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1 COPY PROCEDURE 8 E1 4 %

1.1 LOADING DOCUMENTS WEETS

| 1.1.1 Document Feeder B )53 E

Remove any paper clips and staples before

MESH] - B NEBEEIRAEESE -
loading a document.

1. Load the document face up (when the 1. T HFAS - (EREEYH - TS
document is 2- sided, place the front side up)

EIFEEMNTPR -
in the center of the document feeder. L) REEERERENDR

2. Adjust the document guides to match the size
of the document loaded. Raise the document
stopper.

2. ARREHER 2GRN, mitiEd

| 1.1.2 Document Glass 3% 3 Hx

1. Open the document cover. 1. B RURIGINE -

2. Load the document face down, and align it

2. BN HREmE T - ¥EEREERNE EAIW
against the top left corner of the document

glass. Close the document cover. B FFRRRIE -
! \\\\ J /
o ) [

1
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1.2 SELECTING FEATURES (CoPY) ZEIEINEE (B EN)

1. Press the Home button.

|§| Local User

2] Locat User Home

1. B—TEE&i -

// Reset Lo J |§| — i ERE

Waorking Foldes

Cloud Service
Hub

Waorking Folder

ol output Color

2 Sided Copying

Paper Supply

. @ Reduce / Fnlarae

4. Press [Start] to copy.

Black & White ._ BHEY 28
151 Sided UH/EEEE BEE—-E@
Auto Select HREE =h
100% ‘ [F] meovisk 100%

4.1 [RE ] FReaEE -
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1.3 ENTERING THE QUANTITY B A 8 EN{D &)

Entering the number of copies. B A BENDE -

Start

ul output color Black & White ‘

lulh Benestoure

e Cisdmsd

ol seex

=8

| eET RS R

BB

If you have entered an incorrect value, pren MEAEREE - & n 7B A IEREAY ]
B -

and enter the correct value.
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2 BASIC COPY FEATURES EXRELIINEE

2.1 OuTPUT COLOR BB E

ul output Color Black & White ol seex &8
‘ 2 Sided Copying 151 Sided ‘ [ | EEEERSE BEH—-8H
| E.I Paner Sunnlv Antn Selact | [ =] = E&h

Auto Detect
: Color
S Black & White

B oual Color, Red / Black

.= Single Color, R

; More Options

=&
Make copies in full color if the original is color, A E B EERNEY  BEEER®ETEY
and in one color (black) if the document is black S ERAERETEE (2E) B -

and white.

EXY

Copies in full color. PAEFZ4EE] -

=5

Black & white output only. LI -

Dual Color, Red/Black B (4 2

Output copy in two preset colors. FH_ERegEeElRE -
[Single Color, Red| ERCACARE!

Copies color documents using one color. LB —BERlIFaRe -
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2.2 2SIDED COPYING EH/EEEEIE

Black & White ‘

i : Output Color

I

| 2 Sided Copying 11 Sided

| E.I Paner Sunnlv Aunitn Selart |

1-2 Sided,Head to Head

| 12 Sided, Head to Toe

252 Sided Head to Head

2-1 Sided,Head to Head

. More Settings

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 Sided

N

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

-1 Sided

N

Makes a copy of a 2-sided document

o
I >
o
>
®
2
o
®
o
e,
-
>
®
Re
®
Xe
@
-

ead 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.

ead to Toe
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.

i

) seew 2a
HE/EmEE BEH—-25B
| =N smemmese =)

EB—-80  £6H6H
EE-2m, LT
 EE-BE, £5HM
 EE-BHE £5550
FlaE

e B
6 S TR AR RO B E -

B8 H — 2|
# BB E R A8 ERR A SRAV A E -

|%ﬁ—>%ﬁ

#r EE R & ERR A SRAV I E -

|%ﬁ—>$ﬁ

#r EE R E R A SRAVEEE -

A B
2 RFHREERNERNSERS D
B R OAEBR - FEEIRE -

algsalcs
2 RFHREERNERNSERS D
BRI R - EEEIIE -
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2.3 PAPER SUPPLY ALiEEIE

[l Vutput Lolor Black & White Ml e PSS
i | 2Sided Copying 11 Sided EH/EDEE ﬁﬁ—-ﬁﬁ_

Paper Supply Auto Select S| fRARERE 8%
‘ Reduce / Enlarge E 100% 1\ 100%-
[ = [T ——— nff IEI RUALLER [\ (2> o N

Plain, White

A4
Plain, White

A4
LBiR, 08
A4

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.

LiER, 08

B
PRAGBMAREN BT AT AL - NR—E4
Bl - BIE S EBIEERA R T AVAL R -
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2.3.1 Tray 5 (Bypass) &£ 5 (FiE4LH8)

If you want to make copies on paper that cannot 5B A AL 1 OISR - BB AR 5 (FELH)

be loaded in Trays 1, use Tray 5 (Bypass). 3 THEE] -
1. Load paper with the side to be copied or 1. WBLE . B AN — e T - dELEeE
printed on facing downward. Insert the paper REEIE A EEEEE A & -

until its edge lightly touches against the paper

feed entrance.

2. Select [Tray 5] from [Paper Supply] screen. 2. [48e) =W B (4% 5] -

Plain, White

A4
Plain. White
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2.4 PAGES PER SIDE Z3RE— (NG 1)

This feature allows you to copy two, four, or eight

pages of a document together onto a single
sheet of paper.

L= rupel Suppty

MUY DL

IE.I [ -EARUFIF Al

WEThEEDl# 2 B ~ 4 Bat 8 BB EITER —RA L -

E Pages per Side

[%4] Reduce / Enlarge 100%

[} Lighten / Darken Normal

[3] Ritse\EE)

off ] 2&s18a0)

l-rﬂ Conv Qutnut

] 2pages. 88/
4 Pages, [§
8 Puges,
n More Settings

[/ q

D)

Two pages are copied together onto E

a single page

/] O !‘

[T 4%&s1

Bl sman

B mene

25k »>15R (25 1

45k —>15R (45 1

Four pages are copied together onto

a single page

8 Pages U B2E 135 (8 & 1
Eight pages are copied together onto P 4= g BE E TSI A —CE4E | -

a single page

7 2 SRIRBE LR E —sRAE L -

7 4 SRIRBELRE —RAE L -

i
U_ﬂ e s
Aritn ™ a=mas RE(ULIOABN

oaog
HEOD
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2.5 CopYy OUTPUT A BE/FAHE

[} ruges per siae un
m Lighten / Darken Normal ‘
m Copy Output Auto
Original Type Photo & Text / Printed O... ‘
n Nriainal Nriantatinn Qidawmue !

‘ )_(_i Copy Output 70_5(_

b Collated

! |
O

m Uncollated

| Uncollated with Separators

Copies are output collated when using auto

document feeder

The machine outputs sheets sorted into
sets that are arranged in page order.

Uncollated

The machine outputs the specified numbe
of copies and sorts sheets by page.

L3 ~awe ey i
Mme= . mE
SEARHE FEEHH)
| RmEn v
M s=rm T
x| AEADE v oK |

B masuxaEm)

ROE + Wi

BE

SRBHEBTEEREEDR  EARKIE -

DB (R

[Uncollated with Separators|

The machine outputs copies with inserting blank
sheets as a separator and sorts sheets by page.

rIpEEIRRLE -

AtE BRI DB BHER - Eﬁ

DB (RESE

AHESWMDIEENEAEE - WikBEHIR
e -

L B+ AT

FESEHENERPHEAZAEFRMAL - WL
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2.6 STAPLE (OPTIONAL) 3T (RESNER)

This feature allows you to set the position for  ILTHAETIH ABIBE TR E -

stapling.
‘ [T} tiahten s Darken Nnrmul] | ‘ m BE = ‘ |
‘ staple aff BEFT =
!. Hole Punch off ! ! T3, " |
Folding off | EEEBEE % |

D 1 Staple

D 2 Staples

_E 2 Staples

E 1 Staple

D 2 Staples

Staple - The number of sheets that can be SEE] — OJ3EETAVERELA 2-50 5%
stapled is 2 —50.
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2.7 HOLE PUNCH (OPTIONAL) ¥T #L (k&SN E)

This feature allows you to set the position of ~ ILIHSERI AT LAV E -

the hole punch.

‘ [T viahten/ Darken Normal | ([ == =
B s or | &0 "
B Hote Punch off : EES Gl
‘ Folding off I | iasRsEEEE L

Hole Punch - 2 holes or 4 holes is available for FT4, — MafLa P A, O 32842 -
selection.
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2.8 ORIGINAL TYPE EigigZl

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.

1. Select [Original Type].

BETHAE DI HARIEIES HHE SR - BIMI AR F -
RHEENHES  AoeHAERETNESET
BED

1. B2 [[REEgi] -

| L.I.! LIGALEn | LUarken INWITTICH L == [=F ]
Copy Output Auto |. ﬁﬁﬂi‘ﬁ_ﬁ_ . - ’ﬁﬁ(ﬁﬁ;é}-
" Original Type Photo & Text / Printed O... ‘ FigfER XF
| B Original Orientation Sideways ‘ B RigA@ XFEO
= Arintonl Tuma Dhnta & Tave | Drintad N | W mre<ta . SEYER]

Photo & Text

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

exi

Select this option to make copies of text.

Select this option to make copies of photos.

S IR A
NHEEE X FMR A FEEIEIE -

ST
BEIN FIRIBE - FEEIEIR -
ey

BEB R - REEIER -
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2.9 ID CARD CoPY /ID EEEN

This feature allows you to copy both sides of a L ThEE ol RS A ED AR A N S0

small undetectable original, such as an ID card, (415438 WIFEEENER—EHEEL -
onto one side of paper.

Ein A o
Original document Origanal arientation Copied output = TR
Front side
. Front side Back side
| ABC ‘ 7 i =]
. e
. S8 | b
Back side * |—| + *

TAEfELR Rk

Cloud Service Hub Warking Folder Cloud Service Working Folder
!

2. Place the ID Card on document glass, then 2. HENHREEER  2%8% (\BHE] - U=
press [Scan], copy the front side of the card BT MR IEE -

as usual.
ID Card Copy

Place the front of the card on
Document Glass, slightly
away from top left corner.

m Quantity A= \i‘! ’ E} id = li‘ ‘

l. . Output Color Black & White ’ ‘ ‘ ' GHe¥ &8 ‘

[&] % 4 IDEEE 2 B

sritoe (FONEESA T + &
M RREIEERZA AR
BIE -

3. Turn the card over without changing its 3. MlEHRTEHMEEMNE L - & (%] BH
position and press [Scan] to copy the back AR

side of the card.

@ Loca... 4 1D Card Copy g... ID-F42E]

Place the back of the card on - FREtNRESET K&
AR R IEEREAR

g Document Glass, slightly
- LIIIIIIII away from top left corner. BYNIE -
After scanning is complete, printing iwiatk - HEBLEHIE] ¢
will start.
X ik

X Cancel

‘ Quantity

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

1. Select [Reduce / Enlarge], and then choose
[Auto%].

£ dlaea Lopying 11 dlaea
Paper Supply Auto Select
Reduce / Enlarge 100 %
D Pages per Side Off
m linhtan I Narkan Narmnal
8 100%
’ | Auto %
AdL3AS
(1} ’
@ 70% B5-B6
AS-AL
i 0, 7 ]
_@ 141 % B6-B5
@ More Options

2. Select [Paper Supply], and then choose the

tray you need.
- UI.II.PI.II. U

DLLh O YV IIne

2 Sided Copying 121 Sided
Paper Supply Auto Select
@ Reduce / Enlarge 100%

Plain, White

A4
Plain, White

2.10 NON-STANDARD SizE ORIGINAL FRIZ ISR ETRS R ~F

SENHH/BELOMIRST - MERERGEAE
AVAESR AR - SBARIRLL R AT -

1.5 (RN ]

C REEE [BEF%] -

B8%

ot s B
R =h)
(5] sevak 100%
[[] mE)EE N
1 z®ma1na ﬁ

. Ad—AS
@ 70% B5-—-B6

. A5—A4
@ 141% e

(7] Hfers%

2. B [4RERE]

- D =

&)
A

£
B

EIEPTRAR -

7

bai==]

SH/EDRE

EH—-EB

iwaRRE
VIR

B

100%

F=1 mdlindes oha £ % ==
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3. Select [Original Size], and specify values for

the X and Y dimensions, then select [OK].

=[x]!
B

vnginul 1 ype

== Original Size

FHOLW o TEXLT FHnLea J...

E Original Orientation

Sideways

Auto Detect

Reset

14 Manual Size Input
+
Y
A4 O 4
=X
A5 O
Width X
A5 O 15-356mm
s 100
LJIsB5 O == +

5. Press [Start] to copy.

‘vox'

Length Y

15-216mm

<
100 —

3. #E [RERTEA

B ESRBEE [OK] -

- B At A AN AE D

B o x
[ rsrs@ N FHEE
B RERT@A BMER
T RAIE L4
Fl tream . I
<] RYEE v ok

[ sury L SR

| i o 100
A50 L [les=

| aso s

= ‘_100_

| usBso ‘ _—‘ +

5. & [F# ] BsAEED -
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2.11 OPERATIONS DURING COPYING & E[J HA RS RU3E 1F

2.11.1 Stopping the Copy Job 15 [F# E]]
1. Select [Pause] on the touch screen. 1. EEEEELEE [F1E] -

Copy = =
00116 s LTETESR

Scanning

Local User

2. Select [Delete] on the touch screen. 2. TAEERELEE [fIE] -

Copy = o277 RED
00116 - L fFRERE 00038

User Action LIFRE

Local User

— AR (R
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2.11.2 Load the Next Document & F — 1R

If you have more documents to copy, select [Next FEERAEMNAHZRE]  FILIFE MR ETE
Original] on the touch screen while the current ENER FEE [T —RRF] - ol
document is being scanned. This allows you to ERS—DERNMETER -

scan the documents as a single set of data.

1. Select [On] while scanning is in progress. 1. AEFEEETHEEZ [A] -

Copy
00117

Scannin
Ori al[ul fe=11

Next Original Local User

2. Load the next document, and then press 2. BRAT—0RE, & [FiEF—SRRB] -
[Scan Next Original].

 Pause Il #1k

I « Scan Complete (Last Original) v BHRTERE T —RRE)

3. When all documents have been scanned, 3. DIRMAANHE  EE
select [Scan Complete (Last Original)]. (=K (ET—RRE)] -

 Pause Il #1k

B scan Next Original £ BT REE
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| 2.11.3 Interrupting the Copy Job & EI/E 2£

You can temporarily stop the copy job to let the ~ EILAERFILEEITIE - BAMEEES —{E

machine process another job first. TfE-
1. Select Bl on the top right corner. 1. meesrsw -

Copy
00117

Scanning

Next Original Local User

TRRE  —REEE

(]33 on i3 B

#1E

2. Select ﬂ and [Interrupt] to stop the copy job 2. i%ﬁiin & [#BE1] > S {eIE8EEITE -
temporarily.

N Card Canu [pE=ri12]] FHEAS T {eREER

‘m Locz.a:I”LJsz.er..;- . " _ﬁgﬁﬁgg A 00205

B E=EIEN

@ Local User Home

ID Card Copy Address Book Secure Print =B IE aned FmEE R
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3. Select [Copy].

Interrupt

3. &% [&H]] -

A —ses= | aﬁﬁn )

4. Configure necessary features and select 4. REFMEINEEREIEE [E] -

[Start].

‘ - Output Color

Black&White | il BEE® =

...J_n LD Cldmd

U= TN N gy 87117 R — ——

Copy
00208

Completed

Local User
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5. After you have finished making the copy, 5. SEEkIREMFE 18 - BEE—X
select [Cancel Interrupt] again. The [ B2F&4EEN ) - BRiE Ay EEN T 1F -

suspended copy job is resumed.

B Locat User Interrupt \@‘ il ‘ A —sems BED \ @@

Cancel Interrupt FEPRIGED

Copy
00207

Printing

Local User
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