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1 CoOPY PROCEDURE #EE[1E&

1.1 LOADING DOCUMENTS W ER TS

| 1.1.1 Document Feeder B ExTBEE

1. Adjust the document guides to match the 1. FH[EEFEEZTSTSHERT -
size of the document loaded.
2. Place the document face up in the centre 5 usE=ESE FHASETSSRhR « <FEIDSIS
of the document feeder. The _ o
<Confirmation> indicator lights up when TEESRE -
the document is loaded correctly.

™ Document stopper
pe AV

1.1.2 Document Glass 35 Hx
1. Open the document cover. 1. FARURBINE -

2. Place the document face down and align > & EEEHEG T @ YEREBRYE
it against the top left corner of the g o
document glass. FANENLRARRBINE -
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1.2 SELECTING FEATURES (CoprY) EIZINEE (1EE)

1. Press the <Services Home> button. 1. ¥ —"F<Services Home>i# -

=Senvices Home=> button

N
e
e
i
m
=

2. Select [Copy].

Simple Copy

Store to Folder

Send from Folder

1/2

3. Select the features from each tab as

Scan to PC

%

Programming

3. olFAEE

THREEENINEE

necessary.
Output Format | Job Assembly
Reduce / Enlarge Paper Supply Qutput Color @ 2 Sided Copying
100% i + | e Auto Detect 151 Sided
1= A4 _, Color — Cobv Output
Auto % ]2=A3 Gioltelizn
dl Plain
Multiple-U
70% A3 A4, 3=l A4 Dual Color N
B4-B5 Plain Red / Black off
86% A3-=B4, 5= Auto Detect & Single Color
A4-B5 Plain \) Red Lighten / Darken
More... =1 More... More... < >
2 » Wi
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1.3 ENTERING THE QUANTITY i A 18 EN 1D &L

Enter the number of copies using the FREFRMAEINNE - W ANEONODER
numeric keypad. The number of copies oy s
entered appears on the upper right part of BARBRsNE LA -

the touch screen.

If you enter an incorrect value, press the <C>  yjus A stEzegqd - <C>iR i A FRE S
button and enter the correct value. &

Note: You can enter up to 999 for the WE: B2l A 999 EENE] -
number of copies.
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2 BAsIC COPY FEATURES EAEENIINEE

2.1 PAPER SuUPPLY AE5EEEIE

- Co
m PY

Reduce/Enlarge Paper Supply Qutput Color @ 2 Sided Copying
100% i @ Auto Detect 151 Sided
1= A4 _ Color — Copv Output
L Plain © Rl
Collated
7 Auto % 2/= A3
h D Plain
Multiple-U
F_j 70% A3-> A4, 3= A4 Dual Color i
A ] Ba-BS Plain Red / Black off
F_, 86% A3->B4, ! 5= Auto Detect & Single Color
Al A4-B5 % Plain \) Red Lighten / Darken
More... More... @ More... &E < >
ZE
Automa_tlcally determines the tray holding the ieiEmEi= O~z %
appropriate paper, based on the document
size and the specified copy ratio. £ -
More... HAnARER.

Display the [Paper Supply] screen.

BN [MSREE|EE -
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2.1.1 Tray 5 (Bypass) #58% 5 (FX4ARK)

If you want to make copies on paper that HEEEAMBE 1 BT AWNEE  FBEALES
cannot be loaded in the Trays 1 to 4, use the e o
Tray 5 (Bypass). ( FiEARB ) pEITELD -

1. Select [Tray 5 (Bypass)] or [More] from 1. RAEREZFER - BEF

[Paper Supply] screen. [488 5(FER4ER))] -
Paper Supply [* Cancel ][Q@ Save ]
Tray % Full Paper Size Paper Type Paper Color Size Detection
2= 75% A3 CIPlain White Auto Detect A |
3= 50% Ad []Plain White Auto Detect
4= 25% 297x420mm [ | Recycled White Custom Size
52 Bypass Auto Detect Plain
6= 100% Ad [] Plain White

2. Select the [Paper Size] or/and [Paper 2. BIBARER~ SR [4EEFEHE] -
Typel].
Tray 5 [ﬁ Cancel ][qﬁ Save ]
Paper Size Paper Type
|| Stondard Size e l
Custom Size Letterhead l
= |
Recycled (60-79 gsm) l

Plain Reload ”l A J
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2.2 REDUCE/ENLARGE [EXiEE

Co| Image Qualit Layout Output Format lob Assem
Py g lity y: P b bly
Adjustment
Reduce / Enlarge Paper Supply Qutput Color [@2Sided Copying |
— 1ol ) | w -
100 % | - | + | @ Auto Select | @ Auto Detect | P
\ )
100% | 1 A4 || Color | 7| Copy Qutput
Plain - |
m | L | @ el |
i — | - Collated
[ Auto% I:I 2I= A3 Black 8 White
] i \ )
I . } I Plain I 9 [ VRS |
70% A3 A4, 3= A4 Dual Color
B4->B5 Plain Red / Blac
| i l [ | d /Black | oft
| (@ 86%A35B4, || [ 5= AutoDetect | & SingleColor | )
| A4-B5 I % Plain || Red ‘ Lighten / Darken
| E More... 1 More... | |® More, | ﬁll < > |
1 i | J e

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.

RisHENR &L -

&) %

R RSB IR S~ B B R e o

HAffE=R...

BNEEEXRER -

L

1 Reduce /Enlarge [x Cancel ][C? Save
Variable % Preset %
E Proportional % 25 o 400% | ) 100% 70% A3 A4, I
— | *F B4-B5 |
| il 100 J—| | |
% Independent — Auto % 81% B4 A4,
| X-Y¥% | | ‘ BS—+AS |
| Calculator % | | 25% ‘ 86% A3->B4, |
[ 5j J | ‘ A4—-B5 |
| 50% A3 A5, ‘ 115% B4—>A3, |
| B4—+BH ‘ B5—>A4 |
SlightReduction | 61% A3->B5 ‘ 122% A4—BA4, |
(Improves Fit) )

‘ A5-B5

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.

2.3 LIGHTEN/DARKEN {EE1EE

B AER: BEBRRNEENESE
25-400% EEANLL 1% B8 EENI

Lighten / Darken

| S e

SR

AN

o

NEZes
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Use [«4] and [»] to select from 7 density

levels.

2.4 2 SIDED COPYING ZEH /EE H £1%

1->1 Sided

Makes a copy of a 1-sided docume

ER[OM[>EE 7 ERESR -

Copy Image Quality Layout Qutput Format | Job Assembly
S Adjustment
Reduce / Enlarge Paper Supply Qutput Color E{? 2 Sided Copying ‘
(T .1 ) ( '|
100 % | i | + | @ Auto Select ‘ @ Auto Detect | 11 Sided
. . )
100% | 1= A4 | Color | Copy Output ]
E ‘ | D Plain ‘ @ e ‘
I e \ g Collated
;_j Auto % D 2I;_| A3 Black & White L J
I I I Ploin } 9 { BE Multiple-Up ‘
!_j 70% A3 A4, 3=l A4 Dual Color
| /] B4-B5 | | Plain N Red / Black | off
| @ 86%A3-B4, | | [ S2AutoDetect | & singleColor | . J
| Ah->B5 || Plain Red | Lighten / Darken

| More...
|

| | =) More...

@ More...

|l +

= 2 Sided Copying

B—

x Cancel

[Fome ]

Originals

> Copies

¢ 11 Sided

Head to Head
£ |

Head to Head
£d

Original Orientation

E|¢W 1-2 Sided

| Head to Toe |
L(a J L

(=_\::r| Head to Toe

Upright Images
H
J l

Sideways |
Images J

Ep? 22 Sided

o 21 Sided |
B

on one side of the paper.

1->2 Sided

A&

Makes a copy of a 1-sided documem ?

on both sides of the paper.

2->2 Sided

Makes a copy of a 2-sided documen* —
on both sides of the paper. g{%

2->1 Sided

Makes a copy of a 2-sided documen’
on one side of the paper. g{%

EE-HE

% BB H RIS 2 IR AL SRAVEE @ -

EE-2H

% B8 [ [R S 48 EN R A SR AU R I -

eE 8

I

i EE/RTBE R ARARAME -

EE-EMH

R EERBENRARNVER -

A~

ES

V
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2.5 MULTIPLE-UP Z5RE&— (N & 1)

This feature allows you to copy two, four, or  1HaET[IE 2 B - 4 H5] 8 BELER—EA
eight pages of a document together onto a

single sheet of paper.

o

Co Image Qualit Layout Output Format Job Assembl
PY 9 ¥ Ly P! ¥
"= Adjustment
Reduce / Enlarge Paper Supply Qutput Color I @ 2 Sided Copying |
T o ) [ '| -
100% s + @ Auto Select @ Auto Detect 11 Sided
= 1 I I J
100% 1= A4 Color — Copvy Outbut
B | Plain ‘ @ i |
| e \ ; Collated

W Auto % 2= A3 Black & White

| [ | I:I Plain | 9 J
BE Multiple-U
| 70% A3-2A4, [ 3= A4 | Dual Color BET |
B4->B5 Plain Red / Black

| | I | |off
| 86% A3 B4, | @ 5= Auto Detect H & - Single Color |
| A4->B5 | | Plain ‘ ‘ Red | Lighten / Darken
| E More... [ More... ‘ ‘@ More... | ﬁll < > |
'l J l J Lo ]

= &
Multiple-Up [x Cancel ][(Q Save ]

Reading Order Original Orientation
Off . [1]| Left->Right / Upright Images
D Top->Bottom
2 Pages Up | Right—Left | | Sideways ‘
[ J L Eﬂ Images )
4 Pages Up
8 Pages Up

o =
/1|

Multiple Up is not applied. KEMA [ZEE—(N & 1)] EE - B

Two pages are copied together onto
a single page

2k 1R (25 1)
1% 2 SRIRREENRE—RAE L -

45K 15K (4 & 1)

1)
Four pages are copied together onto ] 4 4 EEFSEINRE—ESL F - T2
ol
1]2[3(4] I
5(6|7

a single page

Eight pages are copied together onto
a single page

83k -1k (8 & 1)
1% 8 sRIRTSEEIRE —RAEK L - 2]
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2.6 ORIGINAL TYPE BRifeZ2E

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.

BETEI -

— Copy Image Quality
|

Layout
Adjustment

Qutput Format

Job Assembly -

L J1

criginal Type... [ 6 Image Options... ‘ [ i Image Enhancement... ‘

Text Lighten / Darken: Normal [ | Auto Suppression |
Sharpness: Normal Contrast: Normal

Saturation: Normal J

[ Color Effects... ‘ [ Color Balance... ‘ [ @J Color Shift... ‘

off || Normal | | Normal |

) J

Q Gloss Level...

Normal

Original Type

o7 Save

‘ [x Cancel ][

Photo Type

Auto selects the best original type based on

[ Auto

Printed Original

settings made in System Administration mode.

Photo & Text is the best setting for most

Photo & Text
|

Photograph

originals. It handles both common photos and
text originals.

. Text

| Photocopy
L

Text performs best on Black text.

\
|
\
J | Photo is best for photogrophs, printed photos,

Photo

E:s Maps

and xerographic copies of pictures.

Maps makes the best copies of maps and
other intricate drowings.

Photo & Text]

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

Select this option to copy text areas of the

document sharply.

Text|> |Light Texd
Select this option for text that requires

NHEENFMRAR - BEEL

i

SR

x>

EXFRENR - AR SEEROXF

enhancement, such as handwritten pencil

text.

Select this option to make copies of photos.

EBERAE - FEEILEER -

:-:HI
i

UETHRE ol R IRE S AT 4R - BN AN
k- BHEEXMAESE - GoEARERNE

#]g o

EEILEIR R E X AR B E -

Page 10 of 21



2.6.1 Gloss Level Y6;Z2E

This feature allows you to change gloss level of IEThEEE RIBEENRE, MBI EE.
an output by lowering speed.
Remarks: Bt

This feature needs to be enable in Tools mode IWIheEHEERE T EREE PRE 85 .
Settings.

- . Layout L [ ][
! Copy Image Quality [ Adjustment I Qutput Format I Job Assembly - Gloss Level 3¢ cancel <7 Save
I Original Type... \ [6 Image Options... ‘ [ i Image Enhancement... ‘

Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrast: Normal Normal

| | Saturation: Normal )L )
l Color Effects... \ [ Color Balance... ‘ [ @ Color Shift... ‘ Enhanced
off Normal Normal

L J1 J

';EJ Gloss Level...
Normal
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2.7 OuTPUT COLOR BB8%

L

Job Assembly -

_ [@ 2 Sided Copying |

| A4—-BS

| Red

| More...
s

| | =1 More...

| More...
>

Make copies in full color if the original is

color, and in one color (black) if the
document is black and white.

Copies in full color.

Black & White]
Black & white output only.

Dual Color Red/Black|

Output copy in two preset colors.

Single Color Red|

Copies color documents using one color.

=k

KEEHACERTBNEE -
RARBETES (FB) #'H -

ivs

SARED - 3=

Y

A\

ES
e 2 IR

AS

25

in

VIZBEL -

Copy Image Quality Layout Output Format
Em Adjustment
Reduce.’quargel ~ Paper Supply _ Qutput Color
o || ‘ Auto Select | Auto Detect |
- '
100%) - | + | @ |
100% | 1= A4 M Color ‘
E \ | Plain | @
| = | I
[ Auto% 2I= A3 Black 8 White
| | I:I Plain | 9
| 70% A3 A4, | | 3= A4 | Dual Color
| B4-BS | Plain [ Red / Black |
| 86% A3-B4, || ' 5= Auto Detect | |g . Single Color |
% Plain | ‘
| \
)

1-1 Sided

\ )
Copy Qutput |

Collated

\ )
[ Multiple-Up |

off
\ )
Lighten / Darken

iﬁE[—IT]

<
| J

2= Wil

v BRBETE

€e (e Be)

EH_EREEIE BRI

B¥Y (4&)

UE—BRerII¥BRE -
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2.8 ORIGINAL Size BT R~ A

This feature allows you to specify the scan I IHEE T AR E TR R~ - Xt 538
size for a document. Use this feature when a

. . £ + == NI
document is a non-standard size. BRSNS R - S e IETNEE
1. Selggt [Layout Adjustment] and then 1. BB IRESE] Bk [RBRI®A] -

[Original Size].
Copy Image Quality ]I Layout Qutput Format Job Assembly -
= Adjustment
[@ 2 Sided Copying... ‘ [lifj Book Copying... \ [L_J ;::il(egopymgm ‘
1-1 Sided oft Off
L J J L J
@ Original Size... I = Mixed Sized Originals... \ [ Edge Erase... ‘
Auto Detect .Oﬂ .01 Bottom: 2mm /2mm | 172
Left / Right: 2 12
[ J [C‘;nler:lgmm L J’T‘
[ Image Shift... ‘ I Invert Image... \ [ QOriginal Orientation... ‘I
. Side 1: No Shift [ Normal Image . Upright Images |
Side 2: No Shift Positive Image j [ J
2. Select the size of the dqcument. _If you 2. BIBEBHIE~ - BRBEN SRS
select a non-standard size, specify values A /M
for the X and Y directions. R~ - SiaERmMbamaEE -
Y Original Size [x Cancel Hq? Save ]
15<297mm
Auto Detect Ab A | S5x7'a | I ‘ Auto
| el R
A3a B4 O l35x5 0 | +
} } I I 15¢>432mm =
A4 B5 a4 100x148mm < I
‘ ‘ | | I Auto I
A4n B5 11 %17 e | |’_ ol
| | | | G
‘ASCI ‘BSCI |8.5x‘|l|"ﬂ |
L | | J

Note: If you also turn on [Auto %] option of w7 B [BE %) A - ISERR M
[Reduce / Enlarge], the machine will resize

the original to fit output paper size R - BEAB 2B LKA, - (B
automatically. (See Page 7 for [E8) %] 387E - 5528 Page 7)

[Auto %] option)
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2.9 Copy OuTpuT BT (D BE/IESE

Copy Image Quality Layout Output Format | Job Assembly
Adjustment
Reduce.’Enlarge : Paper Supply ~ Output Color @ 2 Sided Copying |
[ | |
100 / ’ @ Auto Select ‘ | @ Auto Detect | P
\ )
100% | 1= A4 L Color ‘ — Copy Qutput
E \ | Plain | @ H |
I — | - Collated
[ Auto% 2I= A3 Black 8 White
| | I:I Plain | 9 )
Multiple-U,
| 70% A3 A4, || 3= A4 | Dual Color E g |
B4-B5 Plain Red / Black
| || [ | | off
| @ 86%A35B4, || [ S2AuoDeteat || & singleColor | )
| A4-B5 % Plain || Red ‘ Lighten / Darken
\

: E More... J : More... | | @ More... ﬁl

o

Copy Output [x Cancel MQQ Save ]
Staple Hole Punch Original Qrientation
I @ Auto No Staple D] No Punch j Upright Tmages
% Collated l 1 Staple ’:!} { 2 Holes E‘\ ‘ Eﬂ Sideways ‘
Images
2 Stapl 2 Hol
% Uncollated l e E“ { e D\
‘ l 2 Staples E‘ v { 2 Holes B\
‘ Uncollated with )
I Separators
[@ Dutput / \
Offset
More...

=k

Copies are output collated when using auto @SR ERENEOEOE -
document feeder

Collated DE (g )

The machine can output sheets sorted into 1288 S EHEIE A -
sets that are arranged in page order.

Uncollated HE (KB )

The machine can output the specified BEIEENEAHE . TinE

number of copies and sort sheets by page.
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2.10 ID CARD CoPYING / ID EFEE]

This feature allows you to copy both sides of

UETNBE B SR SRR RIRY/ N BU S

a small undetectable original, such as an ID
card, onto one side of paper.

1. Select [Output Format] and the down

(0 ID F)WIEEEENZR —EARRL -
1. % Rz METss -

arrow.
Copy Image Quality Layout Qutput Fermat Job Assembly
== Adjustment
I @ 2 sided Copying... I [ Booklet Creation... \ I @ Covers... I
1-1 Sided oft No Covers

|

J1 J

I Multiple-Up...

oft

J 1
I [ Poster...

No Posters

\ I D Repeat Image... I
| off

J1 | IR

172

L

L
I IE Annotations...
| off

J1
I [ Watermark...

oft

J1

\ I Secure Watermark I

oft

J1 J

2. Select [ID Card Copying].

2. #{IZ [ID &M -

Copy

I Image Quality I

Layout
Adjustment

|
l

@ Folding...

No Folding

]Output Format I lob Assembly -
Transparency ‘

Preset Repeat Image... ‘ {
I_ r! Options...
off No Transparency Separators

J1 J1

|
l

Copy Output...

Collated

= ID Card Copying... A
l pying L4
off

J

3. Select [On] to enable ID card copying.

3. ##E [A] RUA ID F&H] -

ID Card Copying

[x Cancel ][q? Save ]

[%oﬁ

&On

1. Copy the front of the card as usual.

2. Turn the card over without changing its position
to copy the back of the card.

Note: Place the card slightly away from the top left
corner of the Document Glass to capture the whole
image of the card.

4. Place the ID Card on document glass,
then press [Start], copy the front side of

the card as usual.

. Turn the card over without changing its

4. W& ID FRIIBE R - B [Start] -
WNEELD ID RAYLER -
5. #l# ID FRIEEMEEMUE L - 1% [Start]

position and press [Start] to copy the back

side of the card.

EENID FRYEME -
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3 OPERATIONS DURING COPYING 2 ENHA RS RO 2 1

3.1 STOPPING THE CoPY JoB {ZIEEEN

1. Press the <Stop> button on the Control 1. IRIBYEER_FAI<Stop>HH -
Panel.

© 00 0

()

<Stop> button

ZEEER= LR [FLE

2. Select [Delete] on the touch screen.

Quantity:  20/300 Delet
e
Pages: 40/50 [x ]
Originals: 10
(A4 1)
Black & White
=1 A4
100%, 200% I
Collated “g o
= Ch
=
3. If the screen in procedure 2 does not 3. BRI 2 PREE - K <Job
appear, press the <Job Status> button. Status>i# -

<Job Status> button
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4. Select the job to cancel, and then select 4 giETEMM T IE - sA%IE (1] -
[Delete].

Active Jobs Completed Secure Print _ Print Close
_ Jobs | Jobs&More Waiting Jobs
= T
| All Jobs -

File / Job Type Remote Terminal Status Progress

02222-Copy 11x22mm:3% Copying 55/66| A

02223 - Print 11x22mm:3% Print Wait 66

v
l J
- = > |
[ilcopy File1234s [ %iclose |
Quantity:  20/300 —
Delete
Pages  40/50 ~
Originals: 10
(A4 )
Black & White
=1 A4D
100%, 200% ¢
Collated 1> b
i |§" Change .
.= Quantity...
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4 LOAD THE NEXT DOCUMENT W& F—10 8T

If you have another document, select the MBS EEMER . SR RERE - EEE
[Next Original] on the touch screen while the N
current document is being scanned. = LEE [B F %R\ -
1. Select [Next Original] while scanning is in 1. FBERBETHBEREZEA TN —EERR] -
progress.
Quantity: 20/300
Pages: 40/50

Originats: 10
(A4 )

Black & White

=1 AGD =

100%, 200% —_—

Collated lﬁ S ! !
= |
B e |

2. Load the next document. 2. RA N —0RTE -
“‘-—mz.z.—___.._____l_

3. Press the <Start> button.
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4. When all documents have been scanned, 4. FRBRBIREZE  BEE [N RR

select [Last Original]. il -

Quantity: 20/300 @@ Delete |

Pages  40/50 R

Originals: 10
(A4 (1)

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

‘ Q ‘=) Change |
Quantity... J

4.1 CHANGING THE NUMBER OF COPIES BB EEMD

You can change the number of copies during  ¢ray )y #E EENEARS @ BB EIMH &) -
copying of the document.

1. Press the <Stop> button on the Control 1. RIREE R _EAY<Stop>if -

Panel.
=Stop= button
2. Select [Change Quantity...]. 2. BE(HEEE)] -
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Quantity: 20/300
Pages: 40/50
Originals; 10

(a4 )
Black & White
=1 ALC
100%, 200%
Collated

a Delete |

. Quty..,

3. Set the number of copies with the numeric

keypad and press the <Start> button.

3. REEHME -

B2

AR

Bz <Start># -
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4.2 INTERRUPTING THE CoPY JoB FEf#EE[]

You can temporarily suspend the current RO EEBINEN T TATR—FS
copy job to give another job higher priority. N
BT EIERER TIF -

1. Press the <Interrupt> button. The interrupt 1 H<Interrupt>i - PEHSTIBSEE - &R

NG SR
indicator lights up to indicate the machine N e .
is in the job interrupt mode. #Es BRI TIFPERES -

<Interrupt> button

2. Load the interrupt document. 2. NES—IRBIEREINEE

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

4. Press the <Start> button. 4. E<Start>i# -

5. After you have finished making the 5. SEAFEENE - 1% <Interrupt > FREUH T EfE
interrupt copy, press the <Interrupt> KBRS RIBER -
button to cancel interrupt and the interrupt
indicator goes out.

6. Press the <Start> button. 6. Z<Start>i# -
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Customer Support Center
2513-2513
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