce/En-
large function.

Original is not placed.

Place originals.

Check original
orientation.

There is no copy paper in
the same orientation as the
originals.

Place the original in the same orien-
tation as the copy paper.

Check paper size.

An irregular paper size is
set.

Press the [Start] key and copying
will start on the selected paper.

Rotate Sort is not
available with
this image size.

A paper size for which Ro-
tate Sort is not available is
selected.

Select a proper paper size. See p.108
“Sort, Rotate Sort, Stack”.

Cannot staple pa-
per of this size.

The Staple function cannot
be used with the paper size
selected.

Select a paper size that can be used
with the Staple function. See p.110
“Staple”.

Duplex is not
available with
this paper size.

A paper size not available
when using the Duplex
function has been selected.

Select a proper paper size. See p.112
“Duplex”.

Maximum number of
sets is *

The number of copies ex-
ceeds maximum copy
quantity.

You can change the maximum copy
quantity. See p.93 “Max. Copy
Quantity”.

e ——————
3. Troubleshooting

75



76

Troubleshooting

Message

Causes

Solutions

Scanned pages ex-
ceeded max.
number. Do you
want to store the
scanned pages as a
file?

The number of scanned
pages exceeds the capacity
per file of the Document
Server.

If you want to store scanned origi-
nals as a file, press [Store File]. The
originals are stored as a file in the
Document Server. If you do not
want to store any scanned originals,
press [No]. Scanned data will be
cleared.

The Magazine or
Booklet mode is
not available due
to mixed image
mode .

You selected the Magazine
or Booklet function for
originals scanned using
different functions, such as
copy and printer.

Make sure originals for the Maga-
zine or Booklet function are scanned
using the same function.

Cannot copy. Orig-
inal is being
scanned by other
functions.

The Document Server func-
tion is in use.

To cancel a job being processed,
press [Exit], and then press the [Doc-
ument Server] key. Next, press the
[Clear/Stop] key. When the message
”[Stop] key was
pressed.Stop storing?”
appears, press [Stop].




If You Cannot Make Clear Copies

If You Cannot Make Clear Copies

Problem

Causes

Solutions

Copies appear dirty.

The image density is too
dark.

Adjust the image density. See p.26
“Adjusting Copy Image Density”.

Auto Image Density is not
selected.

Select Auto Image Density. See p.26
“Adjusting Copy Image Density”.

The reverse side of an orig-
inal image is copied.

The image density is too
dark.

Adjust the image density. See p.26
“Adjusting Copy Image Density”.

Auto Image Density is not
selected.

Select Auto Image Density. See p.26
“Adjusting Copy Image Density”.

A shadow appears on cop-
ies if you use pasted origi-
nals.

The image density is too
dark.

Adjust the image density. See p.26
“Adjusting Copy Image Density”.
Change the orientation of the origi-
nal.

Put tape over pasted parts.

The same copy area is dirty
whenever making copies.

The exposure glass or ADF
is dirty.

Clean them. See General Settings
Guide.

Copies are too light.

The image density is too
light.

Adjust the image density. See p.26
“Adjusting Copy Image Density”.

The paper size is not suita-
ble.

Use a recommended paper size.

& Note
O Alight copy may result when
you use damp or rough grain pa-

per.

The toner cartridge is al-
most empty.

Add toner. See General Settings
Guide.

Parts of the image are not
copied.

The original is not set cor-
rectly.

Place originals correctly. See p.11
“Placing Originals”.

An irregular paper size is
selected.

Select a proper paper size.

Copies are blank.

The original is not placed
correctly.

When using the exposure glass,
place originals face down. When us-
ing the ADF, place them face up. See
p-11 “Placing Originals”.

A moiré pattern is pro-
duced on copies.

R~

Original has a dot pattern
image, or too many lines.

Position the original on the expo-
sure glass at a slight angle.
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If You Cannot Make Copies As You Want

This section explains causes of, and remedies for, unexpected copy results.

« Basic

Problem

Causes

Solutions

Copies are not stapled.

There are jammed staples
in the stapler.

Remove jammed staples. See Gener-
al Settings Guide.

& Note

O After removing jammed staples,
staples might not eject the first
few times you try to use the sta-
pler.

The number of copies ex-
ceeds stapler capacity.

Check the stapler capacity. See p.110
“Staple”.

Copy paper is curled.

Turn the copy paper over in the
tray.

Staples are wrongly posi-
tioned.

Originals are not placed
correctly.

Check originals are placed in the
correct position. See p.40 “Staple”.

You cannot combine sever-
al functions.

Selected functions cannot
be used together.

Check the combination of functions
and make the settings again.

See p.105 “Combination Chart”.

When sorting, the pages
are divided into two
blocks.

The memory became full in
the middle of sorting and
the pages were delivered in
two blocks.

You can interrupt copying when
memory becomes full. See p.103
“Memory Full Auto Scan Restart”.

Paper does not output dur-
ing printing with stapling.

If you stop printing while
using the staple function,

sheets not stapled during

printing may be left in the
staple unit.

Press the [Clear Modes] key and can-
cel copy settings, including stapling.




If You Cannot Make Copies As You Want

< Edit
Problem Causes Solutions
When using the Double The original and copy pa- | Select A3L? for A4 [J originals and

Copies function, parts of
the original image are not
copied.

per combination is not cor-
rect.

A4 for A5 originals. See = p.53
“Double Copies”.

When using the Border,
Centre, or Centre/Border
function, parts of the origi-
nal image are not copied.

You set a wide erased mar-
gin.

Make the margin width narrower.
You can adjust it between 2-99 mm.
See "Erase Border Width" and
"Erase Centre Width" in p.96 “Edit
1/2".

Place originals correctly.

Originals are not scanned
correctly.

Place originals correctly.

When using the Margin
Adjustment function, parts
of the original image are
not copied.

You set a wide erased mar-
gin.

There is a lack of margin
space on the opposite side
of the binding position.

Set a narrower margin with User
Tools. You can set the width be-
tween 0-30 mm (0"-1.2"). See p.96
“Front Margin: Left/Right”, p.96
“Front Margin: Top/Bottom”, p.96
“Back Margin: Left/Right”, and
p-96 “Back Margin: Top/Bottom”.

When using the Image Re-
peat function, the original
image is not copied repeat-
edly.

You selected copy paper of
the same size as the origi-

nals, or you did not select a
proper reproduction ratio.

Select copy paper of a larger size
than the originals.

Select a proper reproduction ratio.

«» Stamp

Problem

Causes

Solutions

The stamp position is
wrong.

The paper orientation is
wrong.

Check the paper orientation and
stamp position.
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< Combine

Problem

Causes

Solutions

You cannot fold copies into
abook using the Booklet or
Magazine function.

Combine Original Booklet
Format or Combine Origi-
nal Magazine Format is not
set correctly.

Change the setting.

When using the Combine
function, parts of the image
are not copied.

You specified a reproduc-
tion ratio that does not
match the sizes of originals
and copy paper.

When you specify a reproduction
ratio using the Manual Paper Select
function, make sure the ratio match-
es originals and the copy paper.

& Note

O Select the correct reproduction
ratio before using the Combine
function.

Copies are not in correct or-
der.

You placed the originals in
incorrect order.

When placing a stack of originals in
the ADF, the last page should be on
the bottom.

If you place an original on the expo-
sure glass, start with the first page to
be copied.

< Duplex
Problem Causes Solutions
When using Duplex, copy | You placed the originals in | Place the originals in the correct ori-
is made Top/Bottom even | the wrong orientation. entation. See p.11 “Original Orienta-
though Left/Right is se- tion” .
lected.

Copies are not in correct or-
der.

You placed the originals in
incorrect order.

When placing a stack of originals in
the ADF, the first page should be on

top.

If you place an original on the expo-
sure glass, start with the first page to
be copied.




If You Cannot Make Copies As You Want

When Memory Is Full

& Note

O If you set [Memory Full Auto Scan Restart] in User Tools (see p.103 “Memory Full
Auto Scan Restart” ) to [Yes], even if memory becomes full, the memory over-
flow message will not appear. The machine will make copies of scanned orig-
inals first, then automatically scan and copy remaining originals. When this

happens, the resulting sorted pages will not be sequential.

Message

Causes

Solutions

Memory is full.*
originals have been
scanned.

Press [Print] to
copy scanned origi-
nals.Do not remove
remaining originals.

& Note

O Copying will stop and this
message will be displayed
when the memory is full.

The scanned original exceeds
the number of pages that can
be stored in memory.

Press [Print] to print out al-
ready scanned originals and
then delete scan data.

Or, press [Clear] to simply de-
lete scan data.

Press [Resume] to
scan and copy re-
maining originals.
[Stop] [Resume]

The machine checks if the re-
maining originals should be
copied, after the scanned orig-
inal is printed.

To continue copying, remove
all copies, and then press
[Resume]. To stop copying,
press [Stop].
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e
4. User Tools (Copier/Document
Server Features)

User Tools Menu (Copier/Document
Server Features)

User Tools item name ’ Default

General Features 1/4 See p.91 “General Features /4"

Auto Paper Select Priority ON

Auto Tray Switching With image rotation

Paper Display Display

Original Type Priority Text

Original Type Display Display

Auto Image Density Priority Text: On
Text/Photo: On
Photo: Off
Pale: On

Generation Copy: On

Copy Quality Text: Normal

Text/Photo: Normal
Photo: Print Photo

Pale: Normal

Generation Copy: Normal

Image Density Text: Normal

Text/Photo: Normal
Photo: Normal

Pale: Normal

Generation Copy: Normal

General Features 2/4 See p.93 “General Features 2/4”.

Duplex Mode Priority 1 Sided—1 Sided (metric)
1 Sided—2 Sided (inch)

Copy Orientation in Duplex Mode Top to Top
Original Orientation in Duplex Mode Top to Top
Change Initial Mode Standard
Max. Copy Quantity 99 Sheets
Tone: Original remains ON

Job End Call ON
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User Tools (Copier/Document Server Features)

User Tools item name

Default

General Features 3/4 See p.94 “General Features ®/4”.

Copy Function Key: F1-F5

o F1: 1 Sided—?2 Sided: T to T
o F2: 2 Sided: T to T—2 Sided:
TtoT

o F3: 1 Sided—1 Sided Com-
bine

o F4: 1 Sided—1 Sided Com-
bine: 4 originals

o F5: Create Margin

General Features 4/4 See p.94 “General Features 4/,”.

Document Server Storage Key: F1-F5

* F1: 2 Sided Original Top to
top

 F2: 1 Sided—1 Sided Com-
bine

* F3: 1 Sided—1 Sided Com-
bine: 4 originals

® F4: 1 Sided—1 Sided Com-
bine: 8 originals

o F5: Create Margin

”

Reproduction Ratio 1/2 See p.95 “Reproduction Ratio 1/,”.

Shortcut R/E

Metric version
eShortcut R/E 1: 71%
eShortcut R/E 2: 141%
eShortcut R/E 3: 93%
Inch version

eShortcut R/E 1: 73%
eShortcut R/E 2: 155%
eShortcut R/E 3: 93%

Enlarge 1-5

Metric version
eEnlarge 1: 115%
*Enlarge2: 122%
eEnlarge 3: 141%
eEnlarge 4: 200%
eEnlarge 5: 400%
Inch version
eEnlarge 1: 121%
eEnlarge 2: 129%
*Enlarge 3: 155%
eEnlarge 4: 200%
*Enlarge 5: 400%

Priority Setting: Enlarge

Metric version: 141%

Inch version: 155%




User Tools Menu (Copier/Document Server Features)

User Tools item name

Default

Reproduction Ratio 2/2 See p.95 “Reproduction Ratio 2/5”.

Reduce 1-6

Metric version
eReduce 1: 25%
eReduce 2: 50%
eReduce 3: 65%
eReduce 4: 71%
eReduce 5: 75%
eReduce 6: 82%
Inch version
eReduce 1: 25%
eReduce 2: 50%
eReduce 3: 65%
eReduce 4: 73%
eReduce 5: 78%
eReduce 6: 85%

Priority Setting: Reduce

Metric version: 71%
Inch version: 73%

Ratio for Create Margin

93%

R/E Priority

Reduce

Edit 1/2 See p.96 “Edit 1/,”.

Front Margin: Left/Right

Metric version: Left 5 mm
Inch version: Left 0.2”

Back Margin: Left/Right

Metric version: Right 5 mm
Inch version: Right 0.2”

Front Margin: Top/Bottom

Metric version: T/B 0 mm
Inch version: T/B 0”

Back Margin: Top/Bottom

Metric version: T/B 0 mm
Inch version: T/B 0”

1 Sided—2 Sided Auto Margin: TtoT

Metric version: Right 5 mm
Inch version: Right 0.2”

1 Sided—2 Sided Auto Margin: TtoB

Metric version: T/B 0 mm
Inch version: T/B 0”

Erase Border Width

Metric version: 10 mm

Inch version: 0.4”

Erase Original Shadow in Combine

Yes

Erase Centre Width

Metric version: 10 mm

Inch version: 0.4”
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User Tools (Copier/Document Server Features)

User Tools item name Default
Edit 2/2 See p.97 “Edit 2/,".

Image Repeat Separation Line None
Double Copies Separation Line None
Separation Line in Combine None
Copy on Designating Paper Yes

Front Cover Copy in Combine Combine
Copy on Designating Page in Combine Combine
Orientation: Booklet, Magazine Open to left

Copy Order in Combine

From left to right

Stamp See p.99 “Stamp”.

Background Numbering Size

Normal

Density

Normal

Preset Stamp Stamp Priority

COPY

Stamp Language

English

Stamp Position

Metric version

* Position: Top right

* Top Margin: 24 mm
* Right Margin: 24 mm
Inch version

* Position: Top right

* Top Margin: 1.0”

* Right Margin: 1.0"

Stamp Format

Size: 1x

Density: Normal

Page to Stamp: All Pages

User Stamp

Program/Delete Stamp

Stamp Position: 1-4

Metric version

* Position: Top right

* Top Margin: 24 mm
* Right Margin: 24 mm
Inch version

* Position: Top right

¢ Top Margin: 1.0”

* Right Margin: 1.0”

Stamp Format: 14

Page to Stamp: All Pages




User Tools Menu (Copier/Document Server Features)

User Tools item name Default

Date Stamp Format Metric version:
DD/MM/YYYY
Inch version:

MM/DD/YYYY

Font Font 1

Stamp Position Metric version

* Position: Top left

* Top Margin: 8§ mm
* Left Margin: 32 mm
Inch version

* Position: Top left

* Top Margin: 0.3”

* Left Margin: 0.8"

Stamp Setting Page to Stamp: All Pages
Size Auto
Superimpose No
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User Tools (Copier/Document Server Features)

User Tools item name Default
Page Numbering Stamp Format P1, P2...
Font Font 1
Size Auto
Duplex Back Page Stamping | Opposite Position

Position

Page Numbering in Combine

Per original

Stamp on Designating Slip
Sheet

No

Stamp Position

Metric version

e Position
P1,1/5,P.1, 1: Top right
-1-, 1-1: Bottom centre

e Top/Bottom Margin
P1,1/5,P.1,1: 12 mm
-1-, 1-1: 8 mm

* Left/Right Margin
P1,1/5,P.1,1: 12 mm
-1-,1-1: 0 mm

Inch version

e Position
P1,1/5,P.1, 1: Top right
-1-, 1-1: Bottom centre

e Top/Bottom Margin
P1,1/5,P.1,1:0.5”
-1-,1-1: 0.3”

* Left/Right Margin
P1,1/5,P.1,1:0.5”

-1-,1-1:0.0”

Superimpose No
Input/Output See p.102 “Input/Output”.
Switch to Batch Batch
SADF Auto Reset 5 seconds
Rotate Sort: Auto Paper Continue No
Auto Sort No
Memory Full Auto Scan Restart No
Select Stack Function Stack
Letterhead Setting No




Accessing User Tools (Copier/Document Server Features)

Accessing User Tools (Copier/Document

Server Features)

This section is for key operators in
charge of this machine. With User
Tools can change the machine's de-
fault settings.

& Note

O Be sure to exit User Tools and re-
turn to the initial copy display af-
ter all settings are finished. This
section describes system settings
you can set for the copier function.

O The selected key is highlighted.

O Any changes you make with User
Tools remain in effect even if the
main power switch or operation
switch is turned off, or the [Clear
Modes] key is pressed.

AP Reference
For details, see "Changing Default
Settings" in "User Tools (System
Settings)", General Settings Guide.

Changing Default Settings

l] Press the [User Tools/Counter] key.

The User Tools main menu ap-
pears.

=
@l
Sl MV

ZEWS050E

& Note

O When the key operator code is
set, the key operator code input
display appears when changing
the default settings. Enter the
registered key operator code be-
forehand. For key operator
codes, see “Key Operator
Tools”, General Settings Guide.

gPress [Copier/Document Server Fea-
tures].

The Copier/Document Server Fea-
tures menu appears.

B Select the menu you want to set.
The setting display for each menu
appears.

A Reference
p-83 “User Tools Menu (Copi-
er/Document Server Features)”

ﬂ Change settings by following the
instructions on the display panel,
and then press [OK].

89




User Tools (Copier/Document Server Features)

Exiting User Tools

n After changing default settings,
press [Exit] on the User Tools main
menu.

Changes to User Tools are com-
plete, and the machine is ready to

copy.

Copier/Docurnent Server &
w] Features i ‘ & Frangais !
D Facsimile Features I

-
; Printer Features I ‘ 1 Inquiry i
a
=] Seanner Features I ‘ [KEZ] Courter i
& Note

O You can also exit User Tools by
pressing the [User Tools/Coun-
ter] key.



Settings You Can Change with User Tools

Settings You Can Change with User Tools

< Paper Display

General Features 1/4 You can choose to have the availa-
ble paper trays and sizes shown on
% Auto Paper Select Priority the initial display.
Auto Paper Select is the default & Note

setting. You can cancel this setting.

See p.28 “Selecting Copy Paper”. O Default: Display

O If you select [Hide], the display is

& Note shown as below. When [Auto Pa-
O Default: ON per Select] is pressed, paper sizes
appear on the display.

% Auto Tray Switching

If you load paper of the same size
in two or more trays, the machine
automatically shifts to the other
when the first tray runs out of pa-
per (when Auto Paper Select is se-
lected.) This function is called "@2! @z"@z! "!"!I o
"Auto Tray Switching". This set-
ting specifies whether to use Auto
Tray Switching or not.

uito Reduce/Enlane i Eg:gg i Eg:gg i g Bxi 100%|

CoverSlip Sheet ] Edit Stamp Dﬁnmhmaﬁenes Reduce/Enlarge

o

% Original Type Priority

& Note You can select the original type ef-

O Default: With Image Rotation fective when the power is turned

O [With Image Rotation] Use to copy on, or modes cleared. See p.27 ”SS'
when using the Auto Tray lecting the Original Type Setting”.
Switching function. & Note

O [Without Image Rotation] Only O Default: Text

copies with Auto Tray Switch-
ing if you load paper of the

o

% Original Type Display

same size and in the same orien- You can have the original types

tation in two or more trays. If shown on the initial display.

the paper is not the same size or

in the same orientation, copying & Note

is interrupted and the message O Default: Display

"Load paper." is displayed. O If you select [Hide], the display is
O [Off] When a paper tray runs out as below.

of paper, copying is interrupted
and the message "Load paper."
is displayed.

iuto Feducefalage | A4 ] BEAS

RV 0| ;o)

I_@EI Special Original |
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User Tools (Copier/Document Server Features)

o
0"

2
o

Auto Image Density Priority

Set this function to use Auto Image
Density when the power is turned
on, or modes cleared.

& Note

O Default: Text: On, Text/Photo:
On, Photo: Off, Pale: On, Genera-
tion Copy: On

Copy Quality
You can adjust the quality level of
copies for each original type (Text,
Text/Photo, Photo, Pale, Genera-
tion Copy).
e Text

Adjust text sharpness.

& Note
O Default: Normal

3 [Custom Setting] is the value
set during service setup.

O Choosing [Sharp] or [Sort] af-
fects the outline sharpness of
text.

e Text/Photo
When there are photo(s) and
text on the original, select which
takes priority.

& Note
O Default: Normal

3 [Custom Setting] is the value
set during service setup.

O [Normal] gives a balanced text
and photo reproduction.

¢ Photo
For a photo original, adjust the
finish quality level to match the
type of photo original.

& Note
O Default: Print Photo

3 [Custom Setting] is the value
set during service setup.

O Select [Print Photo] for printed
photo originals, and [Coarse
Print] for a coarse dot finish,
such as newspaper photos.

O Select [Glossy Photo] for print-
ed photo and text originals.

e Pale

Adjust the quality level for the

finish of a pale original with

normal density.

& Note
O Default: Normal

O [Custom Setting] is the value
set during service setup.

¢ Generation Copy
Adjust the quality level so as
not to thicken the lines of the
finish image.

& Note
O Default: Normal

O [Custom Setting] is the value
set during service setup.

< Image Density

You can select one of seven origi-
nal image density levels for each
original type (Text, Text/Photo,
Photo, Pale, Generation Copy).

& Note

O Default: Text: Normal, Text/Pho-
to: Normal, Photo: Normal, Pale:
Normal, Generation Copy: Normal



Settings You Can Change with User Tools

General Features %/,

< Duplex Mode Priority
You can select the type of the Du-
plex function effective when the
power is turned on, or modes
cleared.

& Note
O Default:

e Metric version: 1 Sided—1
Sided

e Inch version: 1 Sided—2 Sided

< Copy Orientation in Duplex Mode
You can set the copy orientation
when making two-sided copies.

& Note
O Default: Top to Top

< Original Orientation in Duplex Mode
You can set the original orientation
when making two-sided copies.

& Note
O Default: Top to Top

% Change Initial Mode
You can select standard mode or
Program No.10 as the mode effec-
tive when power is turned on, or
modes cleared.

& Note
O Default: Standard

< Max. Copy Quantity
The maximum copy quantity can
be set between 1 and 99.

& Note
O Default: 99 Sheets.

< Tone: Original remains
The beeper (key tone) sounds if
you forget to remove originals af-
ter copying.

& Note
O Default: ON

O If Panel Tone in User Tools (Sys-
tem Settings) is [OFF], the beep-
er does not sound, whatever the
Tone: Original remains setting.
See "Panel Tone" in “General
Features”, General Settings
Guide.

< Job End Call
You can choose to have the beeper
sound when copying is complete.

& Note
O Default: ON

O If Panel Tone of User Tools (Sys-
tem Settings) settings is [ON],
the machine beeps to notify you
that it did not complete a job for
reasons such as: the paper tray
ran out of paper, or a paper jam
occurred.
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General Features 3/,

General Features ¥/,

< Copy Function Key: F1-F5
You can assign frequently used
functions to function keys F1 to F5.

Copy Function Key:F 1
Select item to be programed with Key Mo 1 from left. Then press [OK]

L1~ 7 | ]
(11 B3| Ll | ]

[~

& Note
O Default:

¢ Copy Function Key: F1: 1
Sided—2 Sided: Tto T

¢ Copy Function Key: F2: 2 Sid-
ed: Tto T—2 Sided: Tto T

¢ Copy Function Key: F3: 1
Sided—1 Sided Combine

¢ Copy Function Key: F4: 1
Sided—1 Sided Combine: 4
originals

¢ Copy Function Key: F5: Cre-
ate Margin

< Document Server Storage Key: F1-F5
You can assign frequently used
functions to function keys F1 to F5.
You can also change assigned
functions.

Document Server Storage Hey: F1
Select item to e programed with Key Mo 1 from left. Then press [OK]

2] T ez (Original O
) ot o e

[ Sided origi 1 EE
Bz"ssrei

=TnumE[rﬂnm .
- Create 1

Baich

& Note
O Default:

* Document Server Storage
Key: F1: 2 Sided Original Top
to top

¢ Document Server Storage
Key: F2: 1 Sided—1 Sided
Combine

¢ Document Server Storage
Key: F3: 1 Sided—1 Sided
Combine: 4 originals

¢ Document Server Storage
Key: F4: 1 Sided—1 Sided
Combine: 8 originals

¢ Document Server Storage
Key: F5: Create Margin



Settings You Can Change with User Tools

Reproduction Ratio '/,

o
0"

2
o

Shortcut R/E

You can register up to three fre-
quently used Reduce/Enlarge ratios
other than the fixed Reduce/En-
large ratio and have them shown on
the initial display. You can also
change registered Reduce/Enlarge
ratios.

If no Reduce/Enlarge ratio has
been set when selecting [Shortcut
R/E 1], [Shortcut R/E 2], or [Shortcut
R/E 3], enter the ratio using the
number keys.

Enlarge 1-5

You can customize available en-
largement ratios by pressing [Re-
duce/Enlarge], followed by [Enlarge].

1155 § 1225 | 1415 § 2005
E4+AZ{ F+AZ fAs+AzfAs+AzE d00x
. frapeadnsenad | T F

1 1 \

I
Enlarge2 Enlarge3 Enlarge4  Enlarge5

Enlarge1

& Note
O Default:

® Metric version:
e Enlarge 1: 115%
¢ Enlarge 2: 122%
¢ Enlarge 3: 141%
e Enlarge 4: 200%
¢ Enlarge 5: 400%
¢ Inch version:
¢ Enlarge 1: 121%
¢ Enlarge 2: 129%
e Enlarge 3: 155%
¢ Enlarge 4: 200%
¢ Enlarge 5: 400%

O When selecting [User Enirg. Ra-
tio], enter a ratio using the
number keys (in the range of
101 to 400%).

% Priority Setting: Enlarge

You can set the ratio with priority
when [Reduce/Enlarge] is pressed,
followed by [Enlarge].

& Note

O Default:
e Metric version: 141%
e Inch version: 155%

Reproduction Ratio %/,

< Reduce 1-6

You can customize available re-
duction ratios by pressing [Re-
duce/Enlarge], followed by [Reduce].

Reduce! Reduce2 Reduce3 Reduce4 Reduce5 Reducef

& Note
O Default:

® Metric version:
e Reduce 1: 25%
e Reduce 2: 50%
e Reduce 3: 65%
e Reduce 4: 71%
e Reduce 5: 75%
e Reduce 6: 82%

e Inch version:
e Reduce 1: 25%
e Reduce 2: 50%
e Reduce 3: 65%
e Reduce 4: 73%
e Reduce 5: 78%
e Reduce 6: 85%

O When selecting [User Redc.Ra-
tio], enter a ratio using the
number keys (in the range of 25
t0 99%).
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% Priority Setting: Reduce
You can set the ratio with priority
when [Reduce/Enlarge] is pressed,
followed by [Reduce].

& Note
O Default:
e Metric version: 71%

e Inch version: 73%

2
o

Ratio for Create Margin
You can set a Reduce/Enlarge ra-
tio when registering Create Mar-
gin in a shortcut key.

& Note
O Default: 93%

2
o

R/E Priority

Specifies which tab has priority on
the display panel when [Reduce/En-
large] is pressed.

& Note
O Default: Reduce

Edit '/,

& Note

O Enter the width of the binding
margin using the number keys, as
follows:
¢ Metric version: 0-30 mm (1 mm

increments)
¢ Inch version: 0"-1.2" (0.1 in in-
crements)

O Enter the width of the erased mar-
gin using the number keys as fol-
lows:

e Metric version: 2-99 mm (1 mm
increments)

¢ Inch version: 0.1"-3.9" (0.1 in in-
crements)

< Front Margin: Left/Right
You can specify left and right mar-
gins on the front side of copies us-
ing the Margin Adjustment
function.

& Note
O Default:

e Metric version: Left 5 mm
e Inch version: Left 0.2”

Back Margin: Left/Right

You can specify left and right mar-
gins on the back side of copies us-
ing the Margin Adjustment
function.

2
o

& Note

O Default:
® Metric version: Right 5 mm
e Inch version: Right 0.2”

% Front Margin: Top/Bottom
You can specify top and bottom
margins on the front side of copies
using the Margin Adjustment
function.

& Note

O Default:
e Metric version: T/B 0 mm
e Inch version: T/B 0.0”

2

% Back Margin: Top/Bottom

You can specify top and bottom
