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1 CoOPY PROCEDURE #EE[1E%

1.1 LOADING DOCUMENTS HERTS

| 1.1.1 Document Feeder B ATt E
1. Adjust the document guides to match the 1. BEEEEBEESESHEELT -
size of the document loaded.

2. Place the document face up inthe centre 2 BEFSEHE M AZETEIRDR - <FEEISIS
of the document feeder. The TNEESIE -

<Confirmation> indicator lights up when

the document is loaded correctly.

‘ 1.1.2 Document Glass JKIBE R
1. Open the Document Cover. 1. BRERINE -

2. Place the document face down and alignit 2 4EREHIEHEEAT - ¥ERHIEERN AL
against the top left corner of the document IAMENRERAREINEG -

glass.
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1.2 SELECTING FEATURES (CoPY) EIZINEE (8 E)

1. Press the <Services Home> button. 1. #—TF <Services Home> § -

2. Select [Copy]. 2. ¥iE [&H] -

Fax / Internet Fax

|

Simple Copy

Store to Folder Send from Folder

142
3. Select the features from each tab as 3. O BREEELEEENINEE -
necessary.
Fl | PSR Ot
L Color T 2sided Copying
K g Auto Detect 1-1 Sided
| { | )
= - =
IvCo!or | 3 Copy Output ‘
\ e . Auto
{ Center Tray
B 70% A3-A4 | 38K ' eouomolo: Pages per Side
‘ B4-BS { - Plain || W Red/Black - off
141% A4>A3, | | 5= AutoDetect = &  SingleColor
| K B5-B4 | ¥ Plain ||~ Red | Darken Lighten
& = iz fr=A J
| QF More... || 1 More... | .GM"""" [ < ‘j"; L=
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1.3 ENTERING THE QUANTITY i A %8 E1 15 8]

Enter the number of copies using the numeric {FERZFREAEBINDE - @ ANEENDEE
keypad. The number of copies entered BRNREBTRENG LA -
appears on the upper right part of the touch

screen.

If you enter an incorrect value, press the <C> g A $£22 808 - 1% <C> B A FIEME
button and enter the correct value. 8-

Note: You can enter up to 999 for the number &7 - 220 A 999 EENE] -

of copies.
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2 BAsIc CoPY FEATURES EAEEIINEE

2.1 PAPER SuppPLY #Af5REE

,0 4 . I
utput Color ‘
tput ‘ -17 2Sided Copying |
(@ Auto Detect 11 Sided
- { | »
- A4 - YT ——
| | Piain | UCOlOI' 1 l 7 CopyOutput ‘
= ~ Auto
l { ;;: > nite; i,_g:emgr Tray )
@ o70% A3oA4, | 38K Dual Color BB Pagesperside |
‘l B4-BS [- Plain i Red / Black - off
@ 141% A4oA3, || 5= AutoDetect | & | Single Color )
l B5-B4 1 ¥ Plain | Red - Darken Lighten
| ¢ 'y | | | ‘ — I
‘ A More.. | 1] More.. @ More... | < il‘.L,_n

=5

Automatically determines the tray holding the 1RiEESR T8 EEREERIBMAELETE
appropriate paper, based on the document E -

size and the specified copy ratio.

Lt 4 88

Display the [Paper Supply] screen. Zi~ [AFEEE) 2| -
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2.1.1 Tray 5 (Bypass) #88 5 (FZEAEK)

If you want to make copies on paper that

BEAEANBE 1 Z4008%K  FEAMRES

cannot be loaded in the Trays 1 to 4, use the  (FFEALEE) ETEL -

Tray 5 (Bypass).

1. Select [Tray 5 (Bypass)] or [More] from 1R (AEEE) 2F - B

[Paper Supply] screen.

(458 5(F=4 )]

Paper Supply

{x Cancel M@ Save ]

i e ey

Tray % Full Size Type Color Size Detection
{ 2= 75% A3 IPlain White Auto Detect l A
{ 3= 50% 8K [ IPlain White Auto Detect l
e e LD, RE LPlain W hit Auto Dotoct
Sl BYDOSS Au Blain
6l 25% A4 [/ Plain White Auto Detect % _

2. Select the [Paper Size] or/and

[Paper Type].

2. BiE [HRRT] 3k [#HREE]

I Trays

Paper Size

5& Auto Detect

| Custom Size

I

% cancel </ Save
Paper Type
Bond (80-105 gsm) I[
Recycled (60-79 gsm)
Plain Reload (60-79 gsm)
Punched (60-105 gsm) I
| v || Letterhead (60-105 gsm) I[ v
J _ S
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2.2 REDUCE/ENLARGE fZ %=

11

e Plain
[ | 2WAL
| ,! Auto % | Plain
P 70% A3-A4, W A4
| & B4-ps Plain
T 141% A4-A3, | 5= Auto Detect
K BS-B4 # Plain
u‘.‘ More.., f'_] More...

P AuoDetect 141 Sided
| ! |
&) Color . [ if— Copy Output
. Auto
' CentesTray |
Ce— ,
" @ Duol Color ﬂ Pages per Side
J 5% Redrbladc ot
' & . Single Color
1 Red | Darken Ughten
@ More. <« mmlin| -

t
utput Color 7 25ided Copying

100%

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.

Variable X
25 «» 400%
- _—_—
1 100 | —

100%
RIEHERNR D -

HE %
RIBRBEMARNWR T BEREEENER -

Hiffg=R...

BRNEEERER -

sightReduction
(Improves Fit)

Preset X

-

5 | A4-BS 1

115% B4-A3,

\ Auto % BS+A4 J
50% A3-AS, 122% A4-B4,
B4-B6 AS-BS

- ) IS
70% A3->AL, 141% A4-A3,

 B4a-BS B5-B4 |
81% B4~ AL, 200% AS-A3,

 BS-AS B6-»B4 ‘

Entering the Ratio: Touch the window
displaying the value, and use the numeric
keypad to specify a ratio within the range of
25 to 400% in 1% increments.

AR BEBRNEENSSE  REE
25-400% ZHEALL 1% S8 EEEN] -
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2.3 LIGHTEN/DARKEN EE1EE

Lighten

.-._\

i -

Use arrows to select a density of seven levels. (smsspisiz 7 B 2EELp -
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2.4 2 SIDED COPYING EEH/E HEE

Sg Copy

Output Color

{
(P Auto Detect | i
‘ 5""'\ Copy Output |
‘Auto ‘
White | | Center Tray ‘
70% A3+AG, | 38K Dual Color " | Pages per Side ‘
B4-B5 | Plain - W Red/Black Off
141% A4-A3, 5= AutoDetect | &, &, Single Color )
B5-B4 | % Plain | Red Darken Lighten
| ‘\. More... ) More... 0 More... || < Ji{; > ’

[Rcancel | save

Original Orientation

| t"i; 21 Sided

1—1 Sided BHE->EMmH

Makes a copy of a 1-sided document on one 45 EESENRAEREH -
side of the paper.

1—2 Sided EE®E

Makes a copy of a 1-sided document on both 45 e EEfSEEN R AERME -
sides of the paper.

2—2 Sided T S8

Makes a copy of a 2-sided document on both ¥ E EfSEN R AERNME -
sides of the paper.

2—1 Sided EH-EmH

Makes a copy of a 2-sided document on one Y& E ESENRAEREH -
side of the paper.
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2.5 PAGES PER SIDE Z5R&— (N & 1)

This feature allows you to copy two, four, or  [LTHAET46 2 & « 4 5 8 EEENER—EAR
eight pages of a document together onto a £

single sheet of paper.

-—-‘; | b A... VY e N
P 70% A3-A4, ‘ 3= 8K
141% A4-A3, 5 = Auto Detect & . Single Color
- Red

; BS-+B4 || ¥ Plain | | - Darken Lighten
Pwore. | ] ore. @voe. |+ WD >
55 Pages per Side (®cancel | osave ||
Original Orlentation
ot A :
. |2Page | 2 mohoten \‘gﬁw
4 Pages
- 8 Pages
Multiple Up is not applied. FEE[ZES—(N & 1)] WEE -
2 5RAE 1
Two pages are copied together onto 4 0 EETSEEIINE —EA F -
a single page.
ASRE 1
Four pages are copied together onto 4 4 EETSEEIINE —EA F -

a single page.

8 3k& 1

Eight pages are copied together onto 4 g EETSEEIINE —E4L F -
a single page.
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2.6 ORIGINAL TYPE [Rig4aHY

This feature allows you to select the type of  JThaE DI AHARIESTHETEEE - BIHNT AR

documents, such as text and photos. By R - EREEHER  SoERAREENSE
selecting a document type, you can make BIEITELD -
copies at optimum image quality.
S Copy | imagequalty | pgS0L | OutputFormat | Job Assembly

4  Original Type... ' e Image Options... ‘ Image Enhancement... [

Photo & Text | Lighten / Darken: Normal Auto Suppression

Printed Original  Sharpness: Normal Contrast: Normal

| Saturation: Normal
Color Effects... [l I_l Color Balance... ) Color Shift...

Off 'Normal Normal

— - —
% Original Type (Rcancet | Ssave |
Photo Type Auto selects the best original type based on
f | settings made in System Administration mode.
¥, Auto
g'; Photo & Text is the best setting for most
e | originals. It handles both common photos and
S photo&Text | [& photograph text originoks,
= I !
= Photocopied Text performs best on Black text.
{ Originct Photo is best for photographs, printed photos,
and xero ic coples of plctures.
& photo FrbIcC) i
Map makes the best copies of maps and other
w, Map Intricate drawings,

Photo & Text X=F BA

Select this option when the document STHEES TSR R RS - SRR TS
contains both text and photos.

X

Select this option to make copies of text. BN FREE - FEEIEE -

Text|> [Light Texd] YF > HEXFE

Select this option for text that requires P AN - AN AR .
enhancement, such as handwritten pencil e .

text. EENER -

5

Select this option to make copies of photos. BB A - BBIEIhREIE -
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2.7 OuTPUT COLOR BT

S, Copy age Qualit ssembly
Reduco/Enlage  PoprSupply S T—
]100%' - F— [ Lamlooeleﬂ 1-1 Sided

1&—‘A ‘ ’ | & =
'm | Plain i {UCM« ‘ . Copy Output |

1 7 Auto
J Auto % g{:ﬁw - : ] Center Tray J
70% A35A4, 3w 8K ' Ga Dual Color 88 Pagesperside |
B4-BS | * Plain 1 Red / Black off
141% A4>A3, | 5= AutoDetect 5 Single Color /
B5-»B4 | % Plain * Red Darken Lighten

{

y | { | |
A more.. I More.. OMore_ < ‘jl >

| s - - 1

EL)

Make copies in full color if the original is AU TEEBHNEY  EYEBEREETD
color, and in one color (black) if the document . o i g _ o

is black and white. TELH  ZREORBETEE (Be) &l -
=¥

Copies in full color. NES IR

Black & White] EB

Black & white output only. DI EL -

[Dual Color Red/Black €6 (e EFe)

Output copy in two preset colors. SR _BEEENYGERS -

[Single Color Red| BY (48)

Copies color documents using one color. Ples—tam By eEs -
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2.8 ORIGINAL SizE BB R~ & A

This feature allows you to specify the scan IEIHEE O] ISR EN TR ER Y - XEAR
size for a document. Use this feature whena LN ~TES - FFEHILINEE -

document is a non-standard size.

1. Select [Layout Adjustment] and then 182 [RESE) - B [ERRTEH
[Original Size]. Al
3 Layout ¢
S Copy i |simageQualityy] s gpustment  |LQutPUEFommatc) - dob Assambly:)
T 25ided Copying... |A B| Book Copying... ‘ Ll g::li:gopyi fg.. ‘
1-1 Sided Off off
«Is original Size... Mixed Size Originals... | | ] Edge Erase..
Auto Detect off ' Top / Bottom: 2mm / 2mm 1/2
Left / Right: 2mm / 2mm
| | Center: Omm v
@ Image Shift... : m Invert Image... i &3 Original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image |

4. Select the size of the document. If you 2. BIEBERBHUR~ - BIRIBRENEHEELIN
select a non-standard size, specify values R~ - BlEEREOMMAEEE -

for the X and Y directions.

- Original Size (Keaneal [ save |
150297mm
(B . - T Auto
‘Auto Detect ol A6 O Mx17°a v
| | —x
74 -
A3 B4 85x14" 0 | |
\ ! ! | 156432mm =
AL B5 2 85%x13' 4 Auto ‘
A4 8K o 85x11" 0 -
ASa 16K 0 5x7"a

Note: R

If you also turn on [Auto %] option of e [BE %) IEE - OJSHEERTHIERE
[Reduce / Enlarge], the machine will resize the 15 @ BENREEELAARAIA/N. -
original to fit output paper size automatically. (BR (B8 %] BE - FERARA

(See Section 2.2 for [Auto %] option.) %225
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2.9 CopPY OUTPUT (SPECIFYING FINISHING OPTIONS) 70 B/ &

R MEEIR)

Reduce/Enlarge ~ Paj
100% = + |
70% A3-A4, 1 3=
B4-BS | [ Pain l Red / Black |
1“ 141% A4~A3, | 5= Auto Detect ‘4 Single Color |}
B5-B4 I Plain | kf’ Red |
.,. More.., [ More.. e More..,
= i1 JILS |

Z<all 14l (48

“"zsd.dCopytng
‘ 11 Sided

©  CopyOutput

~ |Auto

Center Tray

§8 Pages perside

o Save
Staple Hole Punch Original Orientation
""i:
1Staple 2 Holes ;
g lmoges
2 Staples 2 Holes
2 Staples ¥  2Holes “l v
"1}, Uncollated with /
< Separators ‘ —
‘ E‘l Offm.,.l -~
 Center Tray .
B
Copies are output collated when using auto BREIESRERENEASENYE -
document feeder
Collated DE (KK %Z)
The machine can output sheets sorted into IRIBEE
sets that are arranged in page order.
Uncollated HE (KER)

The machine can output the specified number

of copies and sort sheets by page.

BEEENEARYE @ WiRKE
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2.10 ID CARD COPYING ID £

This feature allows you to copy both sides of i ThEE O]t #4885 K =889/ BU T4 (40 1D
a small undetectable original, suchasan ID ) WIESHEHNZEE—HEAKRL -
card, onto one side of paper.

1. Select [Output Format] and the down arrow. 1. 3812 [EJHEFER) WikE FE5SE -

G Copy | ImageQuality | i | output Format | Job Assembly

7= 2sidedCopying.. | I Booklet Creation... L Covers..

1-1 Sided off off

| | [ |

\ ﬂ Pages per Side... | == Poster... ‘ Repeat Image...

off | Off off 172

)

‘ L!J Annotations.., | : Watermark... % secure Watermark

off off off

|
2. Select [ID Card Copying]. 2. 2 [ID E#EE])

&Copy - Image Quality | ww‘ Output Format

ST AN R S - !

r ‘ ' Transparency
' || Folding.. | E™ PresetRepeat Image.. | | || | OptioaZ
Off Off off
| |
| —_ A
- Copy Output... | &) 1D Card Copy...
Auto off 2/2

Center Tray

3. Select [On] to enable ID card copying. 3. B2 [A)] BB ID EEH -
510 Card Copy |
1. Copy the front of the card as usuol.
the card.

x off 2. Tumn the card over without changing its position to copy the back of

Note: Place the card slightly away from the top left comner of the
Document Glass to capture the whole image of the card.
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4. Place the ID Card on document glass, 4. HE ID ERIBIEEM - 2A%EIK [Start)
then press [Start], copy the front side of WEEEDN ID FAIIEE -

the card as usual.

5. Turn the card over without changing its 5. @ 1D ERIFEAEBRMNE L - % [Start])
position and press [Start] to copy the back EENID FEH -

side of the card.

Page 15 of 21



3 OPERATIONS DURING COPYING 2 EJHARE RO 1

3.1 STOPPING THE CoPY JoB {Z1E#EE[]

1. Press the <Stop> button on the Control Panel. 1 %iE{FE#x _-AI<Stop>i -

2. Select [Delete] on the touch screen. 2. HBIERE W [E1E] -

Quantity: 0/30

Black & White ‘

100%
Collated

3. If the screen in Step 2 does not appear, 3. ERERSE 2 OWER - %
press the <Job Status> button. <Job Status>## -
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4. Select the job to cancel, and then select 4. BIEZTECEHMNTE - A%k [B1E] -
[Delete].

[% All Jobs Lv!]
File/ Job Type Remote Terminal Status Progress
00111 -Print AB Printing 122 ‘ A

Quantity.  1/30 e
pages  1/1 RO
Originals: 4
(A4 )
Black & White
w2 A4D
100%
Collated - [us"“
[ Change 3 \
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3.2 LOADING THE NEXT DOCUMENT IHE N — RS

If you have another document, select the MEEEEMER  SHiEtERE  TERE
[Next Original] on the touch screen while the  }-ze3= (BT —3EER] -
current document is being scanned.

1. Select [Next Original] while scanning is 1. SERBETIREEE [BET—EER) -

in progress.
Quontity. 0730
Black & White
100%
Collated
2. Load the next document. 2. MAT—HER -
3. Press the <Start> button. 3. % <Start> §# -
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4. When all documents have been 4 FIEEREH % . BBIE

scanned, select [Last Original]. [E N —RRTE -
Quontity: 0730
lxm
Black & White ( ’Nca
100% =
Collated
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3.3 CHANGING THE NUMBER OF COPIES ZEE &

You can change the number of copies RO IEENBESEEONNGHE -
during copying of the document.

1. Press the <Stop> button on the Control 1 i3 ¢EE W F1Y <Stop> i -
Panel.

2. Select [Change Quantity...].

Quantity:  20/300 ——
Pages 40/50 R
Originals: 10
(A4 1) | Last Original
Black & White = —
w1 A4
100%, 200%
Collated
= Change
Quantity...
3. Set the number of copies with the 3. LEEMBEY - SAEIR <Start> § -

numeric keypad and press the <Start>

button.
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3.4 INTERRUPTING THE CoPY JoB TR £ Ef]

You can temporarily suspend the current oS EBRINENTIE  TAFR—E5E
copy job to give another job higher priority. SeEIBERER T /E -

1. Press the <Interrupt> button. The 1. 1% <Interrupt >if - PERIERIESIE - TRk
interrupt indicator lights up to indicate 52 =i T YEChERAE = -

the machine is in the job interrupt mode.

2. Load the interrupt document. 2. WEBR—EREIBEINEE -

3. Set the number of copies. 3. BEEIHE -

4. Press the <Start> button. 4. I <Start> §# -

5. After you have finished making the 5. STAUAEEN? - % <Interrupt > SEUEEAE
interrupt copy, press the <Interrupt> B hEHE RIEE ) -

button to cancel interrupt and the

interrupt indicator goes out.

6. Press the <Start> button. 6. 1% <Start> {2 -
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