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1 COPY PROCEDURE 8 E14 %

1.1 LOADING DOCUMENTS WEETS

| 1.1.1 Document Feeder B )53 E

Remove any paper clips and staples before WES R - FFE FEFRAEETTE -
loading a document.

1. Adjust the document guides to match the size 1. ARRIEAZEEFSLRNT, FREEL

of the document loaded. Raise the document 52 .,
stopper.
2. Load the document face up (when the 2. U THEH L (E28HENY - FIEHEE

document is 2- sided, place the front side up) B BEEREEN PR -
in the center of the document feeder.

| 1.1.2 Document Glass 3% 3 HHx

1. Open the document cover. 1. B RURIGINE -
2. Load the document face down, and align it 2. X HRIEEE T - HERERRMNAZ AN
against the top left corner of the document BRI -

glass. Close the document cover.

T -

LJ

Ar 7 3

i J & o @

i ‘;_ “rEnl |

f AR 1

i 5 [
1 Ve ¥ :

] i g i
L " B
& - | ] i

Page 2 of 20



1.2 SELECTING FEATURES (CoPY) ZEIEINEE (B EN)

1. Press the Home button. 1. B— BRI -

|E| Local User

B o
o -

EEBRT

Copy ax Scan Al s Boak i &
g LT T B
1D Casd Copy Secure Print Jobs

©

2. Select [Copy].

|&] tocal User Home 47 Reset

Address Bor

Cloud Senice Hub

ol output color Black & White o sier RE
| 2Sided Copying 151 Sided ] smsEze HE-RE
Paper Supply Auto Select i 3 =10
Reduce / Enlarge 100% RUVER 100%
4. Press [Star] to copy. 41 LR BiEE -
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1.3 ENTERING THE QUANTITY B A 8 EN{n &)

Entering the number of copies. g A B E -

Start

: Output Color Black & White ‘ l . - iTea)==t A =]
R e = | | ST ES TR R BEWn BT
If you have entered an incorrect value, pre“ MEAfESEE 2 n I Bg A TERE AV EL
and enter the correct value. =
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2 BASIC COPY FEATURES EAREEIINAE

2.1 OuTPUT COLOR BB E

i Output Color Black & White ' BHeY £8
' 2 Sided Copying 121 Sided ‘  SH/EERE EE—-E3 ‘
|' E‘ Paner Sunnlu Autn Selert | | = wreeseie I=F] |

Auto Detect

I Color
S Black & White

B oual Color, Red / Black
-

B s oz
Ll s

ingle Color, R

il reswew..

i More Options

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

and white.

EXY

Copies in full color. PAER8ED -

=

Black & white output only. PAEBEEH -

Dual Color, Red/BlacK| B2 (1) Bee

Output copy in two preset colors. FH_EHReRIEEIRE -
[Single Color, Red| B (415

Copies color documents using one color. ME—BRegl¥elRE -
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2.2 2SIDED COPYING EH/EEEEIE

i Output Color

2 Sided Copying 1+1 Sided

E‘ Praner Sunnlv

1-2 Sided Head to Head

|| 12 Sided, Head to Toe

22 Sided Head to Head

21 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->2 Sided

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

2->1 Side

!

Makes a copy of a 2-sided document

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
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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.

Black & White ‘

Auntn Selert |

o) ey 1
Ld CH/EEEE EH—ER
| N s =

Bl =m-=5

| WE-UE - EEHM
BE W, LT
WU, G
| WE-EE, G
| HERE

e B
i S TR LR 3R RO B E -

B8 H — 2|

# BB E R A8 ERR A SRAV A E -

|%ﬁ—>%ﬁ

R E HIREE R ARV -

|%ﬁ—>$ﬁ

e HRBEHRAARVER -

EE%UE%'
SRR EENRENT G
B R OAEBR - FEEIRE -

J:F%ﬁf‘aﬁl
2 RFHREERNERNSERS D
B R - EEEIIE -
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2.3 PAPER SUPPLY ALiEEIE

| Jl Vutput Lolor Black & White i stee e

|| 25ided Copying 151 Sided SEHEETEE EE-58
Paper Supply Auto Select fRaREE QﬂT
Reduce / Enlarge 100% E fdUvERR 100%

'. A panac nar Sida nff [ T PRNES (o

Plain, White

A4

Plain, White

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.

BE
PRAGBMAREN BT AT RL - NR—E4
B - A2 BEEEERARR TR -

Page 7 of 20




2.3.1 Tray 5 (Bypass) &£ 5 (FiE4LH8)

If you want to make copies on paper that cannot FEBEALR 1 004E  ABALR 5 (FELB)

be loaded in Trays 1, use Tray 5 (Bypass). chae TR -

1. Load paper with the side to be copied or 1. WB4E . =i BIEA—MEl o iE4icE
printed on facing up. Insert the paper until its ERBSIE A AEEEEA A O E -
edge lightly touches against the paper feed
entrance.

2. Select [Tray 5] from [Paper Supply] screen. 2. R [4E%)] 2| B8 [4g%5] -

Plain, White

A4
Plain, White
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2.4 PAGES PER SIDE ZRE— (NG 1)

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

pages of a document together onto a single

sheet of paper.

| 2 Fupsr uppy

AULL JeeeL

WEThEED# 2 B ~ 4 B 8 B EIfER —RA L -

j @ Reduce / Enlarge

D Pages per Side

1 m Lighten / Darken

1 m Canv Quitnut

B o
2 Pages, 8 /83
4 Pages, (9
8 Pages. [

n More Settings

[/ q

D
Two pages are copied together onto
a single page

/] O &

Four pages are copied together onto
a single page

Q)
O O D]

Eight pages are copied together onto
a single page

4RBT

8RS

B seuz

25k »>15R (25 1

E # 2 SRIRIRE LR B —sR4L L -

45k —>15R (45 1

Bk »15&k (85 1

8508 # 8 SRIRIRE LR B —sR4L L -

# 4 SRIRIREENR B —5R4L L -

oy s AN v s
100% (3] Mmm)EE N |
off ] 2Es e i
Normal [ me ]
Arita I?l ABEIRAE BB

oag
Eean
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2.5 CopYy OUTPUT A BE/FAHE

E‘uj% rages per sme il
Lighten / [iﬁrkeﬁ Normal
Copy Output Auto
| Original Type Photo & Text / Printed O...
- .n- Nriainal Nriantatian Qiricnmnu:.
?‘ Copy Output ‘ v CIK_.

E Collated

|
O

| m Uncollated

Uncollated with Separators

Copies are output collated when using auto

document feeder

ollated

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.

lUncollated with Separators|

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

B} s

B raEER

B

I!..-.IIJ SFIARO N V7 il
[ e &iE
[C) sax58 PEEHH)
L RmmR XF
M =M VA
x| FEARAE v oK.

SRBHBTEEREEDR  EAKIE -

B (IR1DE

B (KRB SE

AR RBEHIRR B BOHER -

AEEHmEEENEANE  WiKEHIE

FrikRe -
) B+ AR

AHEEEEEHNERPEAZOLFHMA - T
rIEEEIRRE -
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2.6 ORIGINAL TYPE EigigHl

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].

Ll.u Lignwen / varken NUun |
. Eopy Output ] Auto -l

1 = Original Type Photo & Text / Printed O... |
B Original Orientation Sideways .
Nriainal Tina Dhata R Tavt [ Printad N :

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.

BETHEE DI AR IEIES HHE LR - BIIISI AR A -
RHEBENHES  AoeAREBHEEED
&Ll -

1. B2 [[REEgi] -

[ e =i |
@ SEASE i  SEGKAN) .
B mRmm %%
[ mmrn XA |
T £3 &N 8l |

B x=m=

S IR A
NHEEE X FMR A FEEIEIE -

ST
BENFRER - BEEIER -
iy

BENR AR - AEEER -
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2.7 ID CARD CoPY /ID EEEl

Original document Original orientation Copied output
Front side
Front side Back side
ABC R =
-
 ee e

Back side * D 2 + l:l ’

123 - )

=iy FELE EEWER
Ea

ABC i .ﬁ ABC
| 123 '

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 [ID Card Copy].
@ Local User

Home

2. Place the ID Card on document glass, then
press [Scan], copy the front side of the card
as usual.

@ Loca... {/

ID Card Copy

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

=
= Scan

E Quantity 1 - E‘

BETHBE o] AR FO AR/ B ST
(ME10E8) WIESHEE&ZE —E4HR L -

1. 3% [ID F+&EI1] -

Working Folder

2. HEBEMHREBER  2eR (1FHE]
EENSHRIIER -

Cloud Service
b

ID-R4ZED

G EEAT - R
PR R TR T AR 2 PO
BOLER -

o= -4

o output color Black & White

3. Turn the card over without changing its
position and press [Scan] to copy the back
side of the card.

il srew 20 |
3. MlEHRIEEMEERINVE - 7 [FE] &
NN
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@ Loca... 4 ID Card Copy ID-R4RE[

Place the back of the card on R tNRERAT HE
Document Glass, slightly G REE R EER AR

away from top left corner. B E -
After scanning Is complete, printing feiae - 18§ BasHIE]

will start.
X @it
X Cancel

: 4
J sexw

.I_‘ »i-‘

Black & White |
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2.8 NON-STANDARD SIzE ORIGINAL FHRIZISN BT R ~F

When a document is of non-standard size, and BV HEBEAELNIRT  MEAEESSHR
the output needs fit to the paper size, follow the GOLEE A/ N SEARIEL TR -

steps below.
1. Select [Reduce / Enlarge], and then choose 1842 [BX/E ] o AEEE(BEF%] -
[Auto%].
£ >iaea Lopying 151 >i0ea S5 IEI SRS SEIHI—TSEE
Paper Supply Auto Select R =E
Reduce / Enlarge 100 % gB/VBK 100%
-] Pages per Side off (3] mmmINEE E-
FM 1inktan / Narkan Narmal 1 2Es1nE1D) 5

Auto % _ B&)%
L ' AL-AS, ; Ad—AS
(=] 70% B5B6 (] 70% B5—B6
' - AS5-AL, . A5—A4
[E4] 141 % . [E] 141% s
More Options HEE
2. Select [Paper Supply], and then choose the 2.2 [HRERE] - AREEFHER -
tray you need.
- UIJLPLIL wuiw DPIULn O VYIS ! “mw” e
2 Sided Copying 11 Sided CH/EEERE EE—-82H
Paper Supply Auto Select flaREERE BEE)
@ Reduce / Enlarge 100% #EAVEBUR 100%
i:l Pranac nar Sida NFF ril Y R I(E=Tn) 1l .

Plain, White

A4
Plain, White
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3. Select [Original Size], and then specify values

for the X and Y dimensions.

| ;_':‘1’ urniginai 1 ype

FIIULL & TEXL/ FPLHNea u... |

‘ B Original Orientation Sideways ‘
!! Original Size Auto Detect
l Reset ‘
< ‘ Manual Size Input v OK‘
Length Y
15-216mim
AL O H +
| PR 100
A5 O | ==
| Width X
A5 O | 15-356mm
A6 O | B s
] | =]
JISBS O ) | | + |

5. Press [Start] to copy.

3. #E [RERTHEA
MEE -

- AREEA R OAAED

Eo) AR x>
[ ssm NEHRE
WA mmRY®A 00 SEEN
s SRR TiE
Fl e | . I
<] RIERE vox
R s
ASO -
ASD e
A6C 100 ‘
| JIS B5O =i ‘ i ‘

5. 17 (B ] Al -
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2.9 OPERATIONS DURING COPYING & ENEARSAVIE1E

2.9.1 Stopping the Copy Job 15 [ #& E]]

1. Select [Pause] on the touch screen. 1. ERERELEE [(F1] -

Copy
00116

Scanning

Local User

2. Select [Delete] on the touch screen. 2. ERIEFEEDEE (k] -

Copy = =7 8ED
00116 ima L {EGER b

User Action %ﬁ?ﬁﬂi :

Local User

—RERE
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2.9.2 Load the Next Document & F — 1R

If you have more documents to copy, select [Next =@ ihr TR . FiriR i ST IS gL

Original] on the touch screen while the current N ;
E-S{ %E —_— = o \9
document is being scanned. This allows you to HRIMER L& [R—5ERE] - Mol

scan SRR ERMETIRRE -
the documents as a single set of data.
1. Select [On] while scanning is in progress. 1. BEEREETHREE[E] -

Copy
00117
Scanning

Next Original Local User
Start Date & Tirrie: 8/5/2020 16:27:4¢

2. Load the next document, and then press 2. HAT—H0RE, 7 [BEF—IERF] -
[Scan Next Original].

I Pause Il =it

+ Scan Complete (Last Original) v EETREE T —RERR)

3. When all documents have been scanned, 3. CIREFENHE - BiE
select [Scan Complete (Last Original)]. [(BH#= (®F—EER)] -

Il Pause RESS

5 Scan Next Original | 5 BT RRR
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| 2.9.3 Interrupting the Copy Job & E[l {F 3£

You can temporarily stop the copy job to letthe — MOIAEIFHR IEFEEN TIF - BRAHESEEIE S —(E

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

Copy
00117

Scanning

FT—REHE fﬁﬁ%%: ERANCIT I

Next Original  Local User

Off On

2. Select H and [Interrupt] to stop the copy 2. gﬁin % [HEEN) - B BT IE -

job temporarily.

IN-E4EF

{ [ rm=saliion™ =il =iy -

@ Local User Home

ScanAuto

ID Card Copy Address Book Secure Print Loy i 3 ) EREA i ES R

Customize Interrupt
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3. Select [Copy] . 3. #1F [&01] -

B Locat User Interrupt ® 2| 0O-nems $HED ®| 7

4. Configure necessary features and select 4. HEFTEDEEREEZE [RE] -
[ Start] .
B toca.. | 4| Interrupt Mode [Bse] B-u- |2 Ifemee IEy 0

1 3
4 6
KN
(X}
‘ ull output Color Black & White ‘ il sew R
o AP S NSRS =S RN HC VSRR | QN - e e R R

Local User
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5. After you have finished making the copy, 5. SERIBEEIER 2% - BEE—X
select [Cancel Interrupt] again. The (ARBRIEEN] - BWkEE P ERYEEI T IE -

suspended copy job is resumed.

Interrupt ® 2| A -nems HBED 2

FRPRIGED

Copy
00207

Printing

Local User
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