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1 CoPY PROCEDURE

1.1 LOADING DOCUMENTS

| 1.1.1 Document Feeder

1. Adjust the document guides to match the 1.
size of the document loaded.

2. Place the document face up in the centre o < >
of the document feeder. The "
<Confirmation> indicator lights up when
the document is loaded correctly.

»

Document stopper
PAS AN

1.1.2 Document Glass

1. Open the document cover. 1.

2. Place the document face down and align o A
it against the top left corner of the
document glass.
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1.2 SELECTING FEATURES (COPY) ( )

1. Press the <Services Home> button. 1. <Services Home>

<Senvices Home= button

2. Select [Copy].

Print Mode

3. Select the features from each tab as 3.
necessary.

L ]

R Copy
Reduce / MW 5] Criginat Type

OOz | =se o

HE AL = 12 S, | | PO
e [ fain = Head+Toe | \Siachor-TopTray |
70K A3+ AA, (HEAS e 22 e B Poges per sice
i+ 85 Main : “ Head+Head | | gy
11K AG-a G, [] 5o FeE Pl e
BE—+Bi Fiain 7 Hood—+Head | Darken Lighen
| 3

BM‘& fﬂm - O mere ;-E
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1.3 ENTERING THE QUANTITY

Enter the number of copies using the A
numeric keypad. The number of copies

entered appears on the upper right part of

the touch screen.

Numeric keypad

I

<C (Clear)> button

If you enter an incorrect value, press the <C> A <C>
button and enter the correct value.

Note: You can enter up to 9999 for the : 9999
number of copies.
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2 BAsiIc COPY FEATURES

2.1 PAPER SUPPLY

EE“P’ W mmm
Reduce / Erflorge Poper Supply 2 Sided Copying .| Griginal Type
] NmAS 1-2mded [
T e
= | it e
A o % |_[ra SRR e, | [sioder TopTray |
70K A3+ A, | IEAS $¢ 2o2ded | B Pogesper Sice
B +B5 Pain FT Head-sHead |y
(W 151% Asa3, || ) 5 s o= 21 Sded
BE—=Rb Flain : | Head-+Head Dtl.l'l.'Eﬂ
? B, F': B, -‘;' M. |__E|

Automatically determines the tray holding the
appropriate paper, based on the document
size and the specified copy ratio.

Display the [Paper Supply] screen. [ ]
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2.1.1 Tray 5 (Bypass)

If you want to make copies on paper that

5 (

cannot be loaded in the Trays 1 to 4, use the

Tray 5 (Bypass).

1. Load paper down into [Tray 5 (Bypass)].

2. > Select the [Change Settings]
> Select [Paper Type] and [Paper Size].

> Press [Confirm].

S Tray §

=L

3 concel

«# Confinm

Sebect Confirm i Poper Sice and

Typee are coares 1

Change
Settmgs..

1 4 A 5
] NJ
( ) [ 5
( )1

Pqper Supply [x Cancel ”Qﬁ”" Save ]
Tray % Full Paper Size Paper Type Paper Color Size Detection
I 2= 75% A3 [IPlain White Auto Detect ] A |

3= 50% A4 |] Plain White Auto Detect ]

4l 25% 297x420mm [JRecycled White Custom Size

5= Bypaoss Auto Detect Plain

6= 100% A4 [ Plain White }—‘

. > [ ]

> [ ] [ 1

J’_"ler 5 3 concsl 7 Soue

I Fuopes Type Foper Size

n = &

Recyded (64105 gsm) == AS = |
Floin Belood {64105 gum) | Al O |
Punched (64105 genk B = v

=)
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2.2 REDUCE/ENLARGE

Layout
5., Copy Image Quality |, oML | Output Format | Job Asssmibly
Redisce / & & Su 2 Shled C i
S R il &/ originel Type
|1UU5‘E- = |F |Dmu:ﬂm ||-p- 11 sidod | Tex!
|q 100X 1E Ay —._._erEde:I
I | Main 2 Head+Head Eopy ukpt
' — Aty
A fann® E:mm w= J_;E;ﬂﬂ Stockes - Top Tray
1 1 .i
J 70K A3vaa I A5 o 202 Sided i Poges per Side
Ba-+B5 | Main | Head-+Head |y
B 141K Aqea3, 5l B4 o = 21 Sded
BE—+Bd | Fa | Head-+Head  Darken Ligghaen
B tore, L Mare, = More. i ﬂ' J

Copies are made at the same size as the
original document

Auto %

The copy ratio is automatically set based
upon the paper sizes, and fit in the selected

paper.

Display the [Reduce/Enlarge] screen.

%

E Reduce / Enlarge

| .

¥ cancel <7 save

Entering the Ratio: Touch the window

Variable % Preset %
256 400% [ 86% A3-B4,
B proportional % ‘ Ty } 100% b
[ Independent {w‘ 1 115% B4-A3
ndependen \ | - b B4—>A3,
\ B || ek | B5-A
{ ‘ |
7 50% A3-AS5, 122% A4-BA4,
| A Calculator % ‘B4—>BG 1A5—>B5
SlightReduction | 70% A3->A4, } 141% A4-A3,
(Improves Fit) 1 B4-B5 | B5-B4
81% B4-A4, | 200% A5-A3,
 B5-A5 | B6-B4
displaying the value, and use the numeric
25-400% 1%

keypad to specify a ratio within the range of

25 to 400% in 1% increments.

b
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2.3 LIGHTEN/DARKEN

Darken

p—

Use [£ ] and [= ] to select from 7 density

levels.

2.4 2 SIDED COPYING

1A 2 Sided

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

2A 2 Sided

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

2A 1 Sided

Lighten

< i -

[E] [=] 7
/
Be COPY Imagsguality |, !""fr::"E Dutpat Format | lob Asssminly
Reduce s Endorge Paper Supply 2 Sided Copying &5 Original Type
|1UU5‘E- - |Dmu:ﬂm ||-h- 1-+1 Sided | Toxt
1 A4 — 1-+3 Saled
| | q 100% | . Fain *F Head-+Head Copy Output
Pl
a4 ——

A e % E‘m | =P :_;n-‘;ﬂﬂ stackss - Top Tray
707K, A3+ Ak, T AS & 22 Suled i Poges per Sicle
BB Main | Head-+Head | |y
151% AG-+A3, 5 A ,_r L= 21 Sded
BB Fiain "o Head—+Head | Dark Ligih e

=" - ﬂ i

Makes a copy of a 2-sided document _
on one side of the paper.

2l

€\

T 1

€H—-8H

R EBRBEBHRERNED

R EBRBEHRFRNME

e E R EORERNME - g}@

¥
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2.5 PAGES PER SIDE

(N

1)

This feature allows you to copy two, four, or

4 8
eight pages of a document together onto a
single sheet of paper.
B Copy T:Imu.glql.ll.l.ll‘.]rT ,!L"f:_:m TmuputFmT Job Agssribly
Reduce/ Erforge Paper Supply 2 Sided Copying 45| Original Type
100%) = + || fauosdea | TET asasded | 1o
[ | -7 SHl | :
| B a00x | |II‘|.|-:I|1I’.I| o 2 Jlmzd rlin i | Eopy Sutput
Aalin
e'd! Agilo % E‘I:mm = }.I:wu:flgrdlﬂ Hu—dc-nr Top Tray
IHI
PO A+ A, AW AS 2+ 2 Saled el S
?‘H B BS PFain v - 2 THmd +Head glr|l
B 1618 Aqad, 5 A &y = 21 Sded
BE R Piain Head-+Head  Darken Li'I_F'IIB'I
B hiore, I Mere - jl | *

Pages per Side

{x Cancel

I

Reading Order

(g or '\

Left->Right /
Top->Bottom

EE e d

C

Right—>Left

I 4 Pages

|
[ 8 Pages

Criginal Orientation

0

Sideways

- Images

o

Multiple Up is not applied.

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

N 1
B [ ( )] E
2 .1 (2 1
1] [0E]
4 1 (4 1)
4 ]
B0 B0l
8 _1 (8 1)
; 2 37» 4] 8 12[3[4]
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2.6 ORIGINAL TYPE

This feature allows you to select the type of
documents, such as text and photos. By
selecting a document type, you can make
copies at optimum image quality.

Eg Copyﬂlmuge Quality I A dﬁ:ft'::;'\t IOutput Format I Job Assembly -

iz Original Type...
Text Lighten / Darken: Normal

Background
Suppression...
Auto Suppression

0 Image Options...

Sharpness: Normal

b
p>

7| Original Type (% cancel | save

‘Texl

& photo & Text

Photo

-

Light Text

Text on See-
Through Paper

Photo & Text

This option is for the document contains both

text and photos.

To copy text areas of the document sharply.

To make copies of photos.

This option for text that requires enhancement,

such as handwritten pencil text.

Text on See-Through Paper]

Select this option to reduce blurs of tracing paper
documents or to suppress background shadows
of lightweight documents.

= RR
NHESNFHRA R - REELER -

N

ZEIWERYNARENH OIS EWNE -

BRA

RENRA - FEENER -

HMENS
EXFRZENA  HIUUHEERHNT
EEIER -

RENERTFEBBEAIRME - 3
PREBEXHNERS -

ol
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2.7 ORIGINAL SIZE

This feature allows you to specify the scan
size for a document. Use this feature when a

document is a non-standard size. A
1. Select [Layout Adjustment] and then 1. [ 1A [
[Original Size].
Copy Image Quality ]I Layout Qutput Format | Job Assembly -
== Adjustment
| @ 2 Sided Copying... ‘ “i.ﬁj Book Copying... ‘ “q.J ;osti,ieélopymgm ‘
1-1 Sided Off Off
L J L J J
@ Criginal Size... [ =1 Mixed Sized Originals... ‘ [ Edge Erase... \

Auto Detect

off

Top / Bottom: Zmm / 2mm 1/2
Left/ Right: 2Zmm / 2mm

{ J {Cenler: Omm J A
I Image Shift... ‘ [ Invert Image... ‘ [ Original Crientation... r—)
.Side 1: No 5hift | | Normat Image . Upright Images
Side 2: No Shift Positive Image J { J
2. Select the size of the document. If you 2
select a non-standard size, specify values .
for the X and Y directions. A
« Original Size [ cancel | save
15297mm
Auto Detect A6 O ‘ St | I Auto
‘ | X ( ]
A3 e B4 0 35x5'a | £ +
I I } I 156432mm e
A4 O B5 a 100x148mm < — |
| | \ | I’TT‘I
e 85 01 11x17° e | I'_ ]
| | | ||
|A5£| |B6£l ‘8.5)(14"5 |
L | | J
Note: If you also turn on [Auto %] option of [ %] A
[Reduce / Enlarge], the machine will resize .
the original to fit output paper size A
automatically. (See Page 7 for [ %] A Page 7)

[Auto %] option)
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2.8 CoPY OUTPUT (SPECIFYING FINISHING OPTIONS) / / / lj

Layout
B Capy [ Imags Quality T Adjust mest TW|wlFm [ ok Aggsribly -
Redsce / Erdorge Paper Supgply 2 Sided Copying i airiginet Type Copy Output [x Cancel ][Qﬁ Save
100% - + | . Parln Select | I TRS asasded | | Toxt
| R . S Staple Hole Punch
¥ 100x | Phain # 5 PeadrHead | [ | Coryoutput [ | I Original
Auto =" Orientation...
A 2E A = 12 e, AL Upright Images
f 5% =L J \PIOEE JMUGES . o)
o Pail Phain HendTae ‘alo_tlm lop Iro %{ L I 1 Staple D] 2 Holes
i FOR A3 G HWAS Fe 2-+2 Sled ii Pages per Sice olate
A ph-+BS Plain T OF Heod+Head g I 2 Staples D] 2 Holes |
ZFold
B I e, Gt A4 Gy = 201 Sled % Uingsileiizal Helf Sheet
BEB4 Plain " Hood+Head  Darken Lighien l—{ IZSMPIES D‘ 2 Holes v | loff |
- - - Uncollated with —
= I
B o, Maore, - More, d' | Separators J [ @ Output / Offset ‘
Stacker - Top

L
ilﬂ - :-b;b AR

B2

Copies are output collated when using auto R EREERENESEHE -

document feeder

Collated

DR (K80

The machine can output sheets sorted into sets @ iREEIEESEHHER -
that are arranged in page order.

Uncollated

R (IKE3%)

The machine can output the specified number  gHisENEASE @ WRERKIEEHE -

of copies and sort sheets by page.

Staple / Hole Punch|

Staple - The number of sheets that can be

stapled is 2 — 100.

$E] 1 FT3L

- 2-100

Hole Punch — 2 holes or 4 holes is available for —

selection.

Z Fold Half sheet| <<Options >>

ZH??%E| «<IBERE>>

This function often applies on Mixed Size document WIngE—RRER [RRIRBR I1—HIER.

copying. The larger size paper will
fold.

be output in Z BANEERLEESRESm 2
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2.9 ID CARD CoPYING / ID

This feature allows you to copy both sides of
a small undetectable original, such as an ID
card, onto one side of paper.

1. Select [Output Format] and the down 1. [
arrow.

]

Copy Image Quality Layout Output Format || Job Assembly

e Adjustment

I @ 2 Sided Copying... | I Booklet Creation... | { @ Covers... |
1-1 Sided [ lof | | No covers |

I Multiple-Up...

oft

I I Poster...
| @

No Posters

l I I J
|

[ D Repeat Image... I

off 1/2
| I J1 | v |
I @ Annotations... I I Watermark... I [ Secure Watermark I
off off off
| J J1 J
2. Select [ID Card Copying]. 2. [ID 1
Copy I Image Quality I AdIJTSiT-:;m ] Qutput Format | Job Assembly -
[ Folding... I [ Preset Repeat Image... \ [ '(I;l;)utr;:ﬁ:t.’.ency \
No Folding Off No Troansparency Separators
l J1 I J—
[ Copy Output... | ID Card Copying... A
Collated [ |orf 2/2
L J
3. Select [On] to enable ID card copying. 3. [ ] ID
ID Card Copying [x Cancel HQ? Save ]
1. Copy the front of the card as usual.
[ % off ‘ 2. Turn the card over without changing its position
to copy the back of the card.
Q? On Mote: Place the card slightly away from the top left
corner of the Document Glass to capture the whole
image of the card.
lﬁ
4. Place the ID Card on document gl_ass, 4. ID A [Start] A
then press [Start], copy the front side of
the card as usual. ID i
5. Turn the card over without changing its D A [Start]

position and press [Start] to copy the back

side of the card. ID
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3 OPERATIONS DURING COPYING

3.1 STOPPING THE COPY JOB

1. Press the <Stop> button on the Control 1. <Stop>
Panel.

2. Select [Delete] on the touch screen. 2. [ 1

Quantity:  20/300

Pages  40/50 o ]
Originals: 10
(A4 )
Black & White
=1 ALD
100%, 200%
Collated
Ch
B
3. If the screen in procedure 2 does not 3. 2 A <Job
appear, press the <Job Status> button. Status>
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4. Select the job to cancel, and then select 4 A
[Delete].
Active Jobs Completed Secure Print _P_rint Close
lobs lobs & More Waiting Jobs

(=L, All Jobs [

NE= | ™|

! 1)
File/ Job Type Remote Terminal Status Progress
02222-Copy 11x22mm:3% Copying 55/66) 4 |
02223 - Print 11x22mm:3% Print Wait 66

v
l J
|4 Copy File 12345 e {@ Close

Quantity: 20/300
Pages: 40/50

Originals: 10
(A4 )

Black & White
=1 A4
100%, 200%
Collated

R Delete

Ch
& e

]

J

[ Start
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4 LOAD THE NEXT DOCUMENT

If you have another document, select the A A
[Next Original] on the touch screen while the
current document is being scanned. [ 1

1. Select [Next Original] while scanningisin 1, [ 1
progress.

Quantity: 20/300

o 40/50

Originals: 10
(A4 1)

Black & White
=1 A4D
100%, 200%
Collated

Start

ch
% Quz:?iiy...

2. Load the next document. 2.

3. Press the <Start> button. 3. <Start>

=Start= bufton
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3. When all documents have been scanned, 3.

select [Last Original].

Quantity:
Pages:

Qriginals:

Black & White
=1 A4D
100%, 200%
Collated

20/300

40/50
10

(A4 )

i
4.1 CHANGING THE NUMBER OF COPIES
You can change the number of copies during
copying of the document.
1. Press the <Stop> button on the Control 1. <Stop>

Panel.

2. Select [Change Quantity...

!
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Quantity:
Pages:

Qriginals:

Black & White
=1 A4D
100%, 200%
Collated

20/300
40/50
10

(A4 )

Ch
%ﬂ Quz:?i:y...

3. Set the number of copies with the numeric

keypad and press the <Start> button.

=Start= bufton

<Start>
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4.2 INTERRUPTING THE COPY JOB

You can temporarily suspend the current
copy job to give another job higher priority.

p>

1. Press the <Interrupt> button. The interrupt 1 <interrupt>
indicator lights up to indicate the machine
is in the job interrupt mode.

<|ntermupt= button
2. Load the interrupt document. 2.
3. Set the number of copies. 3
4. Press the <Start> button. 4. <Start>
5. After you have finished making the 5 A <Interrupt >

interrupt copy, press the <Interrupt>
button to cancel interrupt and the interrupt
indicator goes out.

6. Press the <Start> button. 6. <Start>
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