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1  

1.1 LOADING DOCUMENTS  

1.1.1 Document Feeder  
 

Remove any paper clips and staples before 
loading a document. 

 

1.  Load the document face up (when the 
document is 2- sided, place the front side up) 
in the center of the document feeder. 

1.  (     

   )  

 

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

     stopper. 

2. ,  
     

                                               
 

 

1.1.2 Document Glass  
 

1. Open the document cover. 1.  
2.  Load the document face down, and align it  
     against the top left corner of the document 

glass. Close the document cover. 

2.   
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1.2 SELECTING FEATURES (COPY)  ( ) 
 

1.  Press the Home button. 1.  

 

2.  Select [Copy]. 2.  

  
 
 

3.  Configure necessary features. 3.  
 

4.  Press [Start] to copy. 4.  
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1.3 ENTERING THE QUANTITY  
 

Entering the number of copies. The number of 
copies entered appears on the top left part of the 
touch screen.  

 

 

 
 

 

If you have entered an incorrect value,  
press             and enter the correct value. 

              

 

Note: You can enter up to 999 for the number of 
copies. 

999  
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2  

2.1 OUTPUT COLOR  
 

 

Auto Detect  
Make copies in full color if the original is color, 
and in one color (black) if the document is black 
and white.  ( )  

Color   

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.  
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2.2 2 SIDED COPYING /  
 

 
 
 

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 Sided  

Makes a copy of a 2-sided document 
on one side of the paper. 

 

Head 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. 

 
 

Head 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. 

 
 

 
 

QR Code  
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2.3 PAPER SUPPLY  
 

 

Auto  
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. 

  
 

 

 
QR Code  
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2.4 PAGES PER SIDE  (N  1) 
 

This feature allows you to copy two, four, or eight 
pages of a document together onto a single 
sheet of paper. 

2 4 8  

 
 
 

2 Pages Up 2  1  (2 1) 
Two pages are copied together onto 
a single page 

2  

4 Pages Up 4  1  (4 1) 
Four pages are copied together onto 
a single page 

4  

8 Pages Up 8  1  (8 1) 
Eight pages are copied together onto 
a single page 

8  
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2.5 COPY OUTPUT (SPECIFYING FINISHING OPTIONS) / / ( ) 
 

This feature allows you to select finishing 
options.  
Note: This feature is optional. 

 
 

 
 
 
 

Auto  
Copies are output collated when using auto 
document feeder 

 

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

 

Uncollated  ( ) 

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

 
 

Staple / Hole Punch  /       
Staple - The number of sheets that can be 
stapled is 2  50. (when 80 gsm paper is used) 
Hole Punch  2 holes or 4 holes is available for  
                         selection.  

  2-50  ( 80 gsm

)  
     

Optional 
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2.6 ORIGINAL TYPE  
 

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]. 1.  
 
 
 
 

2.  Select [More] from [Original Type] screen. 2.  
 

Photo & Text /  
Select this option when the document contains 
both text and photos. 

 

Text  Light Text     
Select this option for text that requires 
enhancement, such as handwritten pencil text. 

 

Photo  

Select this option to make copies of photos.  

Map  

Select this option for lines that requires 
enhancement, such as graphic. 
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2.7 MIXED SIZE ORIGINALS  
 

This feature allows you to scan documents of 
various sizes simultaneously and make copies of 
the corresponding sizes or of one selected size.  
Note:  To use this feaure, load the documents in 

the document feeder. 

 
  

 
1.  Select [Mixed size originals], and then choose  
     [On]. 

1.    
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If you want to make copies of one selected size, 
follow the steps below:

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

2. / %

3.  Select [Paper Supply], and then choose the 
tray you need.

3. 

Note:  The original orientation must be as same as that of the output tray.
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2.8 ID CARD COPYING / ID  
 

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 Copying], and then choose 
[On]. 1.   ID  

 
 

   
 

 

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

2.   
      

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

3.   
      

  
QR Code  
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2.9 NON-STANDARD SIZE ORIGINAL  
 

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%]. 

1. /  %  

 
 

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

2.  
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3.  Select [Display Other Features] to display 
more options. 

3.  
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4.  Select [Original Size], and then specify values 
for the X and Y dimensions.

4.
    

  

5.  Press [Start] to copy. 5.

Note:  The original orientation must be as same as that of the output tray.
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2.10  BOOK COPYING  
 

This feature allows you to copy facing pages of a 
document on separate sheets of paper in page 
order. Place the original in the Top Left of 
document glass. 

 

 
   

1.  Select [Book Copying], and then select the 
option you need. 

1.   

 

Left Page then Right ( ) 
Copies the left page and then the right page of 
facing pages. 

 

Right Page then Left ( ) 

Copies the right page and then the left page of 
facing pages. 
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2.  Select [Original Size], and then specify values 
for the X and Y dimensions.

2.
    

  

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

3. / %

Note:  The original size is the open book size.
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4.  Select [Paper Supply], and then choose the 
tray you need. 

4.   

 

5.  Press [Copy] to copy. 5.  
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2.11   STORED PROGRAMMING  

2.11.1 Registering Stored Programs  
 

The Stored Programming feature allows you to 
register frequently used settings and to record a 
series of operations.   

1.  Press the Home button. 1.   
 

2.  Select [Setup]. 2.  
  
 
 

3.  Select [Stored Programming]. 3.  
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4.  Select a number to register a stored program. 4.  
 

5. Set the feature you want to register, e.g. book  
    copying.   
    Note:  Go to Page 18 for [Book Copying]. 

5. ,  
 

18  

6. Press [Start] to Save. 6. Start  
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2.11.2  Entering/Changing a Stored Program Name /  
 

1. Select [Enter/Change Name]. 1. /  
 

2. Select the number to change a name. 2.  
 

3. Enter a name, and then select [Save]. 3.  
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2.11.3 Calling a Stored Program Name  
 

1. Press the Home button. 1.  
 

2. Select [Stored Programming]. 2.  
 

3. Select a stored program containing the 
function you want to use.  

3.  

 

4.  Press [Start] to copy. 4.  
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2.12   OPERATIONS DURING COPYING  

2.12.1 Stopping the Copy Job  
 

1.  Select [Pause] on the touch screen. 1.  

 

2.  Select [Delete] on the touch screen. 2.  
 

3.  If [Pause] does not appear on the screen, 
select [Job Status] on the Home screen. 

3.  
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4.  Select the job to cancel, select [Pause], and 
then select [Delete]. 

4.   
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2.12.2 Load the Next Document  
 

If you have more documents to copy, select [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 [Next Original] while scanning is in 
progress. 

1.  

 

2.  Load the next document, and then press 
[Start]. 2. ,  

 
 
 

3.  When all documents have been scanned, 
select [Last Original]. 

3.  
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2.12.3 Changing the Number of Copies 

To change the number of copy sets during 
scanning or copying, use the following 
procedure.

1. Select [Pause] on the touch screen. 1.

2. Select [Change Quantity]. 2.

3. Specify the number of copy sets with the 
numeric keypad, and then select [OK].

3.
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2.12.4 Interrupting the Copy Job  
 

You can temporarily stop the copy job to let the   
machine process another job first.  

1.  Select [Job Status] on the Home screen. 1.  

 

2.  Select the copy job  2.  
 

3.  Press           . 3.           
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4.  Select [Interrupt]  4.  
 

5.  Load a document and set features if 
necessary. 5.  

6.  Press [Start]. 6.    

7.  After you have finished making the copy, 
select [Interrupt] again. The suspended copy 
job is resumed. 

7.  
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