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1 CoOPY PROCEDURE #EE[1E%

1.1 LOADING DOCUMENTS HERTS

| 1.1.1 Document Feeder BB XTREE
1. Confirm that the document is free of tag 1. B ERE LEEERBL - BE - §]1Z24t58
paper, adhesive tape, staples, and clips, BFREYm - WHARKENRISEEE
and stretch out the document if it is e

wrinkled or folded.
2. Align the upper left corner of the document 2 ¥M[&EfsA A @ DUIEIFREIERER

so that the original size is correctly ST e
detected.

3. Load the document face up (when the 3. ENE(EEEBEBAATFE)SH L THE
document is 2-sided, place the front side REREENPR -

up) in the center of Document Feeder.

| 1.1.2 Document Glass 1B E 1k

1. Open the Document Cover. 1. FIBESZ -
2. Load the document face down with the 2. BIRHEEET  UHEBEEERNA FE
document aligned with the upper left KNERTS °

corner of the Document Glass.

—
o| T
—_——
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1.2 SELECTING FEATURES (CoPY) #E1ZTINEE (B ED)

1. Press the Home button. 1. B—TEE%: -

bt
Pins

E

=
Fax an 126D

= 6 : =

Copy (ID Card) ScanAuto IDE8ED

@

Copy (ID Card) ScanAuto ID-R48ED BEnm

& - ol

§ R t
Secure Print Asgg;’nie HERBIED 1BABIBIEDN(—Pis

&)

3. Configure necessary features. . PREBEREINEE o
4. Tap on [Start] to copy. . BRE [RE)) BRELED -

Quantity 1
1 i
2 Sided WH
11 Sided EE-¥E

Paper Supply AR Bt
Auto Select BE

Reduce/Enlarge FB VLA

100% — 100%

Pages per Side SREUNS)

off ‘ "

Lighten/Darken mE
[I Normal EI il
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1.3 ENTERING THE QUANTITY i A %8 E1 15 8]

1. Tap on [Quantity]. 1. #E (g -

B (1)U:I|LIL}’

3]

131 Sided

M <<

Paper Supply
—  Auto Select

Redu
100%

il

Pages per Side

Off

[I Lighten/Darken
Normal

E B

2. Entering the number of copies. 2. WIAEEHE -
3. Tap on [Start]. 3. ME[RF] -

< Quantity

If you have entered an incorrect value, press N A S22 8018 - 3¢ Il 86 A\ FFEfVE]
and enter the correct value. B-

Note: You can enter up to 999 for the number &7 - &= ofi#g A 999 EE1E -

of copies.
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2 BAsIc CoPY FEATURES EAEEIINEE

2.1 2 SIDED COPYING EEH/EHEE

Quantity

1

2 Sided

1-1 Sided

Paper Supply

Auto Select

11 Sided

1->2 Sided

2-2 Sided

2->1 Sided

1—1 Sided

Makes a copy of a 1-sided document on one
side of the paper.

1—2 Sided

Makes a copy of a 1-sided document on both
sides of the paper.

2—2 Sided

Makes a copy of a 2-sided document on both
sides of the paper.

2—1 Sided

Makes a copy of a 2-sided document on one
side of the paper.
Head to Head|

Select this option when you want the
orientation of the front and back sides of the
copy to be the same as that of the document.

Select this option when you want the
orientation of the front and back sides

of the copy to be the opposite of that of the
document.

EE-EME

i’ EERTSE IR ARRRVER -

EE-2H

%5 B H R AR 48 IR AR SRRV D

EE-2n

R EERTFE LR ARRRME -

EE-Enl

R EERBEINRARVER -

EAH

SR EEARIEEMNRERY T B EX A TTE
HER - HERIIR -

N

SR EEARIEEMRERY T B EX A TTE
MRE - BERIIR -
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2.2 PAPER SuppPLY #Af5RE =

2 Sided

1->1 Sided

Paper Supply
Auto Select

Reduce/Enlarge

100%

Auto Select

. A4l
Plain (64-70 gsm)

A3l
Plain (64-70 gsm)

As R
3 Plain (64-70 gsm)

A4l
Plain (64-70 gsm)

Auto Detect
Plain (64-70 gsm)

Auto

The paper type of all the trays are default as
plain paper. If one tray is out of paper, it will
select another tray with the same paper size
automatically.

Note: If the original size is different from the

paper tray, you must select the tray.

SRR

8%

FBUVEUR
100%

B8
1 A4l
L iBi%(64 ~ 709/m?)

A3l
EiEHK(64 ~ 70g/m?)

A4l
EiE@AK(64 ~ 709/m?)

A4l
Ei@AK(64 ~ 709/m?)

EEIEER]
B4R (64 ~ 70g/m?)

HEl

PREMBIARBEERSEEE - NR—E
AMBRERAT - AlZ B e EERR AR TR

A% .
on

R MREBR Y AGBOEERTFE
AU BB IBARA -
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2.2.1 Tray 5 (Bypass) &8 5 (FXAARL)

If you want to make copies on paper that EZEALRE 1 WARK  FEAMRE S (F&E

cannot be loaded in Tray 1, use Tray 5 ALER) EITHELD -

(Bypass).

1. Tap on [Tray 5] from [Paper Supply] 1. R (AREE])] =M@ - 3% [ 5]
screen.

Auto Select

Adll
Plain (64-70 gsm)

A3l
Plain (64-70 gsm)

A4l
3 Plain (64-70 gsm)

A4d
Plain (64-70 gsm)

Auto Detect
Plain (64-70 gsm)

> B3

A4l
L3FHiK(64 ~ 70g/m?)

A3HE
Zi@ffK(64 ~ 709/m?)

Adll
3B 4K (64 ~ 709/m?)

A4l

3B 4% (64 ~ 709/m?)
SEIEER]

3B K (64 ~ 709/m?)

2. Load paper with the side to be copied or 2. THBME  EEIFHIENMW—EET - 1§
printed on facing downward. Insert the AR E IR AARERAALE -

paper until its edge lightly touches against

the paper feed entrance.

SN
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2.3 PAGES PER SIDE Z5R&— (N & 1)

This feature allows you to copy two, four, or  LTAEETHE 2 & - 4 E 5} 8 EMEENEE— R4
eight pages of a document together onto a £

single sheet of paper.

Two pages are copied together onto
a single page.

Four pages are copied together onto
a single page.

Eight pages are copied together onto
a single page.

FBUVEUR

2 k5 1
1% 2 SRIRTBEEIR B —RAE L -

45R5 1
1% 4 sSRIGTSEEIRE—RAE L -

8RS 1
1% 8 sRIRTSEEIRE—RA L -
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2.4 CopYy OUTPUT N E/ARADE

Set the order for outputting the paper. SEEAEN R -

Folding
Off

Copy Output
% Auto

B#)

Output Dest. / Offset Stacking AR A=) bR Y= Tan

Center Output Tray, System Default

@ Auto

E‘E’@ Collated

ARUAKDE)

% Uncollated AR BUKER)

™ Uncollated with Separators R BE+#K

=

Copies are output collated when using auto LERBNBEEBEEDE  EAESE -
document feeder.

Collated DE (KHE)

The machine outputs sheets sorted into AR EEIEFRD BHBBMNHER -
sets that are arranged in page order.

Uncollated AP BE(IKER)

The machine outputs the specified number AR LTIEENERAEE  TikETE/E
of copies and sorts sheets by page. FHER -

lUncollated with Separators] KA E+E AR

The machine outputs copies with inserting A EHEHERDIFEAZTERIESEA -
blank sheets as a separator and sorts sheets iXBEHIEFLE -

by page.
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2.5 STAPLE (OPTIONAL) 25T (RESMNEE)

This feature allows you to set the position for |- THEET[ AR IB AL ETIMIS -

700N
stapling.
Note: This feature is optional.

Off

1 Staple Top Left
2 Staples Left

2 Staples Top

1 Staple Top Right

2 Staples Right

Staple - The number of sheets that can be 4T — DIEEETAYSR 8L 2-50 3R (1 FH 80 gsm
stapled is 2 - 50. (when 80 gsm paper is AR -

used).
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2.6 HOLE PuncH (OpPTIONAL) T AL(BESNB B)

This feature allows you to set the position of I ThEE ORI T LIS -

Ih

the hole punch.

Note: This feature is optional. TR EEEINES -

2 Holes Left

2 Holes Top

2 Holes Right

4 Holes Left

4 Holes Top

Hole Punch — 2 holes or 4 holes is available A, — MALEC PO A, O 281 -

for selection.
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2.7 ORIGINAL TYPE [Rig4EHY

This feature allows you to select the type of I IhBE Ot IR B 1B ST A FE4E - AU~ A8

documents, such as text and photos. By R - EREEHER  SoERAREENSE
selecting a document type, you can make BIEITERED -

copies at optimum image quality.
1. Tap on [Original Type]. 1. #E [RBEE] -

TR TISE Jib7)

PREGEE, KBAMBE

Center Output Tray, Systém Default

RIS

XFI8RRA (ENRIERR)

Original Type

Photo & Text / Printed Original

Mixed Size Originals
@ Off

=i

RERTRS
&

2. Tap on [Photo & Text]. 2. BE [x=/BR] -

=4 Photo & Text

Photo Type
Printed Original

Auto

=[E Photo & Text

Photo & Text =/ BE

Select this option when the document NHEEXFMBRE - BEEILEIE -
contains both text and photos.

XF

Select this option to make copies of text. BEX R RIBE - EEIbEE -
Photo B hH

Select this option to make copies of photos. BENB RIS - BEEIEIE -
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2.8 CoPY (ID CARD) ID F#&E[

This feature allows you to copy both sides of 1, THEE B (i 8 18 HE KSR A0/ N B4 (NS 1D
a small undetectable original, suchasan ID &) WIEEHEENER—HEAR L
card, onto one side of paper.

1. Tap on [Copy (ID Card)]. 1. 2% [ID £#ED)

@

Copy (ID Card) ScanAuto

2. Place the ID Card on document glass, 2. MBYHERIKEIEENR - AEBIE
then tap on [Start], copy the front side of (ERE)] - EEEHXHRIIER -

the card as usual.

~

Place an ID card near the top-left corner of the
document glass with the front side of the card facing
down.

Copy (ID Card) IDF43ED

~

SEISIDFIEEE T - MEEHMEREIEERZAMOTE -

3. Turn the card over without changing its 3. FETHAREEBRMNS - 2L
position and tap on [Scan] to copy the (EYEy ] EENX SR -

back side of the card.
=

BEBMHNED -

Copy (ID Card)

=

Scan the back side of the ID card.

ID-F4EED

Place the ID card near the top-left corner of the SIGEBMFVEEMNAT - MLERMERBERELLA -
document glass with the back side of the card facing

down.

1
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2.9 NON-STANDARD SiZE ORIGINAL JRELIINW R TS R ~F

When a document is of non-standard size, S HEBEDIINIRSN - MEAEELGS4H
and the output needs fit to the paper size, BRARER/NE - BIREBLUNRE -
follow the steps below.

1. Tap on [Reduce / Enlarge], and then 1. R [ poA/4E/) )

choose [Auto].

Paper Supply

Auto Select

Reduce/En darge
100%

Pages per Side
Off

Proportional %

100%

Auto

50%
A3->AS5, B4->B6

. Tap on [Paper Supply], and then choose

the tray you need.

2 Sided

1->1 Sided

Paper Supply

Auto Select

Reduce/En arge
100%

Paper Supply

Auto Select
VY |
Plain (64-70 gsm)

A3l
Plain (64-70 gsm)

A4l
Plain (64-70 gsm)
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HEERIEIE
8&

#BUVER
100%

BESRAEREE

BE-ED

HRoREEE
88

#BUVBK
100%

fRaREERE

B8l
Adll
L iHK(64 ~ 70g/m?)

A3l
B4R (64 ~ 70g/m?)

A4l
Bk (64 ~ 70g/m?)




3. Tap on [Original Size]. 3. INE [EfsR~T]) -

Original Orientation @%EFD]—
Upright YEFTRSE

Original Size RBRY
Auto Detect BaaR

Sharpness BRAE
Normal ZiR

4. Tap on [Auto Detect / Standard Size]. 4. 2h [B&/ HER~T)
Then tap on [Custom Size]. (BEIRY] -

< Original Size < RERY
Auto Detect / Standard Size BERBRY

Auto Detect = BaER
A30O A3

AdC]

< Original Size { RBRY
Auto Detect / Standard Size BEIMRBRY

Custom Size BEIRY

5. Specify values for the X and Y dimensions, 5. W ASEMA GRS EAEIE [BLE ) -
then select [Start].

{  Original Size { RBRY

Custom Size | BEIRY
Width X (15-432 mm) | | X : (15 ~432mm)
100 100

Length Y (15-297 mm) Y @ #£(15 ~ 297mm)

100 100

Note: The original orientation must be as FE - ERME SN EEBRIERAE 5 -
same as that of the output tray.
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2.10 OPERATIONS DURING COPYING & EJ RS AV /E

2.10.1 Stopping the Copy Job 1% LE % El]
1. Tap on [Pause] on the touch screen. 1. TEIERE P2 [=1F]) -

X Copy

Add Next Original

Copying.
Original
1
Original Size
a4l
Reduce/Enlarge
100%
Output Color

Black & White

2. Tap on [Delete] on the touch screen. 2. UBIERE FoBE ()] -

You can copy the next set of originals. AIREEARED -
Original

gl
Quantity
1/10

Page

2/2

Original Size

A4
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2.10.2 Loading the Next Document /& N —1 /R S

If you have more documents to copy, select

HERAEMNAHZERL]
EBRNENR EEE HBRE ]
NHRB—ERMETIRE

© BB IR I X I A
- YOUEE]HE

[Add Next Original] on the touch screen while
the current document is being scanned. This

allows you to scan the documents as a single

set of data.

1. Select 2] while scanning is in progress.

Copy

Add Next Original

You can copy the next set of originals.
Load the originals and tap Start.

Original
5

Quantity
1/10

Page
5/5

Original Size

2. Load the next document, and then tap on
[Start].
3. When all documents have been scanned,

select [Complete Scan].

Copy

Add Next Original [ 11 ] Complete Scan

You can copy the next set of originals.
Load the originals and tap Start.

Original

Delete

3. BREMBEXHE

=xmermmee -

X 1&ED

FIBIRTE

o fERAEED -
ME T —RERBR - & TRE -

2. MAF—0RTS, #hE (@] -

=i
(ERiFmEEE)] -

X e

FIBRTW

oJi@iRED
BET—RRR% - TR -
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| 2.10.3 Interrupting the Copy Job 1EEN{EZE

You can temporarily stop the copy job to let ey L BT = EEN T 1F - A EIE S —

the machine process another job first. & LfE -
1. Tapon during continuous copying. 1. fE3EEEEID . Bhis o

X Copy

Copying. (Print)
Original
2
Copy Output
Collated
User
Local User

Start Date & Time
6/5/2021 10:14:10

1 File Number

00258
2. Set each function as needed. 2. BLEETHAEE -
3. Tap on [Start]. 3. BE [R#] -

Copy (Interrupt Mode) FEEN(BED D)

&
B °

WHEY

E)
BE-BE
fRaREEs

Black & White

o O

2 Sided
D 1-1 Sided

Paper Supply

= Auto Select

=

F

1»,,:x,u,, Enlarge

B [

4. After an interrupt copy job is completed, 4. IFENSERRE - B .

tap
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