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1 CoOPY PROCEDURE #EE[1E%

1.1 LOADING DOCUMENTS HERTS

| 1.1.1 Document Feeder BB XTREE
4. Confirm that the document is free of tag 1. B ERE LEEERBL - BE - §]1Z24t58
paper, adhesive tape, staples, and clips, BFREYm - WHARKENRISEEE
and stretch out the document if it is e

wrinkled or folded.
5. Align the upper left corner of the document 2 ¥M[&EfsA A DEIFREIERER

so that the original size is correctly ST e
detected.

6. Load the document face up (when the 3. ENE(EEEBEBAATFE)SH L THE
document is 2-sided, place the front side REREENPR -

up) in the center of Document Feeder.

| 1.1.2 Document Glass 1B E 1k

1. Open the Document Cover. 1. ITEREZ -
2. Load the document face down with the 2. BIRHEEET  UHEBEEERNA FE
document aligned with the upper left KNERTS °

corner of the Document Glass.

1

. |
-

\
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1.2 SELECTING FEATURES (CoPY) #E1ZTINEE (B ED)

1. Press the Home button. 1. B—TEE%: -

=

Copy (ID Card) ScanAuto IDFEHEED BejR

&

Remote
Assistance

Secure Print

Working Folder HEBIED {8 ABIBIEN(—ftam
)

3. Configure necessary features. . PREBEREINEE o
4. Tap on [Start] to copy. . BRE [RE)) BRELED -

B s

Output Color WHex
Q Black & White =]

-8

g
o DO

151 Sided

m
I}

Paper Supply R
Auto Select =] ]

f=l
i3]

100% : 100%

EE]
)

off i
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1.3 ENTERING THE QUANTITY i A %8 E1 15 8]

1. Tap on [Quantity]. 1. #E (e

Qua
1

D Black & White

]

11 Sided
Paper Supply
uto Select

100%

E Pac
2. Entering the number of copies. 2. EAEEMNE -
3. Tap on [Start]. 3. BHE [R(Eh])

<  Quantity

If you have entered an incorrect value, press  {jiig A S22 808 - 1% BN i A FRER 2L
and enter the correct value. B-

Note: You can enter up to 999 for the number 7 - &% oG A 999 EE1E] -
of copies.
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2 BAsIc CoPY FEATURES EAEEIINEE

2.1 OuTPUT COLOR I BB%

1

Output Color

Black & White

) Sided
) Sided

1->1 Sided

Paper Supply

Auto Select

Auto Detect

Full Color

Black & White

Dual Color

Single Color
=)
Make copies in full color if the original is color, AEBEEHERBHNEY @ EXBRBETSE
and in one color (black) if the document is FELD - FERARBETES (FRe) &) -

black and white.

2%

Copies in full color. PIE¥AEL -

Black & White] =

Black & white output only. PIEB®EE] -

Dual Colo 2

Output copy in two preset colors. FAH_TBEEEIIYeR -
Single Colo B

Copies color documents using one color. DE—BReRIIYEeRs -
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2.2 2 SIDED COPYING EEH/E HEE

Out lo
E Black & White

ided
D 1->1 Sided
Paper Supply
Auto Select

1-1 Sided

1-2 Sided

2-2 Sided

2->1 Sided

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.

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.

R EERTBE IR ARRRVER -

EE-2H

i B H RS 48 IR AR SRRV E

EE-2n

R EERTFE IR AR -

EE-ER

R EERBENRAROER -

7‘25%’9‘!3%

SEEARIEEA R ERY T B E A T5E
AR ILIA -

EE/I_,

HER

N
SR EEARIEEMNRERY B EX A TTE
AR - FFEEILIR -
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2.3 PAPER SupPLY AR &=

2 Sided

1-1 Sided

Paper Supply
Auto Select

Reduce/Enlarge
100%

Auto Select

A4l
Plain (64-70 gsm)

A3l
Plain (64-70 gsm)

vy |
3 Pplain (64-70 gsm)

Auto Detect
Plain (64-70 gsm)

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.

B8

A4l
L 3HHK(64 ~ 70g/m?)

A3

2 M3E4K(64 ~ 70g/m?)

A4l
3E4%(64 ~ 70g/m?)

B a8
LB HK(64 ~ 70g/m?)

HEl

PREMBIARBEERSEEE - NR—E
AMBRERAT - AlZ B e EERR AR TR

A% .
on

S MBERRTRARNAER R
BB IBATAS -
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2.3.1 Tray 5 (Bypass) #% 8% 5 (FX4AEK)

If you want to make copies on paper that

cannot be loaded in Tray 1 - 3, use bypass

tray.

1. Load paper with the side to be copied or
printed on facing upward. Insert the paper
until its edge lightly touches against the

paper feed entrance.

N

2. Adjust the Tray 5 (bypass) setting on the

prompt screen. Tap [OK] to save.

Pa Ze
A4[]

Paper Type
Uncoated

Paper Weight
151-176 gsm

Adjust Paper Curl
Default value

Adjust Alignment
Default value

Adjust Fold Position
Default value

FORBAME 1-30945k - BEAFEHRE
#EITHEEHD -

1. MEKK - ZENMIENN—HEEHR L - &
MRS R R AR ER AL -

2. EEMARBMBE S (FEMAR) XE @ A&
% [OK] &7 -

151-176g/m?
HESR HSHBRIIE

e

PG E

WE

iR EENENEE

#E
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2.4 PAGES PER SIDE Z5R&— (NG 1)

This feature allows you to copy two, four, or IINEETI#E 2 B ~ 4 B 8 BENER—E4
eight pages of a document together onto a £

single sheet of paper.

Reduce/Enlarge

'y
100%

Lighten/Darken
Normal

DEE 1

Two pages are copied together onto 48 o EEFSEEINE—ELH F -
a single page.

4EE 1

Four pages are copied together onto 48 A EEFSEEIINE—ELH F -

a single page.

8355 1

Eight pages are copied together onto 48 8 EEFSHEEIINE—EL | -
a single page.
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2.5 CopYy OUTPUT D E/ARADE

Set the order for outputting the paper.

Folding
Off

Copy Output
% Auto

Offset Stacking

Output Dest

Center Output Tray, System Default

@ Auto

% Collated

% Uncollated

I_fD Uncollated with Separators

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.

Uncollated with Separators|

The machine outputs copies with inserting

blank sheets as a separator and sorts sheets

by page.

AR E B L AR SRAY R -

o a8

By SEIKGHE)

By FABEIRER)

D FoE+#a

HEl

ERENEEZEREETR  EXRKIE -

7B (KO

AESRERIRF D EBLENER -

ADE(MRER)
AEZREEENEARHE - WIKEEIE
FRHER -

A E+IAR

AEZHERENERPBEBAZBRIERBE -
WiZREEIRFHER -
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2.6 STAPLE (OPTIONAL) Z£5](RESMNEE)
This feature allows you to set the position for |- THEET[ AR EIB AL ETIMIS -

stapling.

Note: This feature is optional.

Off

1 Staple Top Left

2 Staples Left

2 Staples Top

1 Staple Top Right

[ 2 staples Right

Staple - The number of sheets that can be 6T _ O[SE$THISE 8IS 2 - 100 3B
stapled is 2 - 100. (f£F3 90 gsm AL 5RES) -
(when 90 gsm paper is used).
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2.7 HOLE PuNcH (OPTIONAL) T, (RBIMNE E)

This feature allows you to set the position of I ThEE ORI T LIS -
the hole punch.
Note: This feature is optional. TR EEEINES -

Ih

2 Holes Left

2 Holes Top

2 Holes Right

4 Holes Left

4 Holes Top

Hole Punch — 2 holes or 4 holes is available TH, — LB PO F, O] 3212 -

for selection.
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2.8 ORIGINAL TYPE [Rig4aHY

This feature allows you to select the type of i T4 T fHAEIE ST ETEEE - BIHNT AR

documents, such as text and photos. By R - EREEHER  SoERAREENSE
selecting a document type, you can make BIEITERED -

copies at optimum image quality.
1. Tap on [Original Type]. 1. #E [RBEE] -

Center Output Tray, Systém Default

Original Type

Photo & Text / Printed Original

Mixed Size Originals
@ Off

= = v meEnRIEs)

BER TR
D i

2. Tap on [Photo & Text]. 2. BheEe [r2/BBRE]) -

2RSS

= Photo & Text =E XZ/EH

B -0

Photo Type BE 84

Printed Original EDRISR A

A) Auto

=[4 Photo & Text

= Text
[4] Photo
[ wmap
X7 A
Select this option when the document VHEEEYFZMBEE @ SIS H5IE -

contains both text and photos.

XF

Select this option to make copies of text. BN FREE - FEEINEE -
52 A

Select this option to make copies of photos. BENRB RS - SEIEEE -
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2.9 CopPy (ID CARD) ID F#EEl

This feature allows you to copy both sides of  IETHEE SRS EAE RN (5 H
a small undetectable original, suchasan ID %) WIEEHEHEHNZR—HEHAAR L -
card, onto one side of paper.

1. Tap on [Copy (ID Card)]. 1. #h% [ID R%&H] -

Copy (ID Card) ScanAuto ID-F4EED

2. Place the ID Card on document glass, 2. WMBXHERIEIEER - AB IS
then tap on [Start], copy the front side of (ERE)] - EEEHXHRIIER -

the card as usual.

~

Place an ID card near the top-left corner of the

Copy (ID Card) 1D-E48ED

ol

SECIDFEEMAT - HEEMMMEREERAEANOUE
document glass with the front side of the card facing
down

3. Turn the card over without changing its 3. BlEAHRIEEMEENE L - 2L
position and tap on [Scan] to copy the (RYE) ) BEIXXHWEE -

back side of the card.
ol

RN E

i

Copy (ID Card) 1D-E4EED

ol

Scan the back side of the ID card
Place the ID card near the top-left corner of the

SiRANNEWET  BEERBEERERE LA
document glass with the back side of the card facing

down.

Original
Delete

Start |
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2.10 NON-STANDARD SizE ORIGINAL 3RIZ LIS RTB R ~F

When a document is of non-standard size, S HEBEDIINIRSN - MEAEELGS4
and the output needs fit to the paper size, BIORRA/NE - BIRBLUNEE -
follow the steps below.

1. Tap on [Reduce / Enlarge], and then 1. R [ poA/4E/)0 )
choose [Auto]. (B&] -

Paper Supply
Auto Select

Reduce/Enlarge
100%

Pages per Side
Off

Proportional % BEERIEEEER
100%

Auto

50%
A3->A5, B4->B6

. Tap on [Paper Supply], and then choose o mpee
the tray you need.

2 Sided
1-1 Sided

Paper Supply

Auto Select

Reduce/Enlarge

100%

Paper Supply fRoRBEE

Auto Select > IR=L]
, A4l Asll
Plain (64-70 gsm) i 4K(64 ~ 709/m?)

A3 m _, Am
Plain (64-70 gsm) Eim#K(64 ~ 70g/m?)

A4l Asll
Plain (64-70 gsm) EiE4K(64 ~ 70g/m?)
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3. Tap on [Original Size]. 3. INE [EfsR~T]) -

R@RQ

NFa#RN[

Original Orientation

Upright

RRERY

Original Size
i Auto Detect Ba{ER

Sharpness RAE

Normal =0

4. Tap on [Auto Detect / Standard Size]. 4. 2h [B&/ HER~T)
Then tap on [Custom Size]. (B5FIR~F1 -

< Original Size { ERE\RY

Auto Detect / Standard Size BESERY

Auto Detect BB R

A3CD A3

AdT]

< Original Size { RBRY

Auto Detect / Standard Size BIMBRY

Custom Size BEIRY

5. Specify values for the X and Y dimensions, 5. W ASEMA GRS EAEIE [BLE ) -
then select [Start].

< Original Size { RBRY

Custom Size BIRY

%15~ 432m:

Note: The original orientation must be as FE - ERME SN EEBRIERAE 5 -

same as that of the output tray.
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2.11 OPERATIONS DURING COPYING EEJ BB AV R /E

2.11.1 Stopping the Copy Job 1% LE % El]
1. Tap on [Pause] on the touch screen. 1. TEIERE P2 [=1F]) -

X Copy

Add Next Original

Copying.

Original

Jutput Color
Black & White w

2. Tap on [Delete] on the touch screen. 2. UBIERE FoBE ()] -

You can copy the next set of originals.

Delete
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2.11.2

If you have more documents to copy, select

[Add 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 2] while scanning is in progress.

Copy

Add Next Original

You can copy the next set of originals.
Load the originals and tap Start.

Original

5

Page
5/5

Original Size

2. Load the next document, and then tap on
[Start].
3. When all documents have been scanned,

select [Complete Scan].

Copy

Add Next Original [ 1] Complete Scan

You can copy the next set of originals.
Load the originals and tap Start.

Delete

Load the Next Document F{& T —

IR

HERAEMNXAHZER - BERBEXARERE
B RENR LEE [FERE] - MUbTl
NHRB—ERMETIRE

1. supmerpmzz -

X EED

HIBIRTS

o fRimAEeD -
BB T —SRREE » & TKE -

=gt

e

5

2. MAF—0RTS, #hE (@] -

3. CIREMBAXHRE - BE
(ERiFmEEE)] -

X e

SRR

SRmseD
BET—RER® - =TS
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| 2.11.3 Interrupting the Copy Job 1EEN{EZE

You can temporarily stop the copy job to let BT\ B HEED T fE - BAISE RIB S —

the machine process another job first. & LfE -
1. Tapon during continuous copying. 1. fE3EEEEID . Bhis o

X Copy

X 188

&

Copying. (Print) pop—

IEZE4EED -

ia

Collated

Local User

tart Date &

6/5/2021 10:14:10

2. Set each function as needed. 2. BLEETHAEE -
3. Tap on [Start]. 3. BE [R#] -

Copy (Interrupt Mode) HWEN(HEEND)

T Wmes B s

t
u Black & White

j
D 11 Sided

|- d
- Auto Select

100%

Off

4. After an interrupt copy job is complete, tap 4. IHFEIS2ALE - B o
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