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1 CoPY PROCEDURE & E[15E&

1.1 LOADING DOCUMENTS W ER TS

| 1.1.1 Document Feeder B#ETB 5 E
1. Confirm that the document is free of tag 1. WERETS L HEREL - BE -« §7E28tT
paper, adhesive tape, staples, and clips, BEFREYm - UHEERENRSHEER
and stretch out the document if it is e

wrinkled or folded.

2. Align the upper left corner of the document 2 $iEmEiEA FE  MELFBEIRER

so that the original size is correctly ~ e
detected.

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

up) in the center of Document Feeder.

| 1.1.2 Document Glass 3% 35 E

1. Open the Document Cover. 1. FIREEE= -
2. Load the document face down with the 4. BIREESET  THESBRIERRNAE A
document aligned with the upper left RNERTS -

corner of the Document Glass.

[ —l
= T
Je= :
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1.2 SELECTING FEATURES (CopY) #EIZINEE (8 E)

1. Press the Home button. 1. —TFTEE%R -

Copy

‘=

Copy (ID Card)

Secure Print BASIBIEN(— B8
)

@

Copy (ID Card) ScanAuto ID-R48ED BEnm

&
Secure Print Asgg;’:ﬁe Working Folder HEBIED BABBIED(— 8
)
4. Configure necessary features. 6. BEFREINEE -
5. Tap on [Start] to copy. 7. BE [RE) FAwREED -

2 Sided

11 Sided
Paper Supply
Auto Select

Reduce/Enlarge

100%

Page: Side

off

D Lighten/Darken
Normal
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1.3 ENTERING THE QUANTITY i A 8 E 10 €4

1. Tap on [Quantity]. 1. BE [ME] -

2. Entering the number of copies. 2. WIAEEGHE -
3. Tap on [Start]. 8. ®hiE [R&] -

< Quantity

If you have entered an incorrect value, press g A $E2R 8018 - 1 Il 85 A\ FFEfYE]
and enter the correct value. B-

Note: You can enter up to 999 for the number @7 - £ 0[# A 999 ¥5EFE] -
of copies.
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2.1 2 SIDED CoPYING EEH/EMIEE

2 BAsIC COPY FEATURES EAEENIINEE

Quantity
1

2 Sided
1->1 Sided

Paper Supply
Auto Select
1-1 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 EE—-EmH
Makes a copy of a 1-sided document on both 4B EEFEEENRAEMME -
sides of the paper.

2—2 Sided CE-2H
Makes a copy of a 2-sided document on both 4 ¢EE[EfSEENRAAENME -

sides of the paper.

2—1 Sided CE-FH
Makes a copy of a 2-sided document on one  YEeEEESENRAENEMR -

side of the paper.

Head to Head ek Al

Select this option when you want the SR AR AN IEFEANNE BRSO EE A
orientation of the front and back sides of the  H[EI; - BB ULIE -

copy to be the same as that of the document.

I
Select this option when you want the SREEEAN EENNEENABE Y ST
orientation of the front and back sides A - FBEENIE -

of the copy to be the opposite of that of the

document.
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2.2 PAPER SuUPPLY AR E 1=

2 Sided

1->1 Sided

Paper Supply
Auto Select

Reduce/Enlarge

100%

Auto Select
A4
Plain (64-81 gsm)

A4l
Plain (64-81 gsm)

A4 R
Plain (64-81 gsm)

A3l
Plain (64-81 gsm)

SRA3H
HW Card (254-300 gsm)

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

Note: If the original size is different from the

paper tray, you must select the tray.

=k

Pk

% .
o

3 =
‘E =
/LN

B8
A4
Ei@iK(64 ~ 81g/m?)

Asll
EiBfK(64 ~ 81g/m?)

A4l
B 4K (64 ~ 81g/m?)

A3l
B 4K (64 ~ 81g/m?)

SRA3H

EEH#%(254 ~ 300g/m?)

RERVASRBE AR AERME - R —(E
MBRE - RZEHEEMRFARRITHA

 MRFERR T ARBRIRRRT AR -

R /B EAREE -
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2.2.1 Tray 5 (Bypass) /i85 5 (F#4E8)

If you want to make copies on paper that
cannot be loaded in Tray 1, use Tray 5
(Bypass).

1. Tap on [Tray 5] from [Paper Supply]

screen.

> Auto Select

A4
Plain (64-81 gsm)

A4l
Plain (64-81 gsm)

A4l
Plain (64-81 gsm)

A3l
Plain (64-81 gsm)

SRA3H
HW Card (254-300 gsm)

2. Load paper with the side to be copied or

printed on facing upward. Insert the paper

until its edge lightly touches against the

paper feed entrance.

FORBEAME 1 108K - FEAMRE 5 (F&
#EER) ETTHRED -

AN

1. IR [#REE] Em - 7% (K8 5]

r\"Nm

B3

A4lR
B4k (64 ~ 81g/m?)

Al
2 #3Ei(64 ~ 81g/m?)

Adm
B %64 ~ 81g/m?)

A3l
L iAif(64 ~ 81g/m?)

SRA3HE
B R #%(254 ~ 300g/m°)

9. MEMK - BEENAIENN—HEER L - #F
AR TRES R AMSREARALE -
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2.2.2 Sep Up Tray 5 (Bypass) i&x B4 58 5 (FEMR)

To change paper size or paper type for =BT RABIARR TSI MRTEE -
specific tray.

(S|

Fax

1&eD

% : ) e )

ID-FIEED

Copy (ID Card) ScanAuto

i 0

BASBIEN(— B8
&)

Working Folder

Local User

g
Interrupt 2 @ Language I Language

Customize Apps

Device Status /> Shortcuts : ; ~ BERR

3. Tap on [Paper Tray Settings]. 3. HhE [HBRZE]) -

Paper Tray Settings

App Settings

Maintenance
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4. Tap on [Tray 5]. 4. B% (#E5] -

Tray 1

A4 @, Plain (64-81 gsm) &iEif(64 ~81g/m?)

Tray 2
A4 N, Plain (64-81 gsm)

EiBiK(64 ~ 81g/m?)

Tray 3
A4 M, Plain (64-81 gsm)

, &iBf(64 ~ 81g/m?)

Tray 4

A3 M, Plain (64-81 gsm) , Li@iK64 ~ 81g/m?)

Tray 5
SRA3 M, HW Card (254-300 gsm)

Sk
SRA3M, E£F #£(254 ~ 300g/m?)

Tray T1 (Inserter)
Size Detection Error, Plain (64-81 gsm)

13

RYERAIRSE, LiBiK64 ~81g/m?)

5. Tap on [Paper Size] or [Paper Type]. 5. #% [MRRT] =% [FRIESE] -

Paper Size SRR Y
SRA3 SRA3E

Paper Type #RoRIERR
HW Card (254-300 gsm) Bk H#%(254 ~ 300g/m?)
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2.3 PAGES PER SIDE Z5RE— (N & 1)

This feature allows you to copy two, four, or HINEETHE 2 B « 4 By 8 BEER—E4R
eight pages of a document together onto a £

single sheet of paper.

#BIVEUR

100%

Reduce/Enlarge
2
100%

SESUNS)

Lighten/Darken
Normal

23RE 1

Two pages are copied together onto 4 o EETSEEIINE —EAL F -
a single page.

43EE 1

Four pages are copied together onto 4 4 EETSEEIINE —EAL F -
a single page.

83RA 1

Eight pages are copied together onto 4 g EETSEEIINE —EAL F -

a single page.
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2.4 CopYy OQuTPUT D E/ADE

Set the order for outputting the paper. S AR R -

AX

Folding
Off

Copy Output
% Auto

B#)

4:'1,7.',13 ut 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

Auto EE
Copies are output collated when using auto CEBMEBELEEREBEDE  EAESE

document feeder.

SNE (kB2

The machine outputs sheets sorted into AMEREEIERED BB OER -
sets that are arranged in page order.

FAE(RE)

The machine outputs the specified number AP ISTENELAYSE  TikEHEIE
of copies and sorts sheets by page. FHiR -

Uncollated with Separators| R E+ERAR

The machine outputs copies with inserting AEEmENERDIGEAZTEBRIESEA -
blank sheets as a separator and sorts sheets /IZIBEHEIEFHF -

by page.
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2.5 STAPLE (OPTIONAL) EZ](BESMNBE)
This feature allows you to set the position for |1 THEET[ IR IB AL ST S -

[ANN

i

stapling.
Note: This feature is optional. T E  EERRINEE -

Off

1 Staple Top Left
2 Staples Left

4 Staples Left

2 Staples Top

4 Staples Top

Staple - The number of sheets that can be 24T — O[EEETRYSREENA 2-100 3R (179 80 gsm
stapled is 2 - 100. (when 80 gsm paper is AR -

used).
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2.6 HOLE PuncH (OPTIONAL) T AL(ZESMNEE)

This feature allows you to set the position of I ThEE o[RBT AL NI E -
the hole punch.
Note: This feature is optional. STE - EERANES -

2 Holes Left
2 Holes Top
2 Holes Right

4 Holes Left

4 Holes Top

Hole Punch — 2 holes or 4 holes is available 17, — ML B PO 7, ol s -

for selection.
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2.7 ORIGINAL TYPE [Rig4EHY

This feature allows you to select the type of W IhEE O iR IB T E 7S48 - BN SC = FR

documents, such as text and photos. By R - EBREEHER  CGoERREENE
selecting a document type, you can make BIEITHEE] -

copies at optimum image quality.
1. Tap on [Original Type]. 1. R (Ris8E] -

Eofeatg (I=] IpaN=L T
PREAZR, KRAMKRE

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]. 6. I [x=x=/BA]) -

2NN

=4 Photo & Text =M XFEH

Photo Type
Printed Original

Auto

=[E Photo & Text

Photo & Tex{]

Select this option when the document

contains both text and photos.

XF
Select this option to make copies of text. BEXZRERRE  BEELEE -
% A

Select this option to make copies of photos. BB RE - FBIEEIE -

AN\
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2.8 Cory (ID CARD) ID F&E]

This feature allows you to copy both sides of I THAE O] (1818 A= AR/ NSO (B 1
a small undetectable original, suchas an ID %) WIFEEEHNZEE—EAEL -
card, onto one side of paper.

1. Tap on [Copy (ID Card)]. 1. #43% [ID FEH]

Copy (ID Card) ScanAuto ID-F4EED

2. Place the ID Card on document glass, 7. MEBXHERIBIEEN - AR ELE
then tap on [Start], copy the front side of (EXEN] - BEHHRIIER -

the card as usual.

~

Place an ID card near the top-left corner of the

Copy (ID Card) IDE43ED

~

FEASIDRIEEAT - REEHMERIRBEREAMUE -
document glass with the front side of the card facing
down.

6. Turn the card over without changing its 8. FETHRFEMREEMNS - B
position and tap on [Scan] to copy the (BRE) ] EBEIXHMET -

back side of the card.
ol

BHEENEE -

Copy (ID Card) ID-R4EED

= [

Scan the back side of the ID card.

Place the ID card near the top-left corner of the HREBANEEAT - BLERKARBEREL LS -
document glass with the back side of the card facing

down.

Delete

Start \
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2.9 NON-STANDARD SizE ORIGINAL 3R LN [R5 R ~F

When a document is of non-standard size,
and the output needs fit to the paper size,
follow the steps below.

1. Tap on [Reduce / Enlarge], and then

choose [Auto].

Paper Supply
Auto Select

Reduce/Enlarge
100%

Pages per Side
Off

Proportional %

100%

Auto

50%
A3->A5, B4->B6

. Tap on [Paper Supply], and then choose

the tray you need.

2 Sided
1-1 Sided

Paper Supply

Auto Select

Reduce/Enlarge

100%

Paper Supply

Auto Select

Adll
Plain (64-70 gsm)

A3l
Plain (64-70 gsm)

A4l
Plain (64-70 gsm)

EXHRBELUMIRT - MERFTETGA

BRYALSRA/NE -

1. R UBOAVAEN]
(58] -
R
8%

#UVBR

BEER/EEER

B8&)

50%
A3—AS5, B4—B6

HRoREEE

8%

#UVER
100%

=)
A4l
B 4K (64 ~ 70g/m?)

A3l
iB#K(64 ~ 70g/m?)

A4l
3 #3mi(64 ~ 70g/m?)
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3. Tap on [Original Size]. 9. I [EFER~]) -

Original Orientation i @%E@_
Upright XFa#nm

Original Size RBRY
Auto Detect BaaR

Sharpness BRAE
Normal ZiR

4. Tap on [Auto Detect / Standard Size]. 10. 253 [ B8/ FHER~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, g B ARERNAENEEREE [MF]) -

VARNY

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 STE - BB AN AR RIBA R

TN

same as that of the output tray.
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2.10 OPERATIONS DURING COPYING 8 E[J R AU F

2.10.1 Stopping the Copy Job {5 1E#&8El]
1. Tap on [Pause] on the touch screen. 1. FEIERE 2L [=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. 11. 7B mRE o (D) -

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

If you have more documents to copy, select

[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

Load the Next Document JH& N — 1 RTE

B EEM B - BRI S
PR BT AR DRE [FieERE] - s
YR A — BRI TR

1. gremerymez -

X 1&ED

FIBIRTE

o fERAEED -
ME T —RERBR - & TRE -

12. WA N—13RT8, BhE (R ] -

13. EfRfEFTBAXHE - EE
(ERim#EEE)] -

X e

FIBRTW

oJi@iRED
BET—RRR% - TR -
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| 2.10.3 Interrupting the Copy Job 1EEN1EZE

You can temporarily stop the copy job to let ey BIRsfE H EEN T #F - SA M % IR 5 —

the machine process another job first. & TAE -
1. Tapon during continuous copying. 1. #E3E&#HEEIch - B 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. 14. BHEETNBE »
3. Tap on [Start]. 15. 3453 [RREh] -

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

Reduce/Enlarge
e

=

=

B [

4. After an interrupt copy job is complete, tap 16.3GENS=A % - Bhiss o
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