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Preface

Bl How to read this manual

Thank you for purchasing OKI Multifunctional Digital Systems or Multifunctional Digital Color Systems. This manual
describes how to use the copying functions of this equipment. Read this manual before using this equipment.

0 Symbols in this manual

In this manual, some important items are described with the symbols shown below. Be sure to read these items before
using this equipment.

A WARNING Indicates a potentially hazardous situation which, if not avoided, could result in death, serious
injury, or serious damage, or fire in the equipment or surrounding assets.

A CAUT'ON Indicates a potentially hazardous situation which, if not avoided, may result in minor or moderate
injury, partial damage to the equipment or surrounding assets, or loss of data.

Indicates information to which you should pay attention when operating the equipment.

Other than the above, this manual also describes information that may be useful for the operation of this equipment with
the following signage:

Tip Describes handy information that is useful to know when operating the equipment.
|RA| Pages describing items related to what you are currently doing. See these pages as required.

U Description of original/paper direction

Paper or originals of A4, B5 or LT size can be placed either in a portrait direction or in a landscape direction. In this
manual, “-R” is added to this paper size when this size of paper or original is placed in a landscape direction.

e.g.) A4 size original on the original glass

T = = T = =

O

o o d‘o o o d‘o
2(888 S 2(388 S
Placed in a portrait direction: A4 Placed in a landscape direction: A4-R

Paper or originals of A3, B4, LD or LG can only be placed in a landscape direction, therefore “-R” is not added to these
sizes.

0 Screens

* Screens in this manual may differ from the actual ones depending on the use-environment of the equipment such as
the installing status of options.

» Screens of when paper in the A/B format is used are given in this manual. If you use paper in the LT format, the display
or the order of buttons may differ from that of your equipment.

O Trademarks

The company and product names given in this manual or displayed in this software may be the trademarks of their
respective companies.
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BEFORE USING EQUIPMENT

This chapter describes what you need to know before using this equipment, such as the composition of the BASIC menu
for the copying functions and how to place copy paper.

BASIC Menu for the Copier FUNCLION ... s 8
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Placing paper in the Large Capacity Feeder (Optional) ..........oooiiiiiiiiiiiiie e 20



BASIC Menu for the Copier Function

When a few seconds have passed after you have turned the power ON, the BASIC menu for the copier function appears
on the touch panel. The BASIC menu shows the following information:

20 19 18 17
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1. Message indication area
This shows a brief description of the functions or the current status of this equipment in message form.

2. Equipment status indication area ([ P.10)
This shows the size, paper type or amount of paper remaining in each drawer.

3. Index tabs (BASIC, EDIT, IMAGE) (L P.89, 1 P.135)
These are for switching between the menus of “BASIC”, “EDIT” and “IMAGE”.

4. Alert message indication area
This shows alert messages such as the replacement timing of the toner cartridges or the waste toner box.

When this equipment is managed with the user management function and department management function
In the above case, the job quota assigned to each user or department appears here for approx. 5 seconds after user
authentication.

The displayed number is the smaller one of either user (& ) or department (&)\’\ ).
Tips

* The display may differ depending on the management status of this equipment.
* For details of the user management function or the department management function, ask your administrator.

5. [APS] (automatic paper selection) button ([ P.50)
This is for changing the mode to automatic paper selection.

6. [ZOOM] button (L1 P.57)
This is for changing the reproduction ratio of images.

7. [2-SIDED] button (L1 P.78)
This is for selecting simplex/duplex copying (e.g. 1 -> 2-sided, 2 -> 2 sided).

8. [FINISHING] button (L1 P.65)
This is for selecting a sorting mode.

9. [ORIGINAL MODE] button (L P.55)
This is for selecting an original mode.

10. Date and time

8 BASIC Menu for the Copier Function



11. [JOB STATUS] button (L1 P.172)
This is for confirming the processing status of copy, fax, scan or print jobs, and also for viewing their performing history. n

12. [PROOF COPY] button (1 P.33)
This is for making a proof copy to check an image before making a large amount of copies.

13. Density adjustment buttons (L1 P.56)
These are for adjusting the density level of images.

14. Color mode buttons (£ P.54)
These are for switching color modes.

15. Number of copy sets

16. Number of remaining copy sets

17. (Help) button
This is for viewing the explanation of each function or the buttons on the touch panel.

18. [TEMPLATE] button (1 P.151)
This is for the template function.

19. [SETTINGS] button (L1 P.48)
This is for checking currently set functions.

20. [STORAGE] button (1 P.84)
This is for the storage function.

BASIC Menu for the Copier Function 9



Equipment status indication area
The equipment status indication area shows the following information:

§/AUTO

5
BYPASS

= 4
A B E
A4 A K
A4R = 3
— ERE
2_::33 TRAY J | APS J

1. Receiving tray indication (LJ P.35)
This shows the tray to which copied paper exits.

2. [EXIT TRAY] button (1 P.35)
This is for switching receiving (exit) trays.

3. Drawer buttons (L1 P.51)
These show the size of paper, amount of paper remaining in each drawer and the paper type set for the drawer. When

you want to use a particular drawer, press the corresponding button.

Tip
The amount of paper remaining in each drawer is displayed as follows. Use it as a rough guide since the detection
of the remaining paper may vary depending on the paper type.

Remaining paper Display

Approx. more than 10 mm (0.40") =

1 sheet - approx. less than 10 mm
(0.40"y |=|

No paper I_I

*  Approx. 100 sheets of plain paper recommended by OKI

4. [BYPASS FEED] button (L1 P.36)
When this button is pressed with paper set in the bypass tray, it will be selected as the paper source.

5. Paper type on the bypass tray (L1 P.36)
This shows the type of paper placed on the bypass tray with an icon.

10
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Placing Paper

l Acceptable copy paper

The following paper can be placed and used for copying.
The values are valid only when Oki-recommended paper is used. For the recommended paper, refer to the Quick Start

Guide.

* Do not place paper with mixed sizes or paper types in the same drawer.
* Be sure that the height of the stacked paper does not exceed the line indicated on the guides.

(optional)™

(17 - 28 Ib. Bond)

550 sheets (80 g/m?2) (20 Ib.
Bond)

500 sheets (81 - 105 g/m?)
(21 - 28 Ib. Bond)

Feeder Paper type Maximum sheet capacity Size
Drawers incl. Plain paper, recycled | 600 sheets (64 g/m2) (17 Ib. A/B format:
the Drawer paper Bond) A3, A4, A4-R, A5-R, B4, B5, B5-R, FOLIO
Module (64 - 105 g/m2)

LT format:
LD, LG, LT, LT-R, ST-R, COMP, 13"LG, 8.5"SQ

paper
(64 - 105 g/m2)
(17 - 28 Ib. Bond)

- 20 Ib. Bond)
80 sheets (81 - 105 g/m2) (21
- 28 Ib. Bond)

K format:
THICK 1 300 sheets 8K. 16K, 16K-R
(- 163 g/m2)
(- 90 Ib. Index)
THICK 2 250 sheets
(- 209 g/m2)
(- 110 Ib. Index)
THICK 3 200 sheets
(- 256 g/m2)
(- 140 Ib. Index)
Large Capacity | Plain paper, recycled | 3000 sheets (64 g/m2) (17 Ib. | A4, LT
Feeder paper Bond)
(optional) (64 - 105 g/m?) 2500 sheets (80 g/m2) (20 Ib.
(17 - 28 Ib. Bond) Bond)
2000 sheets (81 - 105 g/m?)
(21 - 28 Ib. Bond)
Bypass tray Plain paper, recycled | 100 sheets (64 - 80 g/m2) (17 | A/B format:

A3, A4, Ad-R, A5-R, A6-R, B4, B5, B5-R, FOLIO, 305 mm x
457 mm 710, 320 mm x 450 mm "8 9. *10, 320 mm x 460
mm 7. *8,*10

THICK 1 40 sheets

(- 163 g/m2) LT format:

(- 90 Ib. Index) LD, LG, LT, LT-R, ST-R, COMP, 13"LG, 8.5"SQ, 12" x 18" *7-
- *10

THICK 2 30 sheets

(- 209 g/m?) K format:

(- 110 Ib. Index) 8K, 16K, 16K-R

THICK 3 30 sheets

(- 256 g/m2) Non-standard size:

(- 140 Ib. Index) Length: 100 - 297 mm (3.9" - 11.7"),

Width: 148 - 432 mm (5.8" - 17")

THICK 4 273, "4 30 sheets

(- 280 g/m2)

(- 100 Ib. Cover)

Sticker labels " ™5

Waterproof paper ¢ | 30 sheets

(- 230 g/m2)

OHP film ™ 30 sheets A4, LT

*1 Use the bypass tray when you want to make a copy on the back side of copied Thick 1, Thick 2 or Thick 3 paper.

*2 The upper receiving tray of the Finisher MJ-1101 (optional) or the Saddle Stitch Finisher MJ-1106 (optional), tray of the Hanging Finisher MJ-
1031 (optional) and receiving tray of the equipment are used for paper exiting.

*3  When duplex copying is applied to THICK 4, streaks may appear on the front side of printouts. These streaks may appear clearly when the

copied image is dark or when the density level of the entire image is even.

*4 Duplex copying is not available.

*5 For making copies on the sticker labels, select “THICK 2” for the paper type.

*6 Duplex copying is available only when waterproof paper supporting it is used.

*7 If an optional finisher has been installed, the receiving tray of the equipment is not available for paper exiting, but the upper receiving tray of
the Finisher MJ-1101 and the Saddle Stitch Finisher MJ-1106 are used.
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*8 Note that black streaks may appear on the edge of the printed sheets.

*9 If an optional finisher has been installed, the upper receiving tray of the Finisher MJ-1101 and the Saddle Stitch Finisher MJ-1106, and the
receiving tray of the equipment are used for paper exiting.

*10 When paper is exiting, remove one sheet after another from the tray of the Hanging Finisher MJ-1031 (optional), since it may fall off the tray.

Tips

e “LT format” is the standard size only for use in North America.
* “Kformat” is a Chinese standard size.
* Abbreviations for paper sizes: LT: Letter, LD: Ledger, LG: Legal, ST: Statement, COMP: Computer, SQ: Square

0 Unacceptable copy paper

Do not use the types of paper shown below. This could cause a paper jam.
e Damp paper
* Folded paper
* Curled or creased paper
* Paper whose surface is extremely smooth or rough

Do not use the types of paper shown below. This could cause an equipment malfunction.
* Paper whose surface has had special treatment
* Paper once printed with other copiers or printers

U Precautions for storing copy paper

Make sure of the following when storing copy paper:
* Wrap the paper in its wrapping to keep it free from dust.
* Avoid direct sunlight.
» Store in a damp-free space.
* To prevent paper from being folded or bent, store it in a flat place.

H Placing paper in drawers

Follow the procedure below to place paper in a drawer. For acceptable copy paper, see the following page:
P.11 “Acceptable copy paper”

1 Turn the power of this equipment ON.

2 Pull out a drawer carefully until it comes to a stop.

3 Push the lower part of the end guide in the direction
of the arrows to remove it, then reinstall it at the
position of the desired paper size.

Tip

The paper size is indicated on the bottom inner surface of the
drawer.
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Push the part shown with an arrow (right side) of the
side guide to unlock it.

While holding the green lever of the side guide in the
direction of the arrow, set the side guide to the
desired paper size.

Tips

* The paper size is indicated on the bottom inner surface of the
drawer.
* Adjust the side guides with both hands.

6 Place paper in the drawer.

» Up to 600 sheets (64 g/m?2) (17 Ib. Bond) can be placed in one drawer. Be sure that the height of the stacked
paper does not exceed the line indicated inside of the side guides.
P.11 “Acceptable copy paper”

* Fan and jog the stack of paper well before you place it in a drawer, or the sheets may not be separated
before being fed. Be careful not to cut your fingers when fanning.

* Place paper with its copy side up. The copy side may be noted on its wrapping paper.

Adjust the side guides. "
Make sure that a gap (“A” in the figure on the right) of 0.5 mm (0.02") =

(1.0 mm (0.04") or less in total) "1 is left between the paper and the side
guide for plain paper. If the gap is inappropriate, it could cause paper i
misfeeding.

*1  For thick paper, the gap must be 0.5 mm (0.02") to 1.0 mm (0.04") (1.0 mm

T
— . > ———— -

(0.04") to 2.0 mm (0.08") in total). @ |
[ o0
- ]
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Push the part shown with an arrow (left side) to lock
the side guide.

9 Change the paper size indicator if required.

1 0 Push the drawer straight into this equipment carefully until it comes to a stop.

A\ CAUTION

Be careful not to let your fingers be caught when pushing the drawer into this equipment.
This could injure you.

11 The menu below appears. When the size or type of paper is different from the one that
was in the drawer, press [NO] on the touch panel. When they are the same, press [YES].

PAPER SIZE
~ THCKNESS h  BLACK |
ATTRBUTE NONE
, AUTD
Aro voueixn? ®  COLOR
YES HO | | —
_____ b JAU‘I’O » |
. EXIT PROOF COPY
4 TRAY J
BASIC EDIT MAGE

Tips

The menu above may not appear depending on the setting of this equipment. In this case, see the following
pages to change the settings of the paper size and paper type:

P.16 “Registering paper size”

P.17 “Setting paper type”

If you want to change the setting for displaying this menu, ask your administrator.

If you press [YES], the procedure is completed.

14
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1) Select the paper size.
2) Select the paper type.
3) Press [OK].

Select the size and type of the paper placed in the drawer on the touch panel. n

w o ) ra ) e \.-___ oK 2 [ THeka |

EdlBélBé-RIFOLD )

ST-R | CoMP | 131G | 8530 N TTRBUTE
s&]|m]|mn]® M]\EI

o specw_||: FAX |

REC\’CLEDI
PAPER
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H Registering paper size

When you place paper for the first time or you replace the paper with that of a different size, you need to register the size
to this equipment.

Press the [USER FUNCTIONS] button on the control
panel.

USER
MENU FUNCTIONS INTERRUPT COUNTER

COPY [=3]
ABC DEF
[ GHI J MNO

SCAN (: ) ' ( : )
2.

VA

Press the [USER] tab on the touch panel to display the user setting menu, and then
press [DRAWER].

&) USER FUNCTIONS 2

3 Select the paper size on the touch panel.

1) Select the drawer in which you placed paper.
2) Select the paper size.
3) Press [OK].

A3 ]I‘ii“i A4R I| AS-‘R I|

B4 Ii B5 Il B5-R ]I .—’0|_‘D I|

BK ! 18K l 1514.n| &?
PAPERTYPE, ||  cAncEL | 0K
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Press [CLOSE] on the touch panel or the [USER FUNCTIONS] button on the control
panel.

&) USER FUNCTIONS ]

5
= =
GEMNERAL COPY
>
- “4_
= L]

DRAWER ADDRESS

H Setting paper type

When you place any special paper other than plain paper or that not used for normal copying, you need to set the

thickness and attribute into this equipment.

Tips

* The thickness and attribute can be set together.

¢ When the thickness “THICK 1, 2 or 3”, or an attribute other than “NONE” is set for a drawer, the paper placed in this

drawer will not be used for the automatic paper selection mode.

is disabled for the paper in this drawer.
For how to set Automatic Change of Paper Source, refer to the MFP Management Guide.

* The set paper type appears on the equipment status indication area with an icon.

P.10 “Equipment status indication area”

Acceptable paper types are as follows:

Thickness
Button Description Icon

PLAIN Plain paper: 64 - 105 g/m2 (17 - 28 Ib. Bond) —

THICK 1 -3 Thick paper
THICK 1: 106 - 163 g/m2 (29 Ib. Bond - 90 Ib. Index) o oo o
THICK 2: 164 - 209 g/m2 (91 Ib. Index - 110 Ib. Index) 1, 72, 73
THICK 3: 210 - 256 g/m? (111 Ib. Index - 140 Ib. Index)

RECYCLED Recycled paper 1

PAPER ~

When an attribute other than “NONE” is set for a drawer, the Automatic Change of Paper Source function (Feeding
the same size of paper from a different drawer even if the specified drawer from which paper is being fed is empty)

Placing Paper

17



Attribute

Button Description Icon
NONE No attribute specified —
INSERT Sheets used in the sheet insertion mode

L P.113 “Sheet Insertion”
Up to 2 types of sheets (Insertion sheets 1 and 2) can be set. To set Insertion sheet 1

and 2, select the drawer for Insertion sheet 1 and press [INSERT], and then select a
drawer for Insertion sheet 2 and press [INSERT].

COVER Sheets used in the cover sheet mode
3 P.111 “Cover Sheet”

SPECIAL Colored paper or paper with watermarks, etc.

FAX ™. 72 FAX paper

*1 Fax transmission and reception is available only when the FAX Unit (optional) is installed.
*2  When lists are printed, paper set as “FAX” is used. For printing lists, refer to the MFP Management Guide.

Press the [USER FUNCTIONS] button on the control

panel.

USER
MENU FUNCTIONS INTERRUPT COUNTER

COPY =3
- ABC DEF
e-FILING @ @ @
[ GHI JKL MNO
= 2w

L

Press the [USER] tab on the touch panel to display the user setting menu, and then
press [DRAWER].

&) USER FUNCTIONS 2

3 Press [PAPER TYPE].

m_USFER Fl o
DRAWER =3

LD] Lr]u-n] LGI

B4 _j B5 J ES-HJ .—’OLD_]

sm]oowl 131.0]35&0]

B ! 16K l 16K-R|
o) _onee )
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Select the paper type.
1) Select the drawer in which you placed paper.

2) Select the paper type.
3) Press [OK].

i ER Fl ()
THCKNESS PLAN
< THOK |l THOK2 | < THICKE |
T
ATTRBUTE NONE |l 2 cover |
succmLI @ FAX I

5 Press [OK].

I ER Fl 9.

DRAWER ?

SEZE
A3 I Ad | A4-R| ABR |

LD] LIILT-F{I LGI

sr-n]cc:w] IBIGIBSSOI

apeRTYPE || cance | oK

Press [CLOSE] on the touch panel or the [USER FUNCTIONS] button on the control
panel.

&) USER FUNCTIONS ?

Clearing the set paper type
Press the drawer button on the menu in step 4, and then press the paper type whose setting you want to clear.
Tip
If both INSERT 1 and INSERT 2 are set and you clear the setting of only INSERT 1, the setting for INSERT 2
automatically becomes the setting for INSERT 1.
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H Placing paper in the Large Capacity Feeder (optional)

Pull out the drawer of the Large Capacity Feeder
carefully until it comes to a stop.

2 Place 2 stacks of paper in the right and left trays
correspondingly.
Fan and jog the paper well before placing it. Place it with its copy side
up. Place one stack of paper in the right-hand tray (shown as “A” in the
figure) with its side touching the right corner of the tray, and place the
other stack of paper in the left-hand tray (shown as “B” in the figure)
with its side touching the left corner of the tray. Paper can be placed
neatly if you divide stacks into small bundles and pile them up on the
two trays alternately.

Paper in the right-hand tray is used first. When it runs out, paper in the left-hand tray will be moved
automatically to the right-hand tray and fed.

A maximum of 3000 sheets (64 g/m?2) (17 Ib. Bond) can be placed in the 2 trays. However the stack height
of the paper must not exceed the line indicated inside the side guides.

P.11 “Acceptable copy paper”

The copy side may be noted on its wrapping paper.

Be careful not to cut your fingers when fanning the paper.

When placing paper, be sure that the center lever is not open. (See the label attached in the drawer of the
Large Capacity Feeder.)

Push the drawer of the Large Capacity Feeder straight into this equipment carefully.
When the drawer is completely inserted, the right-hand tray will move up to the paper feeding position.

A\ CAUTION

Be careful not to let your fingers be caught when pushing the drawer into this equipment.
This could injure you.

Change the paper type as required.
L0 P.17 “Setting paper type”
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HOW TO MAKE COPIES

This chapter explains the basic copying procedures.
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Before Making Copies

l Storage of color copies

When storing color copies, be careful of the following:
* Avoid a place exposed to light. The colors may fade when they are stored in such a place for a long time.
* If copies are stored pressed between plastic sheets made of chloroethylene for a long time, toner may melt and stick to
the plastic. For long-time storage, use polyethylene binders.
* When a color copy is folded, toner at the folded part may flake off. Do not fold color copies when storing them.
* Toner on copies may melt if it touches solvent or ink not fully dried. Keep copies away from them.
* When copies are left under an extremely high temperature environment such as in the vicinity of a heater, toner may
melt. Store them at room temperature and avoid extreme temperature changes.

H Forgery prevention function

This equipment has a forgery prevention function. Therefore, scan or copy function might not operate correctly.
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Placing Originals

H Acceptable originals

When the RADF (Reversing Automatic Document Feeder, optional) is used, 2-sided originals can be automatically
scanned one sheet after another. When the original glass is used, originals such as OHP films, tracing paper, booklet or
3-dimensional objects, that cannot be placed on the RADF can be scanned, as well as plain paper.

Acceptable sizes for automatic
size detection

Other than North America: A3, A4,
A4-R, A5-R, B4, B5, B5-R
North America: LD, LG, LT, LT-R,

Location Maximum size Paper weight

Original glass —

Length: 297 mm (11.69") ST-R
Width: 432 mm (17.01") 1-sided originals: 35 - 157 g/m2 | Other than North America: A3, A4,
. (9.3-41.81b.) A4-R, A5-R, B4, B5, B5-R, FOLIO
RADF (optiona) 2-sided originals: 50 - 157 g/m2 | North America: LD, LG, LT, LT-R,
(13.3-41.81b.) ST-R, COMP

* Automatic size detection does not work properly when A/B format originals are used in equipment for North
America. It does not work properly when LT format originals are used in equipment other than that for North
America.

* Automatic size detection does not work properly when K format paper is used for printing. (K format is a standard
paper size in China.)

* Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with force.

* Be sure to place ST-size or A5-size originals in a landscape direction when using the RADF (optional).

* A maximum of 1000 sheets can be scanned per 1 copy job or up until the embedded memory becomes full.

H Placing originals on the original glass

The original glass can be used for originals such as OHP films or tracing paper, as well as plain paper, that cannot be
placed on the RADF (optional).

A\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with force.
Breaking the glass could injure you.

1 Raise the Original Cover (optional) or the RADF (optional).

Raise it 60 degrees or more so that the size of the original can be detected correctly.

Place the original with its face down on the original
glass and align it with the left rear corner of the glass.
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When you copy highly transparent originals

When you copy highly transparent originals such as OHP films or
tracing paper, place a blank sheet, which is the same size as the
original or larger, over the original.

3 Lower the Original Cover (optional) or the RADF (optional) carefully.

H Book-type originals

You can place book-type originals on the original glass.

A\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with force.
Breaking the glass could injure you.

1 Raise the Original Cover (optional) or the RADF (optional).

2 Open the desired page of the original and place it with
its face down. Align it with the left rear corner of the
original glass.

When you make 2-sided copies from book-type originals in modes
such as book-type original to 2-sided copying or dual page copying,
align the center of the original on the yellow indicator line of the original T~
glass. Book

L0 P.81 “Making a 2-sided copy from a book-type original”
P.98 “Dual Page”

3 Lower the Original Cover (optional) or the RADF (optional) carefully.

* Do not lower the Original Cover (optional) or the RADF (optional) forcibly when the original is very thick.
There will be no problem in copying even if it is not fully lowered.
* Do not look directly at the original glass because intensive light may escape during copying.

24
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H Using the RADF (Reversing Automatic Document Feeder, optional)

O Precautions

Do not use the types of originals 1 to 9 shown below because such originals may cause misfeeding or damage to the

equipment.

©CoNoOkAWON =

Badly wrinkled, folded or curled originals
Originals with carbon paper
Taped, pasted or cut-out originals

Originals with multiple perforations such as loose leaf paper
Clipped or stapled originals
Originals with holes or tears
Damp originals
OHP films or tracing paper
Coated paper (with wax, etc.)

Use the types of originals 10 and 11 shown below with extra care.

10. Originals which resist sliding with the fingers, or surface-treated originals (The sheets of such originals may not be
separated.)

11. Folded or curled originals (They should be fully smoothed out before being used.

~
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When black streaks appear

If the scanning area or the guide area is dirty, image trouble such as black streaks may occur on printouts. Weekly
cleaning of these areas is recommended. For cleaning, refer to the Quick Start Guide.
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O Continuous feed mode

The feeding mode is set at “continuous feed mode” by default. Once you set the originals and then press the [START]
button, they are scanned page by page continuously. It is useful when you want to copy more than one original at one
time.

1 Align all the originals.

Collate the originals in the order that you want them to be copied. The top sheet of the originals will be copied first.

2 Place the originals with their face up and align the
side guides to the original length.

* Regardless of their sizes, originals are acceptable up to 100
sheets (35 to 80 g/m2 (9.3 to 20 Ib.)) or 16 mm (0.62") in height.
* For mixed-size originals, see the following page:
P.52 “Copying mixed-size originals in one operation”

For long originals
Using the original stopper prevents the scanned originals from falling
off. Pull it out from the RADF (optional) and raise the sub-stopper.

Lower the sub-stopper and slightly lift the original stopper to push it
back in after you have finished using it.

Tip
When there are too many originals to be scanned at one time, divide the originals into several sets before copying.
Place the first set of the originals and then press [CONTINUE] on the touch panel while the data of this set are being

scanned. When this scanning is finished, place the next set of the originals and press the [START] button on the
control panel. (If you press [CONTINUE] just before the originals finish being scanned, this button may not work.)

26
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Q0 Single feed mode

When the feeding mode is set at “single feed mode”, an original is fed automatically as it is placed on the RADF (optional).
It is useful when you want to copy only 1 original sheet.

P.125 “ADF -> SADF” n

1 Align the side guides to the original length.

Insert the original with its face up and straight along
the side guides.

The original is automatically pulled in and then the menu of step 3 will
be displayed on the touch panel.

Be sure to let go of the original when it starts being pulled.

3 If there is another original, insert it in the same way.

STORAGE B SETTNGS .l - TEWPLATE .
ANNING 2
“lace originals in the document feeder - i

SCANPAGE

Joncmcn_J JOGFNEEIJ' NEXT CORY I!I

4 After all the originals are pulled in, press [JOB FINISH].

Tip
If you want to stop copying, press [JOB CANCEL].
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Making Copies

H Basic copying procedure

Make copies following the procedure below.

RADF (option) Original glass

1 Make sure that paper is placed in the drawer(s).
For the types and sizes of acceptable paper and how to place it, see the following pages:
P.11 “Acceptable copy paper”
P.12 “Placing paper in drawers”
P.20 “Placing paper in the Large Capacity Feeder (optional)”

2 Place the original(s).
For the types and sizes of originals and how to place them, see the following pages:
P.23 “Acceptable originals”
P.25 “Using the RADF (Reversing Automatic Document Feeder, optional)”
P.23 “Placing originals on the original glass”
P.24 “Book-type originals”

3 Key in the desired number of copies if you want more than one copy.
Press the [CLEAR] button on the control panel to delete the number keyed in.

4 Select the copy modes as required.
P.47 “BASIC COPY MODES”
P.89 “EDITING FUNCTIONS”
P.135 “IMAGE ADJUSTMENT”
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Press the [START] button on the control panel.

Copying starts. The paper exits with its copied side down.

Be careful because the paper exiting area and the paper itself are hot.

The menu shown below may appear when you are using particular modes.

SCANNING 2
Place originals in the document feeder 8 1l

SCANPAGE

Joncmcn.] J0B FNEH ” NEXT CORY I!l
1 .

This menu appears when “SADF (single feed mode)” is set to the document feeder or in modes where the original
is placed on the original glass and the scanned data are temporarily stored in the memory, such as sort copying or
1-sided to 2-sided copying. When this menu appears, follow the procedure below.

Tip

There are different messages displayed on the upper part of the menu for when the originals are scanned
through the RADF and for when scanning is performed through the original glass.

Place the next original, and then press the [START] button on the control panel or
[NEXT COPY] on the touch panel.

Scanning starts. (When “SADF (single feed mode)” is set to the document feeder, an original is fed automatically
when it is placed on the RADF (optional).)

Press [JOB FINISH] on the touch panel after all the originals have been scanned.
Copying starts.

Tips

» |If you want to stop copying, press [JOB CANCEL].

* When the drawer runs out of paper during copying, another drawer can feed paper instead if it holds paper
of the same size and orientation, and copying will not stop. If there is no such drawer, copying stops and
“Add paper” appears on the touch panel. In this case, add paper to the drawer.
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0 Stopping and restarting copying

Press the [STOP] button on the control panel. -

Copying or scanning stops. N

FUNCTION CLEAR

©y
©

WXYZ

Ywe

OLEAD

Press [JOB CANCEL] on the touch panel to stop copying. Press [NEXT COPY] on the
touch panel or the [START] button on the control panel to restart.

cument feeder

SCANPAGE

When you press [JOB CANCEL], the scanned data will be deleted and any waiting jobs will be performed.

Tip
Even if you do not press [JOB CANCEL], the scanned data will be deleted by means of the automatic function
clear.
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H Scanning the next original during copying

Even if copying is in progress or “READY (WARMING UP)” is displayed on the touch panel, you can scan the next original
(auto job start).

1 Place the original(s).

2 Set the number of copy sets and the copy modes as required.

The new job starts in the copy modes that you previously selected unless you select other modes.

3 Press the [START] button on the control panel. -

Tip
A maximum of 1000 sheets can be scanned per 1 copy job or up
until the embedded memory becomes full.

Confirming auto jobs
You can confirm which jobs are in waiting on the touch panel or cancel them as required. For details, see the following

page:
P.172 “Confirming Copy Job Status”

Canceling jobs being scanned -

Press the [STOP] button on the control panel to stop a job while originals are NS
being scanned. g
When you press [JOB CANCEL] on the touch panel or the [FUNCTION WXYZ
CLEAR] button on the control panel while the scanning is being paused, the
scanning will end. (In this case, the data which were scanned before the job
was paused will be copied.) To restart the scanning, press the [START]
button.

FUNCTION CLEAR

©y
©
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H Interrupting copying and making other copies

You can interrupt the copy job in progress to make other copies (interrupt copying). When restarting the interrupted job,
you do not have to reselect copy modes that have been set because they are memorized in this equipment.

* The following functions cannot be used together with interrupt copying:

Cover sheet copying, Sheet insertion copying, Job build, Store to e-Filing, Copy & File
» During interrupt copying, the mode cannot be changed to a non-copying one, such as e-Filing, scanning, printing or
fax. To change the mode, first press the [INTERRUPT] button to clear the interrupt copying.

1 Press the [INTERRUPT] button on the control panel.

“Job interrupted job 1 saved” appears and then the [INTERRUPT]
button lights.

Tip

If the original is being scanned, the message above appears after
the scanning has finished.

Replace the original with a new one.

T Y [ [T 9
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USER
FUNCTIONS INTERRUPT COUNTER
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SAVER

©,
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Select other copy modes as required and then press the [START] button on the control

panel.

4 Press the [INTERRUPT] button again after the interrupt copying has finished.

“Ready to resume job 1” appears and the interrupted job restarts.
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H Proof copy

When you make a large amount of copies, you can check if they will be made exactly as you desire by copying only one
page before copying them all (proof copy). Then you can change the modes or settings (e.g. the number of copy sets,
receiving tray, page number, time stamp, sort/stapling, hole punching) after checking the proof copy.

If you want to change settings such as the reproduction ratio, density, original mode or 1/2-sided copying, you must
finish the proof copy first. Then change these settings and scan the original again.

Place paper in the drawer(s).
Place the original(s).

Select the number of copy sets and copy modes.

WO DN -

Press [PROOF COPY] on the touch panel.
“PROOF COPY is set Press START button to copy” appears for approx. 2 seconds.

r'n:_ Storace W serines Moy TEVPLATE &
PROOF COPY is set.
Press START button to copy.
5 AUTO r !
= — y
('] OHRG
N -
&vas&] ‘_'S-I oo
Ad 7] 4
A3 = 11
SMPLEX
Ad-R =] =
B4 L] :] 2-8DED
< i)
BASIC

If INON-SORT NON-STAPLE] or [GROUP] is selected as a finishing mode, the mode will be changed to
[SORT] automatically.

Press the [START] button on the control panel.

Scanning starts. 1 set of copies will be printed out.
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6 Change the number of copy sets and copy modes as required after checking the proof
copy.

Modes or settings such as the number of copy sets, the receiving tray, page number, time stamp, sort/stapling and
hole punching can be changed.

i3 copy
Press START button to continue.
(Settings can be changed)

If you want to change settings such as the reproduction ratio, density, original mode or 1/2-sided copying, you
must finish the proof copy first. Then change these settings and scan the original again. Press [MEMORY
CLEAR] on the touch panel or the [FUNCTION CLEAR] button on the control panel to end the proof copy.

7 Press the [START] button on the control panel.

If you did not change the number of copies in step 6 above, the number of copies printed out will be one fewer than
that previously set because you have already copied one as a proof copy. (However, if the number of copies you
previously set was 1, another set of copies will be printed out besides the proof copy.)
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H Selecting exit tray

You can select the exit tray if the Finisher (optional) is installed.

* The available exit tray may be restricted depending on copy modes and paper sizes.
» Exit tray selection is set at automatic selection by default.

Changing the exit tray

The exit tray currently selected is displayed on the equipment status indication area. To change the exit tray, press [EXIT
TRAY]. The display changes every time you press this from the exit tray of the equipment, those of the Finisher (optional)
and automatic selection in order.

Exit tray auto-selection
indication
§FAUTO

Current exit tray

N

A4 A |

A4-R =

| | A3 =
‘EJ—TEEL.TY_} [EXIT TRAY] button
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Bypass Copying

H Bypass copying

When you make copies on OHP film, sticker labels, Thick 4 paper or non-standard size paper, place copy paper on the
bypass tray. Bypass copying is also recommended for copying on standard size paper which is not set in any of the
drawers.

Tip
If you select the paper size, you can utilize various functions such as the automatic paper selection (APS) or the

automatic magnification selection (AMS). For details, see the following page:
P.183 “Copying Function Combination Matrix”

Open the bypass tray for bypass copying.

If the paper is large, pull out the paper holder.

The operating procedure for bypass copying differs depending on the paper size to be used. See the table below for the
operating procedure of each size.

Paper size Procedure
Other than North America: [ P.37 “Copying on A3, A4, B4 and B5 size paper (in equipment other than for
A3, A4, B4, B5 North America) / LD, LT, LG and ST-R size paper (in equipment for North America)”
Standard size North America: LD, LT, LG,
ST-R
Other than the above [ P.40 “Copying on other than the above standard sizes of paper”
Others (Non-standard sizes) [ P.43 “Bypass copying on non-standard size paper”

Tips

* Bypass copying stops when the paper placed on the bypass tray runs out during copying, even if the paper of the
same size is in any of the drawers. Copying restarts when paper is supplied to the bypass tray.

* When bypass copying has been completed, the [FUNCTION CLEAR] button on the control panel blinks. Press this
button to switch bypass copying to normal copying using the drawers.
(Even if you do not press the [FUNCTION CLEAR] button, the bypass copying mode will be cleared when the
automatic function clear mode kicks in after a specified period of time.)
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H Bypass copying on standard size paper

0 Copying on A3, A4, B4 and B5 size paper (in equipment other than for North
America) / LD, LT, LG and ST-R size paper (in equipment for North America)

1 Place the original(s).

2 Place paper with its copy side down on the bypass
tray. Then align the side guides to the paper length
while holding the tab.

When paper is placed, the menu for bypass copying appears.

* The height of the paper must not exceed the indicator on the side guides.

* When you use more than one sheet of paper, fan the sheets well before placing them on the bypass tray. Be
careful not to cut your fingers when fanning.

* Do not push paper into the entrance of the bypass feeder. This could cause a paper jam.

3 Select the same size button under “COPY” as that of the paper you placed on the

bypass tray.
ga_CO 5
ZOOM 2 I
Ready for bypass feeding 3 1
ORIGNAL COPY
Ll A4 A4
25% I A3 A3
s | (A w | B4 B4
0% | | v oown | AD AD )
v OTHER J SE OTHER J
400% MIXED SZE CUSTOM PAPER|

PAPERTYPE, | | PHOTO Z0OM | RESET || CANCEL ” oK I !l
1 .

The paper size is now set.

If the paper size is not selected in this step, copying may be slowed down.
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4 Press [PAPER TYPE] on the touch panel if the paper type of the paper you placed on
the bypass tray is other than plain paper.

g1 _CO sToracE M seTTnGs M TEMPLATE .
e ?
L L 1] ¥ 2 1

CRIGINAL COPY
N - e
] 25% | 100 A3 | A3 |
50% I A IE I s | B4 |
100% | [ v oown | As | As |
oTHER SZE oTHER
S | I SETTING » I |
400% | MIXED SIZE CUSTOM PAPER| |
PAPERT PHoTO Z0OW, | peseT || canca | I oK I

5 Press the button of the same paper type as the paper you placed on the bypass tray.
Then press [OK].

PLAN RECYCLED TRANS-
(8- 105 ) PAPER PARENCY
THE T T SPECIAL 1 SPECIAL 2 |
(106-163g/m?) (210-286gime) || (257-280g/mY
THICK 1 THICK 3 THICK 4 seonit | seecuz B
[BACK] [BACK] (BACK] [BACK]
.;|ne'_|ei:ag|."uu; .;|ru.7nn_q'-|re| |:a|n.7e-rg|."mz; |_9!|(-9Mg|!:u\2} BACK) BACK)
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* If you select a wrong paper type, this could cause a paper jam or significant image trouble.
* When you select a paper type, you can confirm it with the icons displayed on the equipment status

indication area as shown below. n

i3 copy
Ready for bypass feeding.

=k
Aa-R =]
= ORIGNAL
B4 gl wocE

JOBSTATUS

Paper type Icon Paper type Icon
PLAIN — TRANSPARENCY 7
THICK 1

< RECYCLED PAPER (5]
THICK 1 (BACK)
THICK 2 < SPECIAL 1 0
THICK 2 (BACK) 2 SPECIAL 1 (BACK) !
THICK 3 < SPECIAL 2 ¥
THICK 3 (BACK) 3 SPECIAL 2 (BACK) 2
THICK 4

<
THICK 4 (BACK) 4

About “BACK”
When you make 2-sided copies on particular paper types such as THICK 4, to which automatic 2-sided copying
cannot be applied, select a paper type for one side and make a copy of it, and then select “(BACK)” of the same
paper type for the other side.
Example: When making a 2-sided copy on THICK 4 paper

1. Place paper on the bypass tray.

2. Select “THICK 4” for the paper type and start copying.

3. Place the paper copied in step 2 on the bypass tray again with its copied side up.

4. Select “THICK 4 (BACK)” and start copying.

* Automatic 2-sided copying can be applied to plain paper, recycled paper, THICK 1, THICK 2, THICK 3,
SPECIAL 1 and SPECIAL 2.
* 2-sided copying cannot be applied to sheets of OHP film (TRANSPARENCY).

After setting the paper size and type, press [OK].
The menu returns to the BASIC menu.
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7 Select other copy modes as required, and then press the [START] button on the control
panel.

When you copy on sheets of OHP film, remove the copied OHP film one sheet at a time as they exit onto the
receiving tray. If the sheets of OHP film pile up, they may get curled and may not be projected properly.

0 Copying on other than the above standard sizes of paper

Place the original(s) and paper in the same procedure noted in steps 1 and 2 in
“Copying on A3, A4, B4 and B5 size paper (in equipment other than for North America)
/ LD, LT, LG and ST-R size paper (in equipment for North America)” (L1 P.37)

2 Press [SIZE SETTING] on the touch panel.

LU(JM

Ready for bypass ieeding

ORIGNAL COPY
m . .

| __| A3 A3
J ] L AN
| ¥ DOWN | AS | AS |

I OTHER E.EST?: OTHER
| MIXED SIZE I CUSTOM F'.QF'EB

PAPER TYPE PHOTO ZOOM RESET CANCEL
_PAPERTIFE ] | ProToZool) _oava )

3 Press the button of the same size as the paper you placed on the bypass tray.

OTHER SIZE

Salact a paper size for the OTHER button

AG-R 130534571
LD i LT i LG i STR i cowi
BS i BSR i FOLIO i 1316 i 8550 i

8K i 16K i 16€-R iazomsoiazomsoi

—

The selected size will be registered as an “OTHER” size.
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4 Press [OTHER] under “COPY”.

$ CO StonAGE B SeTTres ol o TOWLATE o
ZOOM 2
leady ding 3 1

o
OTHER SEE
200% | (LT-R) I SETTNG .I |

400% | MIXED SIZE | CUSTOM |

PAPER TYPE, | | PHOTO ZoOW, | RESET || cancaL || oK I!l

The paper size is now set to the one registered as “OTHER” size.

If the paper size is not selected in this step, copying may be slowed down.

5 Press [PAPER TYPE] if the paper you placed on the bypass tray is other than plain
paper.

=N + = L e |

100% | Y DOWN | A5 |

200% | ?LT'ITE: I 5E§I'I$EI\G . I_ -i::i |

400% | MIXED SIZE | CUSTOM PAPER| |
PAPERT, PHoTO Z0OW, | peseT || canca | oK
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6 Press the button of the same paper type as the paper you placed on the bypass tray.
Then press [OK].

RECYCLED TRANS-
(17-28babend) PAFER PARENCY

T T SPECIAL 1 SPECIAL 2
(- 140Da ndex) (-150ma ndex)
THICK 3 THICK 4 SPECIAL 1 SPECIAL 2
(BACK) (BACK)
(- 14084 Indax) {-15084 ndax]

* If you select a wrong paper type, this could cause a paper jam or significant image trouble.
* When you select a paper type, you can confirm it with the icons displayed on the equipment status
indication area. For details, see the following page:

Table in step 5 in “Copying on A3, A4, B4 and B5 size paper (in equipment other than for North America) /
LD, LT, LG and ST-R size paper (in equipment for North America)’(Cd P.37)

After setting the paper size and paper type, press [OK].
The menu returns to the BASIC menu.

8 Select other copy modes as required, and then press the [START] button on the control
panel.
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l Bypass copying on non-standard size paper

You can use non-standard size paper within the sizes shown on the right.

11|

18432mm | |
(5.8"-17")

100 - 297 mm
(3.9"-11.7")

| v
]

Place the original on the original glass.

2 Place paper with its copy side down on the bypass

tray. Then align the side guides to the paper length
while holding the tab.

When paper is placed, the menu for bypass copying appears.

* The height of the paper must not exceed the indicator on the side guides.

* When you use more than one sheet of paper, fan the sheets well before placing them on the bypass tray. Be

careful not to cut your fingers when fanning.

* Do not push paper into the entrance of the bypass feeder. This could cause a paper jam.

3 Press [CUSTOM PAPER] on the touch panel.

LU(.JM

Ready for by

T, OTHER J SZE OTHER J

400% MIXED SIZE CUSTOM Fy

PAPERTYPE, | | PHOTO Z0OM | RESET cAncEL | !l
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Key in the dimension.

1) Press [Length] and key in the value. (100 mm (3.94") to 297 mm (11.69"))
2) Press [Width] and key in the value. (148 mm (5.83") to 432 mm (17.01"))
3) Press [OK].

storace M seTTnGs o TEMPLATE

MEMORY 1 I MEMORY 2 I Length 297

Length and width are indicated as shown on the right:

ﬂ(

) wigh | |
_/

T

To call up the dimension data registered previously, press the desired button from [MEMORY 1] to [MEMORY 4],
and then press [OK].

=) [

MEMORY 3 MEMORY 4 I Width 300
mm

NEMORY |
e )[_owea J[—oc ]

Tip

To register dimension data into the memory, see the following page:
P.45 “Registering non-standard size in the memory”

5 Select other copy modes as required, and then press the [START] button on the control
panel.
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U Registering non-standard size in the memory

1 Follow the same procedure noted in steps 1 to 3 in “Bypass copying on non-standard

size paper” (EJ P.43). n

2 Register dimensions.
1) Select a desired memory number.
2) Press [Length] and key in the value. (100 mm to 297 mm (3.94" to 11.69"))
3) Press [Width] and key in the value. (148 mm to 432 mm (5.83" to 17.01"))
4) Press [MEMORY].

CUSTOM PAPER 2 I
Enfer the Paper Size. g ]

o) (| ey, )

MEMORY 3 MEMORY 4 I Widt
mm
1 @ MEMOR
SR |
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BASIC COPY MODES

This chapter describes the basic copying functions including how to change the reproduction ratio, how to set sorting
modes or how to perform duplex copying.

Before Using Copying FUNCLIONS ... sannnes 48
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Before Using Copying Functions

H Default settings

This equipment is under its “default settings” when the power is turned ON, namely, if no setting change has been applied
yet, the equipment’s settings return to the default ones when the energy saving mode is cleared or the [FUNCTION
CLEAR] button on the control panel is pressed. The default settings for basic copy modes at installation are shown below.

Item

Default setting

Reproduction ratio

100%

Copy quantity

1

Paper selection

Automatic Paper Selection (APS)

Simplex/Duplex 1-sided original -> 1-sided copy
Density adjustment Manual adjustment

Color mode FULL COLOR

Original mode TEXT/PHOTO

Finishing mode

When using the original glass:

NON-SORT NON-STAPLE
When using the RADF (Reversing Automatic Document Feeder,
optional):

SORT

Feeding mode when using the RADF (optional)

Continuous feed mode

The default settings are changeable. For details, refer to the MFP Management Guide.

H Confirming the set functions

If you press [SETTINGS] on the touch panel, the menu shown below is displayed. On this menu, you can view the

functions that are currently set.

NON-SORT
NON-STAPLE

= k| %% coon
Ad-R =] —_— o) p
B4 m Einl . T ORIGNAL ""J _J ""J
£y 2soe g “wooe

Switching to the function setting menu

To change the functions on the current menu, press the corresponding buttons. The desired setting menu will then appear.
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H Clearing the set functions

If you want to clear any copy function setting, press [RESET] on the corresponding setting menu.

2-SIDED

Select a mode. Press START fo print

[ [ [Jsg - Il oUPLEX

- uiixl 0 &k
[___J-rJ Book*a’l

HE’E ! CANCEL |E !l

However, for FULL IMAGE on the EDIT menu, also press the highlighted button to clear the setting.
P.89 “EDITING FUNCTIONS”

A] F’.L_.J
MJ\CC !\D’—b
I}HECTDN TABLI:T SADF
»

Clearing all settings changed

When you press the [FUNCTION CLEAR] button on the control panel, all the function changes will be cleared.
Even if you do not do so, the changes will be cleared if the equipment is left idle for 45 sec. (default setting). For how to
change this period, refer to the MFP Management Guide.

M Restrictions on function combinations

Several copy functions can be used together. However some functions may not be used with other ones. For details, see
the following pages:

P.183 “Copying Function Combination Matrix”

P.185 “Image Adjustment Function Combination Matrix”
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Paper Selection

l Automatic Paper Selection (APS)

This equipment detects the size of an original and selects paper of the same size automatically. This function is called
Automatic Paper Selection (APS).

Tips

* For the original sizes detectable, see the following page:
P.23 “Acceptable originals”

* Some original sizes may not be detected with this function. In this case, select the desired size manually.
P.51 “Selecting desired paper manually”

Place paper in the drawer(s).
Place the original(s).

Press [APS] on the touch panel.

NON-SORT
NON-STAPLE

o))

The paper selection mode is now set at Automatic Paper Selection.

Tips

* The paper selection mode is set at Automatic Paper Selection by default.

* Even if the direction of the paper placed in the selected drawer differs from that of the original, this
equipment rotates the data of the original by 90 degrees to make copies as long as their sizes are the same.
(This works on A4, B5 or LT paper only.) For example, when an A4 original is placed in a portrait direction
and A4-R paper is placed in the drawer, the data of the A4 original will be rotated and copied correctly on
A4-R paper.

If “Change direction of original” or “CHANGE DRAWER TO CORRECT PAPER SIZE” appears, follow the
directions.

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Selecting desired paper manually

You need to select paper by yourself when copying the following originals whose sizes cannot be detected correctly:
* Highly transparent originals (e.g. OHP film, tracing paper)

* Totally dark originals or originals with dark borders

* Non-standard size originals (e.g. newspapers, magazines)

Tip

When paper of the size you want to use is not in any drawer, place it in a drawer or on the bypass tray.
P.12 “Placing paper in drawers”
P.36 “Bypass Copying”

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Place the original(s).

Press the drawer button corresponding to the desired paper size.

NON-SORT
NON-STAPLE

E FNSHNG
i {' T
[ I COLOA

.........
=

—— | auto) » )
P vooe
s PROOF COPY |

B soBsTATUS |

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Copying mixed-size originals in one operation
You can copy a set of originals whose sizes are individually different, using the RADF (Reversing Automatic Document
Feeder, optional).

The original sizes that can be mixed are as follows:
North America: LD, LG, LT, LT-R, COMP
Other than North America: A3, A4, A4-R, B4, B5, FOLIO

Place paper in the drawer(s).
The bypass tray cannot be used. Use the drawers.

Adjust the side guides to the widest original, and then align the originals against the
side guide on the front side.

When original widths are the same When original widths are not the same

When copying originals of different widths, the copied image of the smaller one may be skewed because it does
not touch the side guide on the rear side.

3 Press [ZOOM] on the touch panel.

NON-SORT
NON-STAPLE

S FNSHNG

>
.........
TEXT /PHOTO |

= ORIGNAL —JEO-J—.J
£l MODE

T I_'E ¥l | eroorcoey |
BASIC EDIT

B JossTATUS |
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4 Press [MIXED SIZE].

g31_CO storaceE M serngs . TEMPLATE .
ZOOM 2
After applying a sefting, press START to print 8 1

5 Press [AMS] to make copies on paper in one size. To make copies on paper of the same
size as the originals, press [OK] or [CANCEL] so that the menu returns to the BASIC
menu, and then press [APS].

When [AMS] is selected:

* In the Automatic Magnification Selection, copy images cannot be enlarged from A4 (portrait), B5 (portrait) or
LT (portrait) to A3 (landscape), B4 (landscape), LD (landscape) or LG (landscape). In this case, place A4,
B5 or LT originals in a landscape direction.

» Before you use Automatic Paper Selection, be sure that all paper sizes corresponding to the original sizes
have been placed in the drawers.

6 Select other copy modes as required, and then press the [START] button on the control
panel.

If “Change direction of original” appears while scanning is in progress, remove the original from the RADF
(optional) and change its direction accordingly.
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Switching Color Modes

You can switch the color mode. There are 3 color modes as shown below.

FULL COLOR: All originals are copied in full colors. (Default)

BLACK: All originals are copied in black and white.

AUTO COLOR: The equipment automatically judges the type of each color on originals. Colored originals are copied
in full colors and black-and-white originals are copied in black and white.

Switching color modes
Press any of [FULL COLOR], [BLACK] or [AUTO COLOR] on the touch panel.

NON-SORT
NON-STAPLE

S FNSHNG

>

| ORIGNAL
E mooE

B soBsTATUS |

When you select [AUTO COLOR], some originals may not be copied exactly as they look, such as the cases shown
below. Select either [FULL COLOR] or [BLACK].
* When color originals are copied in black
Example:
- Originals whose colored area is extremely small
- Originals which are completely black
- Originals whose colors are light
* When black originals are copied in full colors
Example:
- Yellowish originals
- Originals with a colored background

Tip
The sensitivity to detect whether the data scanned in auto color are color or black can be changed. For details, refer to
the MFP Management Guide.
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Setting Original Modes

You can make copies with the optimal image quality by selecting the following modes for your original. The selectable

original mode differs depending on the color mode as shown in the table below. Select the color mode first, and then the

original mode.

Color mode
Original mode Description
° i CFOULIEI)-R BLACK CAOUL-I-OOR

TEXT/PHOTO Originals with text and photographs mixed Yes Yes Yes
TEXT Originals with text (or text and line art) only Yes Yes Yes
PRINTED IMAGE | Originals with photogravure (e.g. magazine, brochure) Yes — Yes

Olfigi.nals with general photographs on photographic Yes . .
PHOTO printing paper

Originals with photographs — Yes —
MAP Originals with fine illustrations or text Yes — —
IMAGE Oll'ig.inals with't.ext apd photograph§ rpixed (especially . Yes .
SMOOTHING originals requiring higher reproducibility on photos)

Tip

TEXT/PHOTO is set by default. The default setting can be changed in each color mode.

Management Guide.

1 Press [ORIGINAL MODE] on the touch panel.

: : NON-SORT
T % NON-STAPLE
| ay &
RMSS] ‘A-I ZOOM /j FNSHNG 333 Ao
Ad || b 4 > COLOR
uz =
Ad-R El auto] p
B4 ™ ,‘} 28060 ¢ gl CRIGNAL
.. EXIT > F
a9 - | C PROOF COPY |
BASIC EDIT MATE

JOBSTATUS

Select the original mode, and then press [OK].

The selectable original modes differ depending on the color modes currently set.

Example: When the color mode is “FULL COLOR”

INAL MODE

sToRaGE Ml

SETTNGS M < TENPLATE .

RESET

For details, refer to the MFP

Setting Original Modes
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Density Adjustment

This equipment detects the density level of originals and automatically adjusts the density level of the copied image to the
optimal one. Alternatively, you can manually adjust it to the desired level.

Adjusting automatically (automatic density adjustment)
Press [AUTO] on the touch panel.

Tip
The default setting of the automatic density adjustment is as follows according to the color modes:

FULL COLOR or AUTO COLOR: OFF
BLACK: ON

Adjusting manually
Press either @ or m to select the desired density level.
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Enlargement and Reduction Copying

You can change the reproduction ratio of copied images in the following procedures:

Automatic Magnification Selection (AMS):

You need to specify the copy paper size in advance. Then this equipment will detect the original size and automatically
select the optimal reproduction ratio for the copy paper size.

Specifying both original size and copy paper size separately:

You need to specify both the original size and the copy paper size separately in advance. According to the sizes you n
specified, the optimal reproduction ratio is selected automatically. This feature is used when Automatic Magnification
Selection is not available, such as when copying OHP film originals.

Specifying reproduction ratio manually:
You can select the desired reproduction ratio by pressing [ZOOM)] or one-touch zoom buttons on the touch panel.

Copying photo originals in the optimal reproduction ratio for copy paper size (PHOTO ZOOM)
You can copy photo originals in the reproduction ratio best suited to the copy paper size.

Tip
The available range of reproduction ratio differs depending on whether the original is placed on the original glass or on
the RADF (Reversing Automatic Document Feeder, optional).

Original glass: 25 to 400%
RADF: 25 to 200%

H Automatic Magnification Selection (AMS)

Specify the copy paper size in advance so that this equipment will detect the original size and automatically select the
optimal reproduction ratio to the copy paper size.

This function is available when the size of the originals is as follows:

North America: LD, LG, LT, LT-R, ST-R and COMP (COMP is available only when the RADF is used.)

Other than North America: A3, A4, A4-R, A5-R, B4, B5, B5-R, FOLIO (FOLIO is available only when the RADF is used.)

This function does not work properly for the originals noted below. Select other methods when copying them.
* Highly transparent originals (e.g. OHP film, tracing paper)

» Totally dark originals or ones with dark borders

* Non-standard size originals (e.g. newspapers, magazines)

1 Place paper in the drawer(s).

2 Press [ZOOM] on the touch panel.

NON-STAPLE

23 FNSHNG

>
TEXT /PHOTO

“#=  ORIGNAL
= MODE

o))

= PROOF COPY

I woBsTATUS |
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3 Select the desired paper size, press [AMS] a

nd then [OK].

Z00M

0 sToraGE M serTns B TEMPLATE .

Atter applying a setting, p ART to print
ORIGNAL COPY
i 25 100 5 A3 A3
s | (A w | B4 B4 Ch’
. . 1
0% | | v oown | AD AD /|
OTHER SZE OTHER
S J SETTNG J
400% MIXED SZE
PHOTO ZoOM, | RESET cAncEL | oK
Tips

* If you want to select a paper size other than the following, you need to register the size as “OTHER”. Once
you register this size, it will be specified every time you press [OTHER] on the touch panel.

North America: LD, LG, LT, ST

Other than North America: A3, A4, B4, B5
For how to register, see the following page:

P.59 “Registering paper sizes to “OTHER” size”
» Paper sizes can also be registered by pressing the desired drawer button of the equipment status indication

area on the BASIC menu.

Place the original(s).

If the original is placed on the original glass, the reproduction ratio is set when the original is placed. If the original
is placed on the RADF (optional), the reproduction ratio is set when the original is scanned.

If “Change direction of original” appears, change it accordingly.

Select other copy modes as required, and then press the [START] button on the control

panel.

H Specifying both the original size and the copy paper size separately

1 Place paper in the drawer(s).

2 Place the original(s).
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3 Press [ZOOM] on the touch panel.

MNON-S0RT
NON-STAPLE
S FNSHNG
= L s
Aa-R =] AUTO
= = ORIGMNAL _J _-j .
B4 [L]] g ] 2-8DED e ‘l
Bl — ! =] MODE
- EXIT : s > F
Al - | e
BASIC EDIT MAGE

4 Select the desired sizes for the original and copy paper, and then press [OK].

0 sToraGE M serTns B TEMPLATE .

Tips

» If you want to select a size other than the following for the original size and copy paper size, you need to
register the size as “OTHER”. Once you register this size, it will be specified every time you press [OTHER]
on the touch panel.

North America: LD, LG, LT, ST

Other than North America: A3, A4, B4, B5

For how to register, see the following page:

P.59 “Registering paper sizes to “OTHER” size”

* Paper sizes can also be registered by pressing the desired drawer button of the equipment status indication
area on the BASIC menu.

5 Select other copy modes as required, and then press the [START] button on the control
panel.

U Registering paper sizes to “OTHER” size

If you want to select a size other than the following for the original size and copy paper size, you need to register the size
as “OTHER” following the procedures below. Once you register this size, it will be specified every time you press [OTHER]
on the touch panel.

North America: LD, LG, LT, ST

Other than North America: A3, A4, B4, B5

You can register only standard sizes as [OTHER] and cannot register any non-standard sizes.
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1 Press [SIZE SETTING] on the touch panel.

g1 _CO sToracE M seTTnGs M TEMPLATE .
ZOOM

Atter applying a setfir

AG-R |305:l!457|
LDI LT I LG I ST-RICCM?I

8K I 16K I 16€-R Iazomsol 320:450]

|
|

The selected size will be registered as an “OTHER” size.

H Specifying reproduction ratio manually

1 Place paper in the drawer(s).
2 Place the original(s).

3 Press [ZOOM] on the touch panel.

NON-SORT
NON-STAPLE

TEXT /PHOTO

#=  ORIGNAL
:«‘_fl MODE
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Press the buttons below to select the desired reproduction ratio.

[ A UP] and [ ¥ DOWN] buttons
The reproduction ratio changes by 1% every time either of them is pressed. When you hold either down, the
ratio goes up or down automatically.

One-touch zoom buttons
Select the desired ratio from [400%], [200%], [100%], [50%] and [25%)].

E

When the RADF (optional) is used, the maximum ratio available is 200%.

ZOOM 2 I
After applying a sefting, press START to print 8 1

ORIGNAL COPY
ave | A | A4
25% | 200 s a3 | as |
50% I A TRE I B4 | B4 |
1002 ¥ DOWN AS | AS |
OTHER SZE OTHER
S I SETTNG | I
400% | MXEDSEZE |
PHOTO ZOOM, | RESET CANCEL | E

5 Select the desired size, and then press [OK].

g31_CO storaceE M serngs . TEMPLATE .
ZOOM 2
After applying a setting, p ART to print 8 1

Tips

* If you want to select a paper size other than the following, you need to register the size as “OTHER”. Once
you register this size, it will be specified every time you press [OTHER] on the touch panel.
North America: LD, LG, LT, ST
Other than North America: A3, A4, B4, B5
For how to register, see the following page:
P.59 “Registering paper sizes to “OTHER” size”

* Paper sizes can also be registered by pressing the desired drawer button of the equipment status indication
area on the BASIC menu.

6 Select other copy modes as required, and then press the [START] button on the control
panel.

Enlargement and Reduction Copying 61



H Copying photo originals in the optimal reproduction ratio for copy paper size
(PHOTO ZOOM)

1 Place paper in the drawer(s).
2 Place the original on the original glass in a landscape direction.

3 Press [ZOOM] on the touch panel.

.
uto

&) z,sneol 7 R Bl X
>

vwer_|)_owen )]
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5 Select the original size.

ORIGMNAL

Sx13cm I

10x15cm

coRY

AdR I
A3 I

13x18cm

20x30cm

B4 |
=

AS-R

g OTHER |

The actual size for the [3" x 5"] button is 3.5" x 5.0".

CUSTOM

Tip
When the size of the original is other than the ones below, key in the dimension of the original manually.
North America: 3" x 5", 4" x 6", 5" x 7" or 8" x 10"

Other than North America: 9 x 13 cm, 10 x 15 cm, 13 x 18 cm or 20 x 30 cm
P.64 “Setting photo originals in other sizes”

6 Select the desired copy paper size, and then press [OK].

If you want to select a paper size other than the following, you need to register the size as “OTHER” size. In this
case, register it in a landscape direction. Once you register this size, it will be specified every time you press
[OTHER] on the touch panel.

North America: LD, LG, LT, ST

Other than North America: A3, A4, B4, A5

For how to register it, see the following page:

P.59 “Registering paper sizes to “OTHER” size”

ORIGMNAL copyY
Sx13cm I

7 Select other copy modes as required, and then press the [START] button on the control
panel.

If “NON-SORT NON-STAPLE’ is selected as a sorting mode, scanning of the original starts. If another sorting
mode is selected, follow the procedure below.
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8 Place the next original, and then press [NEXT COPY] on the touch panel or the [START]
button on the control panel.

Scanning of the next original starts. If you have more than one original, repeat this step until the scanning of all the
originals is finished.

9 When the scanning of all the originals is finished, press [JOB FINISH] on the touch
panel.
Copying starts.

0 Setting photo originals in other sizes
1 Press [CUSTOM] on the touch panel.

g1 _CO sToracE M seTTngs M TEMPLATE .
DTO ZOOM i?
1

ORIGMNAL copyY
Sx13cm I AdR |
10x15cm I A3 |
13x18cm I B4 |
20x30cm I AS5-R I
CUSTOM . OTHER |

|

2 Key in the size of the original.
1) Press [X] on the touch panel and key in its width within 10 to 434 mm (0.39" to 17.09").
2) Press [Y] on the touch panel and key in its length within 10 to 300 mm (0.39" to 11.81").
3) Press [OK] on the touch panel.

sToracE M seTTngs M TEMPLATE .
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Selecting Finishing Mode

B Finishing modes and optional finishing devices

See the table below for each finishing mode.

Finishing mode

Description

Non-sort Non-staple

Copies exit without being sorted or stapled.

Sort (L1 P.67)

Copies exit in the same page order as the originals one set after another.

Group (L P.67)

Copies grouped by page exit.

Rotate sort (LJ P.69)

Copies exit set by set alternately in a different direction.

Staple sort (K3 P.70)

Copies exit with their corner stapled.

Magazine sort (3 P.73)

Copies exit in a book-type page order.

Center fold (L2 P.73)

Copies exit in a book-type page order with their center folded.

Saddle stitch (4 P.73)

Copies exit in a book-type page order with their center folded and stapled.

Magazine sort & center fold
(LA P.73)

Magazine sort and center fold are used together.

Magazine sort & saddle stitch
(LA P.73)

Magazine sort and saddle stitch are used together.

Hole punch (L3 P.76)

Copies exit with their side punched.

Manual staple (EJ P.77)

Copies are stapled manually.

The available finishing modes differ depending on the type of optional finishing devices (Finisher and Hole Punch Unit)

installed. Finishing devices available for this equipment are as follows:

Finisher

¢ Finisher MJ-1101

¢ Saddle Stitch Finisher MJ-1106
¢ Hanging Finisher MJ-1031

Hole Punch Unit

Hole Punch Unit MJ-6103 (for the Finisher MJ-1101 and the Saddle Stitch Finisher MJ-1106)

Check the finishing modes enabled with each finishing device.

Devices
Finishing mode - - .
MMJJT;S:):;& MJ-1101 MM’;;?S? MJ-1106 MJ-1031 No device
Non-sort Non-staple Yes Yes Yes Yes Yes Yes
Sort Yes Yes Yes Yes Yes Yes
Group Yes Yes Yes Yes Yes Yes
Rotate sort Yes Yes Yes Yes Yes Yes
Staple sort Yes Yes Yes Yes Yes —
Magazine sort Yes Yes Yes Yes Yes Yes
Center fold — — Yes Yes — —
Saddle stitch — — Yes Yes — —
Magazine sort & center fold — — Yes Yes — —
Magazine sort & saddle stitch — — Yes Yes — —
Hole punch Yes — Yes — — —
Manual staple Yes Yes Yes Yes — —
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L Name of each part of the Finisher (optional)

MJ-1101

MJ-1106

MJ-1031

1.
2.
3.

ook wh=

ONoaRON =

Upper receiving tray
Lower receiving tray
Sub-tray

Front cover

Hole Punch Unit MJ-6103
Stapling control section

Upper receiving tray
Lower receiving tray
Sub-tray

Saddle stitch tray
Stopper

Front cover

Hole Punch Unit MJ-6103
Stapling control section

Tray
Sub-tray
Cover (staple cartridge section)
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H Sort/Group mode

When you make more than one set of copies, they can be made to exit in the same page order as that of the originals.
This mode is called the sort mode. Copies can also be made to exit grouped by page. This mode is called the group mode.

S S, n

Sort mode

Group mode

Tip
When you use large-size paper, such as A3, B4, LD and LG, pull out the sub-tray in advance so that the copied paper
will not fall off and will be sorted neatly.

1 Place paper in the drawer(s).

2 Place the original(s).
Tip

When you place originals on the RADF (Reversing Automatic Document Feeder, optional), the display of the
sorting mode button will change to “SORT”.

3 Press [FINISHING] on the touch panel.

NON-SORT
NON-STAPLE

SR 06 STATUS |
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4 Select [SORT] or [GROUP], and then press [OK].

sToracE M seTTnGs M TEMPLATE .
FINISHNG 2
1] Dution 3 1

NON-STAPLE

BNDING
N NON-SORT | fl) FRONT | ,J,J: MAGAZINE SOAT

MAGAZINE SORT
&CENTER FOLD

MAGAZINE SORT I

ASADDLE STITCH

CENTER FOLD

SADDLE STITCH

5 Key in the desired number of copies.

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Rotate sort mode

When you make more than one set of copies, one set can be made to exit on top of another set, alternating in portrait and
landscape directions. This mode is called the rotate sort mode. Use 2 drawers and 2 stacks of paper of the same size.

Place one stack of paper in one drawer in a portrait direction and place the other in another drawer in a landscape
direction before you start copying.

X X X X X X X X n

* A4, B5 and LT sized paper placed on the drawer or bypass tray can be used.
¢ The rotate sort mode is not available when Automatic Paper Selection is selected.

1 Place paper in the drawer(s).
Tip

Place one stack of paper in one drawer in a portrait direction and place the other in another drawer in a
landscape direction.

2 Place the original(s).

3 Press [FINISHING] on the touch panel.

NON-SORT

NON-STAPLE

[—= = . Id L0 0
Ba L] Ef—.} 2-3DED' gl mmL'
BASIC EDIT

M JOSSTATUS |
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4 Select [ROTATE SORT], and then press [OK].

g1 _CO sToraGE M serTns B TEMPLATE .
HING ?
tar selecting the FINISHING MODE, pleas s the OK bution 8 1

BNDING
NON-SORT T FRONT 2 5
%N nonsTARE J JD srame J _7‘_] MaaAZIEE I

MAGAZINE SORT
SOAT i DOUELE
idi D sramE || “acenteRFoLD

y MAGAZINE SORT
REAR L ASADDLE STITCH

L-...-] CENTER FOLD |

i SADDLE STITCH

RESET J CANCEL J oK

5 Key in the desired number of copies.

Select other copy modes as required, and then press the [START] button on the control
panel.

l Staple sort mode

When you make more than one set of copies, the copied paper can be automatically stapled set by set. This mode is
called the staple sort mode. If you are using the Finisher MJ-1101 (optional) or the Saddle Stitch Finisher MJ-1106
(optional), you can choose from 3 different stapling positions.

Example: When [FRONT STAPLE] is selected

el [ AB

)

=

» Special paper such as OHP film or sticker labels is not applicable.
* In the MJ-1101/MJ-1106, copies in different sizes cannot be stapled unless their length is the same. In the MJ-
1031, they can be stapled even if their length is different.

o

[S)
—— [l

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Place the original(s).
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3 Press [FINISHING] on the touch panel.

NON-SORT
NON-STAPLE

R J0BSTATUS |

4 Select the desired stapling position from [FRONT STAPLE], [DOUBLE STAPLE] or
[REAR STAPLE], and then press [OK].

g1 _CO sToracE M seTTnGs M TEMPLATE .
A —~ ?
A 5 E 1

SR BIONG
\QN mﬁﬂéﬁgﬁ :‘?:Lfg ‘_J,j; MAGAZINE SORT I
o Do ZEEN )
il 1), wonee
-'Eé%l? o HUCE PUNCH LVJ CENTER FOLD I
) P‘OTATESORTI M) | [£] SADDLESTITCH I

Only [FRONT STAPLE] is selectable when the Hanging Finisher MJ-1031 (optional) is installed.

5 Select other copy modes as required, and then press the [START] button on the control
panel.

Tip
When the number of sheets exceeds the maximum number of sheets available for stapling, this equipment
automatically enters into the sort mode.
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0 Maximum number of sheets available for stapling

The maximum number of sheets available for stapling differs depending on the type of the finishing device installed, paper

size or paper weight.

Finisher MJ-1101

Paper weight
Paper size 64 - 80 g/m?2 81 - 90 g/m2 91 - 105 g/m?
(17 - 20 Ib. Bond) (21 - 24 Ib. Bond) (25 - 28 Ib. Bond)
A4,B5, LT 50 sheets 30 sheets 30 sheets
A3, Ad-R, B4, FOLIO, LD, 30 sheets 15 sheets 15 sheets
LG, LT-R, COMP
Saddle Stitch Finisher MJ-1106
Paper weight
Paper size 64 - 80 g/m?2 81 - 90 g/m2 91 - 105 g/m?
(17 - 20 Ib. Bond) (21 - 24 Ib. Bond) (25 - 28 Ib. Bond)
A4, B5, LT 50 sheets 50 sheets 30 sheets
A3, A4-R, B4, FOLIO, LD, 30 sheets 30 sheets 15 sheets
LG, LT-R, COMP
Hanging Finisher MJ-1031
Paper weight
Paper size 64 - 80 g/m?2 81 - 90 g/m2 91 - 105 g/m?
(17 - 20 Ib. Bond) (21 - 24 Ib. Bond) (25 - 28 Ib. Bond)
A4,B5, LT 50 sheets 26 sheets 24 sheets
A3, A4-R, B4, FOLIO, LD, 30 sheets 15 sheets 15 sheets

LG LT-R, COMP

* 2 cover sheets can be added to paper whose weight is 64 to 256 g/m2 (17 Ib. Bond to 140 Ib. Index). In this case,

the number of sheets available includes the 2 cover sheets.

For the maximum number of sheets loadable on the tray, refer to the Quick Start Guide.
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H Magazine sort / Center fold / Saddle stitch

You can copy more than one original and bind them in a booklet format (Magazine sort). With the Saddle Stitch Finisher,
you can also have the copied booklet folded at its center (Center fold) and stapled (Saddle stitch).

Magazine sort mode

Center fold mode

Saddle stitch mode

Requirements for center folding

Maximum number of
Paper size Paper weight sheets available for center
folding ™1

Maximum number of sets loadable on
the saddle stitch tray

21 - 25 sheets/set: 5 sets
16 - 20 sheets/set: 6 sets
25 sheets 11 - 15 sheets/set: 8 sets
6 - 10 sheets/set: 12 sets
Less than 5 sheets/set: 25 sets

A3, A4-R,B4, | 64-105g/m?
LD, LT-R, LG (17 - 28 Ib. Bond)

*1 1 cover sheet (64 to 256 g/m? (17 Ib. Bond to 140 Ib. Index)) can be added. In this case the number of sheets per set shall include the
cover sheet.
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Requirements for saddle stitching

Maximum number of

Maximum number of sets loadable on

(25 - 28 Ib. Bond)

i i 1 sheets available for saddle
Paper size Paper weight I the saddle stitch tray
stitching "2
11 - 15 sheets: 25 sets (10 sets if cover sheets
are added)
- 2
64 - 90 g/m 15 sheets 6 - 10 sheets: 30 sets (15 sets if cover sheets
(17 - 24 Ib. Bond)
are added)
A3, Ad-R, B4, Less than 5 sheets: 50 sets
LD, LT-R, LG
6 - 10 sheets: 25 sets (15 sets if cover sheets
- 2
91-105 g/m 10 sheets are added)

Less than 5 sheets : 40 sets (30 sets if cover
sheets are added)

*1  When the paper weights are mixed, take the value of the heavier one.
*2 1 cover sheet (64 to 256 g/m? (17 Ib. Bond to 140 Ib. Index)) can be added. In this case the number of sheets per set shall include the

cover sheet.

Tip

When placing portrait originals in a landscape direction as shown on the

right in the magazine sort mode, magazine sort & center fold mode or

the magazine sort & saddle stitch mode, set the image direction function

to ON on the EDIT menu.
P.122 “Image Direction”

E——

il
€

M

J

jis

The magazine sort mode can also be selected on the EDIT menu. If you select it on the EDIT menu, you can adjust the
binding margin. For details, see the following page:
3 P.103 “Magazine Sort Mode”

1 Place paper in the drawer(s).

Special paper such as OHP film or sticker labels is not applicable.

2 Select the desired paper size.

A3, A4-R, A5-R "1, B4 or B5-R "1 size paper can be used.
*1  A5-R and B5-R are acceptable only for the magazine sort mode.

3 Place the original(s).
When placing the originals on the RADF (optional), place them according to the illustration on the previous page.
When placing the originals on the original glass, place them in the following order:

Magazine sort, Magazine sort & center fold, Magazine sort & saddle stitch: Place the first page of the
original first.
Center fold, Saddle stitch: For example, if the total number of pages is 12, place pages 1 and 12 together,
and then pages 2 and 11, 10 and 3, 4 and 9, 8 and 5, and finally pages 6 and 7.
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4 Press [FINISHING] on the touch panel.

NON-SORT
NON-STAPLE

=]
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BASIC EDIT MAGE
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5 Select the desired mode from [MAGAZINE SORT], [MAGAZINE SORT & CENTER
FOLD], [MAGAZINE SORT & SADDLE STITCH], [CENTER FOLD] or [SADDLE STITCH].
Then press [OK].

STAPLE pr—
XN oustame | rg e | MAGAZINE SORT

STAPLE

MAGAZIMNE SORT
Ll  aCENTERFOLD

SORT . | i) DOUBLE
T fdid  sTARE
£ 123 SORT | - MAGAZINE SORT
- Iy JeAR L] asapoLesTmeH
i gt STAPLE I >
=222 GROUP “NTER F
-333 | HOLE PUNGH (]  CENTERFOW
Jy RoTATESCRT I : [[] SADOLESTCH I

RESET

Modes other than [MAGAZINE SORT] are selectable only when the Saddle Stitch Finisher (optional) is
installed.

6 Select other copy modes as required, and then press the [START] button on the control
panel.

7 Combine the copied paper if the center fold mode or

magazine sort & center fold mode is used. 1M>>
In the center fold mode, paper is folded at the center for every 5 sheets

before exiting. If more than 5 sheets of paper are copied, combine 15 6et0 1o

them as shown in the figure. e~1> -P>>>>>>>>>
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H Hole punch mode

You can punch copied paper when the Hole Punch Unit (optional) is installed on the Finisher.

* Paper whose size is any of A3, A4, A4-R, B4, B5, B5-R, FOLIO, LD, LG, LT, LT-R, ST-R and COMP, and whose
weight is 64 to 256 g/m?2 (17 Ib. Bond to 140 Ib. Index) is available.
» Special paper such as OHP film or sticker labels is not applicable.

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Place the original(s).

Press [FINISHING] on the touch panel.

NON-SORT
NON-STAPLE

4 Select [HOLE PUNCH], and then press [OK].

g1 _CO sToracE M seTTnGs M TEMPLATE .
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P NON-SORT
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Select other copy modes as required, and then press the [START] button on the control
panel.
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B Manual staple mode

You can staple copied paper manually without any copying operation. This is useful when you have forgotten to set the
staple sort mode before starting copying, or when you want to staple originals. (Available only with the Finisher MJ-1101 or
Saddle Stitch Finisher MJ-1106)

Maximum number of sheets available for manual stapling

Paper weight

Paper size 64 - 80 g/m?2 81 - 90 g/m2 91 - 105 g/m?
(17 - 20 Ib. Bond) (21-241b.Bond) | (25 - 28 Ib. Bond)
MJ-1101: 30 sheets 30 sheets
A4, B5, LT 50 sheets MJ-1106: 50 sheets
A3, A4-R, B4, FOLIO, LD, 30 sheets MJ-1101: 15 sheets 15 sheets

LG LT-R, COMP

MJ-1106: 30 sheets

Use the buttons on the stapling control section of the Finisher (optional) for manual stapling.

Stapling position
button / lamps

Stapling
button / lamp

==
S

|
|
=

1 Press the stapling button on the stapling control section.

The shutter of the paper exit area is opened and this equipment enters into the manual staple mode.

2 Press the stapling position switching button to switch the staple position (front or

rear).

3 Place paper on the lower receiving tray of the Finisher

(optional).
Fan and jog the paper well. Place it with its face down.
When you staple them at their corner on the front side, place the

sheets of paper aligned to the front side. When you staple them on the

rear side, place the sheets of paper aligned to the rear side.

Tip

The stapling lamp lights when the paper is properly placed. If it
does not light, replace the paper.

4 Let go of the paper, and then press the stapling button.

Stapling starts. When the stapling position switching lamps start blinking, it means the stapling has finished. Then

remove the stapled paper.

A\ CAUTION

Be sure that your hands are away from the paper while stapling is in progress.

Finishing the manual staple mode

Remove the stapled paper from the lower receiving tray, and then press the stapling button. The shutter of the
paper exit area closes. This means that manual stapling is finished. If no operation is performed for approx. 15

seconds, the manual staple mode will be automatically finished.
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Duplex Copying

You can copy a 1-sided original to a 2-sided copy or vice versa, or copy a 2-sided original to a 2-sided copy. This is useful
when you want to save the paper, or when you want to copy a book-type original maintaining the same page order.

1-sided original -> 1-sided copy (J P.79)

2-sided original -> 1-sided copy (LJ P.79)

1-sided original -> 2-sided copy ([ P.80)

2-sided original -> 2-sided copy (L P.80)

A\ N\

Book-type original -> 2-sided copy (L1 P.81)

Use plain paper, recycled paper, THICK 1, THICK 2, THICK 3, special paper 1 or special paper 2 for duplex copying.
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H Making a 1-sided copy
Tip

When you copy 2-sided portrait originals which open to the left/right on only 1 side of the paper, use the image
direction function on the EDIT menu so that all the copied paper will exit in the proper direction.

P.122 “Image Direction”
“IMAGE DIRECTION” set No setting n

—

S—=

= <||

c N

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Place the original(s).

3 Press [2-SIDED] on the touch panel.

NON-SORT
NON-STAPLE

R J0BSTATUS |

4 Select the desired mode, and then press [OK].
[1->1 SIMPLEX]: 1-sided original to 1-sided copy
[2->1 SPLIT]: 2-sided original to 1-sided copy

storace M seTTnes M TEMPLATE .
SIDED 2
Selact a mode. Press START to print 8 1

il o)

e )|_owea ) 1)

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Making a 2-sided copy

Tip
If 1-sided portrait originals have been placed in a landscape direction and you copy them on both sides of the paper,
copied sheets are usually in the open to top/bottom direction. You can make copies in the open to left/right direction

with the image direction function.
P.122 “Image Direction”

“IMAGE DIRECTION” set No setting

o e

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Place the original(s).

Press [2-SIDED] on the touch panel.

NON-SORT
NON-STAPLE

(=]

— TEXT (PHOTO
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4 Select the desired mode, and then press [OK].

[1 -> 2 DUPLEX]: 1-sided original to 2-sided copy
[2 -> 2 DUPLEX]: 2-sided original to 2- sided copy

2-SIDED

Select a mode. Press START fo print

i+

DUPLEX

80 Duplex Copying



5 Select other copy modes as required, and then press the [START] button on the control
panel.
When placing the original on the original glass, follow steps 6 and 7 on P.28 “Basic copying procedure”.

H Making a 2-sided copy from a book-type original
You can make 2-sided copies from book-type originals such as books or catalog as in the same page order. n

Tip

A4, B5 and LT sizes are applicable.

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Press [2-SIDED] on the touch panel.

NON-SORT
NON-STAPLE

2-SIDED

Select a mode. Press START fo print

ol ] SHPLEX ‘_]|*'J oUPLEX
el &k | -

=B
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4 Select the book copying type.

(-(im nm‘r-nmrl (-0 RW-LEFrI

0[] T I (i) -(im LEFI'*RMI

Example: If pages 2 to 6 of a book which opens to the left are to be copied, select [LEFT -> LEFT].

5 Press [OK].

The menu returns to the BASIC menu.

Press the drawer button corresponding to the desired paper size.
Only A4, B5 and LT sizes are applicable.

@ CcopyY

Place original on the glass.

- ama)»)

=m
=
¥
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Select other copy modes as required.

If the copy needs a binding space, select the book margin mode on the EDIT menu.
P.93 “Creating bookbinding margin”

8 Place the original on the original glass.

Place the original with its bottom toward you, aligning its center with the o

yellow indicator under the original glass. T
Book

/\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.
Breaking the glass could injure you.

9 Press the [START] button on the control panel. Once the pages are scanned, set the
next ones on the original glass.

Repeat this step until all the desired pages have been scanned. If the last page is a single page, press [COPY
FINAL PAGE] on the touch panel, and then press the [START] button on the control panel to start scanning. The
scanned pages will be copied.

COPY FNAL I
BA FINISHED
Originals © 2

I ———

10 When all the pages have been scanned, press [FINISHED].

The scanned pages will be copied.
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Performing Copy & File

With the Copy & File function, you can store the copied data in the share folder of the hard disk of this equipment or a
specified PC on a network. The data can be stored in any of PDF, TIFF and XPS formats.

* The data will be stored as black images. (Resolution: 600 dpi only) The data stored with this function are suited for
printing but not for being imported as an image into your PC. To obtain the optimal image quality for importing, it is
recommended to store the data with the Scan to File function of this equipment.

* The network administrator must make settings for Copy & File in advance. For details, refer to the TopAccess
Guide.

¢ ltis recommended to back up the data stored in the share folder.
Tip
You can store data in an e-Filing box with the Store to e-Filing function. For details, refer to the e-Filing Guide.

1 Place the original(s).

2 Press [STORAGE] on the touch panel.

NON-SORT
NON-STAPLE

TEXT /PHOTO

¥ ORIGNAL —J =t —J
=] MODE

BASIC EDIT MAGE
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Press the necessary buttons for entering information about the data to be stored. Then
press [OK].

STORE TOEFLING

weLocaL

MULTIFSINGLE
|h|
FLE NAME "I 110510 @ SNGLE

RESET | CANCEL |
2011/051 10

MFP LOCAL.: Press this to store the data into the share folder of this equipment.
REMOTE 1, REMOTE 2: Press either of them to store the data into the share folder of a PC that is connected with
this equipment via a network.

* You can select up to 2 of [MFP LOCAL], [REMOTE 1] and [REMOTE 2]. You can cancel the selected item
by pressing the same button again.

* When a user who has the privilege of changing the setting of [REMOTE 1] and [REMOTE 2] has pressed
either of them, the menu for specifying a directory appears. In this case, see the following page to specify
the directory:

P.86 “Setting share folder”

FILE NAME: Press this to display the on-screen keyboard. Then enter the file name within 128 letters.

The trailing characters in a file name (maximum 74) may be deleted depending on the type of letters used.

FILE FORMAT: Select the file format in which the data are stored from PDF, TIFF or XPS.

MULTI/ SINGLE: These are for selecting whether the data are stored as a multiple page file or a single page file. If
you select “MULTI”, all the scanned data will be stored as one file. If you select “SINGLE”, a folder is created
and each page of the scanned data will be stored individually as one file in the folder.

Press the [START] button on the control panel.

When the original is placed on the RADF (Reversing Automatic Document Feeder, optional), copying and storing
start simultaneously.
When the original is placed on the original glass, follow the procedure below.

Place the next original on the original glass, and then press [NEXT COPY] on the touch
panel or the [START] button on the control panel.
Repeat this step until the scanning of all the originals is finished.
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7 When all have been scanned, press [JOB FINISH] on the touch panel.

stonace M serines ol ov TEVPLATE o

SCANPAGE

JOB CANCEL JOBFN NEXT COPY

Copying and storing start.

H Setting share folder

When a user who has the privilege of setting a share folder has pressed [REMOTE 1] or [REMOTE 2], the menu for
specifying a directory appears.

The setting items differ depending on the file transfer protocol to be used. FTP, SMB, NetWare IPX/SPX, NetWare TCP/IP
and FTPS are selectable for a file transfer protocol.

FTP/ FTPS

g1 CO sToraGE M serTns B TEMPLATE .
REMOTE 1 2
PROTECOL

SERVER NAME ”1010?0101
-
FTP
MNETWORK PATH rO01iscan
=B | .I }'BB
Netwara PX I LOGIN UISER NAME _”.rsarm

Notware P | PASSWORD | ............................
> I

FTPS

commornr ||
&

When you press any of the buttons below, the on-screen keyboard appears. Enter with the buttons on the touch panel or
the digital keys on the control panel. When you finish the entry, press [OK].

SERVER NAME: Press this to enter the IP address of FTP server. For example, if the data should be transferred to an
FTP folder ftp://10.10.70.101/user01/scan/, key in “10.10.70.101".

NETWORK PATH: Press this to enter a network path to an FTP folder where the data are to be stored. For example, if the
data should be transferred to an FTP folder ftp://10.10.70.101/user01/scan/, enter “userO1\scan”.

LOGIN USER NAME: Press this to enter a user name to login to the FTP server. Enter this as required.

PASSWORD: Press this to enter a password to login to the FTP server. Enter this as required.

COMMAND PORT: Press this to key in a command port number for executing commands. Normally “-” is entered in this

field, which means that a port number set by the administrator will be used. Change this only when you want to use
any other port number.
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SMB

stonace B StrTnes ol oc TEWLATE ﬁ

PROFOCOL

FTR

MNatware PX I

\\ocean\homalisand\scan

NETWORK PATH I
»

LOGIN LISER NAME I }Jsarm

Netware P
PE

W,

T

When you press any of the buttons below, the on-screen keyboard appears. Enter with the buttons on the touch panel or

the digital keys on the control panel. When you finish the entry, press [OK].

NETWORK PATH: Press this to enter a network path to the folder where the data are to be stored.
LOGIN USER NAME: Press this to enter a user name to access the network folder. Enter this as required.
PASSWORD: Press this to enter a password to access the network folder. Enter this as required.

Tip

If you selected [SMB], the settings for [SERVER NAME] and [COMMAND PORT] are not required.

NetWare IPX / NetWare IP

stonace B StrTnes ol oc TEWLATE ﬁ

PROJOCOL

FTP
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Netware P I
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SERVER NAME I |.h.n|ler

NETWORK PATH I
»

LOGIN LISER NAME I |ad'nin0m

T

\sysiscan

When you press any of the buttons below, the on-screen keyboard appears. Enter with the buttons on the touch panel or

the digital keys on the control panel. When you finish the entry, press [OK].

SERVER NAME: When you select [NetWare IPX], enter either the server name of NetWare server or Tree/Context (if NDS

is useable). When you select [NetWare IP], enter the IP address of NetWare server.

NETWORK PATH: Press this to enter a network path to a NetWare server folder where the data are to be stored. For
example, if the data should be transferred to a folder “sys\scan” of NetWare server, enter “\sys\scan”.

LOGIN USER NAME: Press this to enter a user name to login NetWare server. Enter this as required.

PASSWORD: Press this to enter a password to login NetWare server. Enter this as required.
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EDITING FUNCTIONS

This chapter describes how to use various copying functions on the EDIT menu.
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Displaying EDIT Menu

You can display the EDIT menu by pressing the [EDIT] tab on the touch panel when you want to use various editing

functions.
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Image Shift

You can create a binding margin by shifting an image to the left, right, top or bottom of the copy paper. This function is
called “image shift”. It is useful when you wish to punch or staple a stack of paper after copying it. With this function you
can easily make a binding margin when you copy a book-type original on both sides of the paper.

-

Tip
You can make a binding margin in the combinations as follows:

» Top/bottom margin and left/right margin
* Top/bottom margin and bookbinding margin

H Creating top/bottom margin or left/right margin

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Place the original(s).

3 Press [IMAGE SHIFT] on the EDIT menu.
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4 Select the type of binding margin.

0 sToraGE M serTns B TEMPLATE .
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5 Adjust the width of the binding margin.
1) Press [FRONT MARGIN] and adjust the binding margin width on the front side using [ ¥ 0 mm] (0") and [ A 100
mm] (3.94"). (The width on the back side will be also adjusted in the same way.)
2) Press [BACK MARGIN] and adjust the binding margin width on the back side using [ ¥ 0 mm] (0") and [ A 100
mm] (3.94"). (Only the width on the back side will be adjusted.)
3) Press [OK].

22 STORAGE M SETTNGS .M v TEMPLATE .
LEFT 2
Set mage Shift Margin 5E

A |uo:-m|
S R
= BACK MARGN 10 |mm

=

- =) _oven J[_ocp)]

Tip
Note that a left/right binding margin will be created on the opposite side on the back side of paper in duplex

copying. (For example, when a binding margin is created on the right of the front side of the paper, it will be
created on the left of the back side.)

6 Press [OK].

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Creating bookbinding margin
You can easily make a binding margin when you copy a book-type original on both sides of the paper.
P.81 “Making a 2-sided copy from a book-type original”

1 Press [IMAGE SHIFT] on the EDIT menu.

3 |- dhea2) S
BOOK CENTER MAGAZINE
WK CENTER | DUALPAGE || 2N1/4N1 o
> » > » 1
5
COVER SHEET ™ PAGE
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> » > » > »

Adjust the width of the binding margin.

1) Press either [ ¥ 0 mm] (0") or [ A 30 mm] (1.18").
2) Press [OK].
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4 Press [OK].

Select the “Book-type original -> 2-sided copy” mode as well.
P.81 “Making a 2-sided copy from a book-type original”
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Edge Erase

You can whiten the edge of the copied image when a shadow-like dark part appears on it. This function is called “edge
erase”. It is useful when you want to make the copied image neat and clear if the edge of the original is dirty or torn.

-

Tip
Only standard size originals are applicable.

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Place the original(s).

3 Press [EDGE ERASE] on the EDIT menu.
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Adjust the width of the part to be erased.
1) Press either [¥ 2 mm] (0.08") or [ A 50 mm] (1.97").
2) Press [OK].

5 Select other copy modes as required, and then press the [START] button on the control

panel.
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Book Center Erase

You can whiten the center of the copied image when a shadow-like part appears on it. This function is called “book center

erase”. It is useful when you copy book-type originals.

Book center erase set No setting

SiFa

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Select the drawer for the desired paper size.
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Adjust the width of the part to be erased.

1) Press either [¥ 2 mm] (0.08") or [ A 50 mm] (1.97").
2) Press [OK].

=2 |& ERASE MARGN

A 50 mm
-
J v 2mm

|| RESET J CANCEL J oK
2
5 Place the original on the original glass.
Place the original with its bottom toward you, aligning its center with the o
yellow indicator under the original glass. = T
Book
: Sl
— 0 1]
A\ CAUTION
Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.

Breaking the glass could injure you.

Select other copy modes as required, and then press the [START] button on the control
panel.
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Dual Page

You can copy the 2 facing pages of a book-type original or 2 original sheets placed side by side onto 2 separate sheets of
paper or on both sides of 1 sheet of paper. This function is called “dual page”. You do not have to shift the original on the

original glass.
>
-12- -13- -12- 13-
=S ———————————————— 1
Tip

Only A4, B5 and LT sizes are applicable.

1 Place paper in the drawer(s).

2 Press [DUAL PAGE] on the EDIT menu.

s :
r fh+0a) W
MAGE MAGAZINE
SHFT 2N1/4N1 SORT ;
> »
v
2 | 2
5 ool |
TME PAGE
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3 Press [1 SIDE] or [2 SIDE].

1 SIDE: Copying the 2 facing pages of the original to only 1 side of 2 separate sheets of paper
2 SIDE: Copying the 2 facing pages of the original to 2 sides of 1 sheet of paper

u nz:{-'r_l ca\ucn_l !l

Select other copy modes as required.
You can select “image shift” as well.
P.91 “Creating top/bottom margin or left/right margin”
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5 Press the [BASIC] tab to display the BASIC menu, and then select A4, B5 or LT as the

copy paper size.
When using bypass copying, be sure to set the paper size.

6 Open the desired page of the original and place it on
the original glass. o

Place the original with its bottom toward you, aligning its center with the Book
yellow indicator under the original glass.

/\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.
Breaking the glass could injure you.

7 Press the [START] button on the control panel. When the scanning of the opened pages
is finished, open the next pages and place them.
Repeat this procedure until all the desired pages have been scanned. If the last page is a single page, press
[COPY FINAL PAGE] on the touch panel, and then press the [START] button on the control panel to start scanning.
The scanned pages will be copied.

COPY FINAL e
BA FMNEHED

tOriginals : 2

When all the pages have been scanned, press [FINISHED].

The scanned pages will be copied.
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4 EDITING FUNCTIONS

2IN1 / 4IN1

You can copy 2 or 4 originals to 1 sheet of paper by shrinking them. This function is called “2IN1” or “4IN1”. If you use this
function together with duplex copying, you can make a total of 8 images on 1 sheet of paper.

The illustrations below show how you can arrange the images.

2IN1
A
—_—
B
2
___A__B
e R
__C|_D
3 |
__A
—_—
B
—_—
_C
—_—
D
N —
a /M b Lo
a i b
E F .
== A Bl E F
SG oH 1c zDE 5G eH
$$ 3 ) i 7 s
|
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Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Tip
If you select paper of a different size to that of the original, press [ZOOM] on the BASIC menu. Next select the
desired paper size, press [AMS] and then [OK] in the menu shown below.

2 Place the original(s).

3 Press [2IN1 / 4IN1] on the EDIT menu.

I Y | @ |-

MAGE EDGE | BOOK CENTER
SHFT ERASE ERASE CUAL PAGE
> » > »

& || ]| &
EDITNG XY ZOOM cove | thET'LN.

4 Perform 2IN1 / 4IN1 setting.
1) If you want to copy 2 originals on 1 page, select [2IN1]. If you want 4 on 1 page, select [4IN1].
2) Select the duplex mode.
3) Press [OK].
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5 Select other copy modes as required, and then press the [START] button on the control
panel.

When the originals are placed on the RADF (optional), scanning and copying start. When they are placed on the
original glass, follow steps 6 and 7.

6 Place the next original, and then press [NEXT COPY] on the touch panel or the [START]
button on the control panel.

Scanning of the next original starts. If you have more than one original, repeat this step until the scanning of all the
originals is finished.

7 When the scanning of all the originals is finished, press [JOB FINISH] on the touch
panel.
Copying starts.
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Magazine Sort Mode

You can copy more than one original in the book-type page order. This mode is called the magazine sort mode. Also you
can do this as well as fold and staple the copied sheets at their center. This mode is called the magazine sort & saddle

stitch mode.

Magazine sort mode

Magazine sort & saddle stitch mode

The magazine sort mode can also be selected on the BASIC menu. For details, see the following page:

P.73 “Magazine sort / Center fold / Saddle stitch”

Place paper in the drawer(s).

Sizes are available as follows:
Magazine sort: A3, A4-R, A5-R, B4, B5-R, LD, LG, LT-R, ST-R
Magazine sort & saddle stitch: A3, A4-R, B4, LD, LG, LT-R

2 Select the paper size.

Drawer: P.50 “Automatic Paper Selection (APS)”
Bypass tray: P.36 “Bypass Copying”

3 Place the original(s).

Tip

When placing portrait originals in a landscape direction as shown
on the right in the magazine sort mode or the magazine sort &
saddle stitch mode, set the image direction function to ON on the
EDIT menu. Otherwise the originals will not be copied in the proper
page order.

P.122 “Image Direction”

Magazine Sort Mode
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4 Press [MAGAZINE SORT] on the EDIT menu.
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5 Set the saddle stitch mode and the binding margin width as required.
1) When setting the saddle stitch mode, press [STAPLE ON]. If not required, press [STAPLE OFF].

2) Press either [¥ 2 mm] (0.08") or [ A 30 mm] (1.18") to adjust the binding margin width.

3) Press [OK].
storace o serines ol o TEVPLATE .ﬁ
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Tip
For the maximum number of sheets available for saddle stitching, see the following page:
P.73 “Magazine sort / Center fold / Saddle stitch”

6 Select other copy modes as required, and then press the [START] button on the control

panel.
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Image Editing

You can select the various editing functions shown below for scanned images.

Trimming: You can select a certain area of an original and copy only the selected area.
Masking: You can mask a certain area of an original and copy only the unmasked area.

Mirror image: You can reverse an image like a mirror.
Negative/Positive reversal: You can reverse the light-and-dark of an image.

B Trimming / Masking
You can select the desired area of an original and copy only the selected area (trimming). You can also mask the desired
area of an original and copy only the unmasked area (masking). On both functions you can select up to 4 areas on 1

original. The selected area should be in a rectangle.

Trimming Masking

=T =)

B hd

R R

Tips

* Only standard size originals are applicable.
Note that the entire image of the selected area may not be copied if you do not select proper sizes for the original

and copy paper.

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Press [EDITING] on the EDIT menu.
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3 Select [TRIM] or [MASK].

g1 CO storaceE M serngs . TEMPLATE .
EDITING ?
Select EDITING Function L 1

|| RESET J CANCEL J[T] !l

4 Place the original on the original glass with its face
up.
Place it with its bottom toward you. Align its top left corner against that
of the original glass so that the original will be aligned with the original
scales.

A\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.
Breaking the glass could injure you.

5 Read the following 4 values to specify the area using
the left and top scales on the original glass.
X1: From the top left to the left edge of the selected area A
X2: From the top left to the right edge of the selected area
Y1: From the top left to the upper edge of the selected area
Y2: From the top left to the lower edge of the selected area || ;@5

Note that the marks of the original scales have a 2 mm (0.08") pitch. - w

Y1

Y2
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Key in the read values.

1) Press [X1], [X2], [Y1] and [Y2], and then key in the read values correspondingly.

2) You can specify up to 4 areas on 1 page. When you want to specify more than one area, press [AREA 1] to
[AREA 4] to switch the area, and then key in the values correspondingly.

3) Press [OK] after you have specified all the areas.

X1
AREA 1 |‘ "

X1 X2

AREA 2 x2 | 150 | @m

Y1

AREA 3 fe) i |
Y2
am

10

RESET

Place the original again on the original glass with its
face down.

Place it with its bottom toward you. Align its top left corner against that
of the original glass.

Select other copy modes as required, and then press the [START] button on the control
panel.
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H Mirror image / Negative/positive reversal
You can reverse an image like a mirror (mirror image), or you can reverse light-and-dark of an image (negative/positive
reversal).
Mirror image Negative/Positive reversal

- -

Negative/positive reversal is available only when BLACK or FULL COLOR is selected as a color mode.

Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Place the original(s).

3 Press [EDITING] on the EDIT menu.
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4 Select [MIRROR] or [NEG/POS], and then press [OK].
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EDITING ?
Select EDITING Function L 1
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5 Select other copy modes as required, and then press the [START] button on the control
panel.
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XY Zoom

You can change the reproduction ratio in both vertical and horizontal directions separately. This function is called “XY

zoom”.

100%
1

ABCD
EFGH
KLMN

100%

>

ot

The reproduction ratio is changeable from 25 to 400%. However in the following cases, this range is 25 to 200%.

ABCD
EFGH

1200%

* When the color mode is FULL COLOR or AUTO COLOR
¢ When the original mode is IMAGE SMOOTHING

* When the color mode is BLACK and the original mode is PHOTO
* When TWIN COLOR COPY is selected
* When MONO COLOR is selected

* When the original is placed on the RADF (optional)

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Place the original(s).

Press [XY ZOOM] on the EDIT menu.
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XY Zoom
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Set the reproduction ratio in both vertical and horizontal directions.

1) Press [X], and then press either [ ¥ 25%] or [ A 400%] for a horizontal direction.

2) Press [Y], and then press either [ ¥ 25%] or [ A 400%)] for a vertical direction.
3) Press [OK].

5 Select other copy modes as required, and then press the [START] button on the control
panel.
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Cover Sheet

You can add a special type of paper such as colored paper as a front cover sheet or a back cover sheet. This function is

called “cover sheet”. In the cover sheet mode, you can select whether or not to copy the front or back cover sheet as

shown in the table below.

Front cover Back cover
Mode Description Mode Description
NONE Does not add a sheet as the front cover NONE Does not add a sheet as the back cover
BLANK Adds a blank sheet as the front cover BLANK Adds a blank sheet as the back cover
TOP COPIED Adds a sheet copied on the top side as TOP COPIED Adds a sheet copied on the top side as
the front cover the back cover
BOTH COPIED Adds a sheet copied on both sides as the || BOTH COPIED Adds a sheet copied on both sides as the
front cover back cover
ONLY BACK Adds a sheet copied on the back side as
COPIED the back cover

Example: Selecting “TOP COPIED” for the front cover and “BLANK?” for the back cover
A sheet copied on the top is added as the front cover and a blank sheet as the back cover.

<
=2

Place the paper for the cover sheets.

Place it on the bypass tray or in a drawer previously set for cover sheets. The paper for the cover sheets must be
placed in a different paper source than normal paper.

* When placing paper in a drawer for cover sheets, be sure to select “COVER” as the paper type, and also set
the paper size and thickness.
P.17 “Setting paper type”

* When placing paper on the bypass tray, be sure to set the paper size and thickness.
P.36 “Bypass Copying”

¢ Place the paper for cover sheets of the same size as normal paper in the same direction.

2 Place the normal paper in the drawer(s).

Place the original(s).
When placing them on the original glass, they must be placed from the first page.

4 Press [COVER SHEET] on the EDIT menu.
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5 Select the front and back cover settings, and then press [OK].

Tip

You can select [BOTH COPIED] for the front or back cover sheet only when [1->2 DUPLEX] or [2->2 DUPLEX]
is set for the 2-sided copy mode on the basic menu.

Press the [BASIC] tab to display the BASIC menu. Then select a drawer in which
normal paper is placed (not the one for the cover sheets).
You must place the normal paper of the same size and direction as that for the cover sheets in advance.

..........
=

| ORIGNAL
E mooE
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7 Select other copy modes as required, and then press the [START] button on the control
panel.

When the originals are placed on the RADF (optional), scanning and copying start.
When they are placed on the original glass, follow steps 8 and 9.

8 Place the next original, and then press [NEXT COPY] on the touch panel or the [START]
button on the control panel.
Scanning of the next original starts. Repeat this procedure until the scanning of all the originals is finished.

9 When the scanning of all the originals is finished, press [JOB FINISH] on the touch
panel.
Copying starts.
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Sheet Insertion

You can insert a special type of paper such as colored paper at the desired page. This function is called “sheet insertion”.
You can insert up to 2 types of sheets for a total of 50 pages. The sheet insertion mode has the following 2 types:

COPIED: Inserts a copied sheet, replacing the specified page.

Place sheets for sheet insertion.

Place them on the bypass tray or in a drawer previously set for insertion sheets. The paper for the insertion sheets
must be placed in a different paper source than normal paper.

* When placing paper in a drawer for sheet insertion, be sure to select “INSERT 1” or “INSERT 2” as a paper
type, and also set the paper size and thickness.
P.17 “Setting paper type”

* When placing paper on the bypass tray, be sure to set the paper size and thickness.
P.36 “Bypass Copying”

* Place the paper for insertion sheets of the same size as normal paper in the same direction.

2 Place the normal paper in the drawer(s).

Place the original(s).
When placing them on the original glass, they must be placed from the first page.

4 Press [SHEET INSERTION] on the EDIT menu.
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5 Select either [COPIED] or [BLANK].

g1 _CO sToracE M seTTnGs M TEMPLATE .
SHEET INSERTION 2
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COPED BLANK
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6 Select the page where the insertion sheets will be inserted.
1) Select the type of the insertion sheets ([INSERT SOURCE 1] or [INSERT SOURCE 2]).
2) Key in page numbers (1 to 1000) where the insertion sheets will be inserted, and then press [SET]. Repeat
steps 1) and 2) if you want to insert sheets at more than one page.
3) Press [OK] after you have keyed in the page numbers.

Tips

* If you selected [COPIED] in step 5, the selected page will be replaced with a copied insertion sheet. If you
selected [BLANK], a blank insertion sheet will be inserted before the selected page.
* Up to 50 pages in total can be selected for [INSERT SOURCE 1] and [INSERT SOURCE 2].

Press the [BASIC] tab to display the BASIC menu. Then select the drawer in which
normal paper is placed (not the one for sheet insertion).
You must place the normal paper of the same size and direction as that for the insertion sheets in advance.

TEXT /PHOTO

%= ORIGNAL fo (00 0

BRI 0 STATUS |
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8

10

Select other copy modes as required, and then press the [START] button on the control
panel.

When the originals are placed on the RADF (optional), scanning and copying start.
When they are placed on the original glass, follow steps 9 and 10.

Place the next original, and then press [NEXT COPY] on the touch panel or the [START]
button on the control panel.
Scanning of the next original starts. Repeat this procedure until the scanning of all the originals is finished.

When the scanning of all the originals is finished, press [JOB FINISH] on the touch
panel.
Copying starts.
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Time Stamp

You can add the date and time on the copied paper.

Printed at the bottom
of a portrait copy

Printed at the top
of a landscape copy

MM.DD.YYYY 14:54

L

MM.DD.YYYY 14:54

1 Place paper in the drawer(s).
2 Place the original(s).

3 Press [TIME STAMP] on the EDIT menu.
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Select the direction and position of the time stamp.

1) Select the direction ([SHORT EDGE] or [LONG EDGE]).
2) Select the position ((UPPER] or [LOWER]).
3) Press [OK].

I RESET CANCEL |

5 Select other copy modes as required, and then press the [START] button on the control
panel.
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Page Number

You can add a page number on the copied paper.

Printed at the bottom center Printed at the top right
of a portrait copy of a landscape copy

1

g I,
\\ﬁ 3

1 Place paper in the drawer(s).
2 Place the original(s).

3 Press [PAGE NUMBER] on the EDIT menu.

i \g [ |-y dkpug) S

MAGE EDGE | BOOK CENTER MAGAZRE
SHFT ERASE ERASE DUAL PAGE 2N1/4N1 SORT

> » > » > »

£ ] J 5]
5 goigl | L) | & | oot
COVER SHEET THE

EDTNG XY Z00M SHEET NSERTION STAMP

> » > » >

4 Select the direction and position of a page number.
1) Select the direction ((SHORT EDGE] or [LONG EDGE]).
2) Select the position ([TOP LEFT], [TOP CENTER], etc.).
3) If you want to specify the page number to start with, press and go to step 5. Otherwise, press [OK] and go
to step 6.

SHORT EDGE TOP LEFT l TOP GENTER I TOP RIGHT l 1

2
BOTTOM |
LONG EDGE I BDTICMLEFTI ? RIGHT
RESET CANCEL OK

3
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Specify the page number you want to start with.

1) Key in the page number.
2) Press [OK].

g_CO storaceE M serngs . TEMPLATE .
PAGE NUMBER bl
Enfer the Initial Page Number of the Criginals

Select other copy modes as required, and then press the [START] button on the control
panel.
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Job Build

You can scan several stacks of originals whose settings are individually different, and then copy or store them in one
operation. This function is called “job build”. For example, news clips (in the TEXT mode) and photographs in magazines
(in the PHOTO mode) in A3 size and photographs in A4 size can be scanned in the optimal settings for each, and copied
in one operation.

* Up to 1000 pages of originals can be copied in one operation. There is no limit for the number of jobs.
* Some settings are not available for job build, and some settings for the first job will be applied to all of the other
jobs. See the table below before setting job build.

Settings not available Settings applied for all jobs Settings changeable for each job
Automatic Paper Selection e-Filing / File Reproduction ratio
BOOK -> 2 (Book-type original -> 2- Mixed-size originals Automatic Magnification Selection
sided copy) Copy paper size (Default setting for job build)
Twin color copying Finishing mode Original size
Editing Photo zoom Original mode
XY zoom Image shift Color mode
Cover sheet Book center erase Simplex/Duplex copying settings
Sheet insertion Time stamp other than Book-type original -> 2-
Magazine sort Page number sided copy (1->1 SIMPLEX, 2->1
Magazine sort & saddle stitch Image direction SPLIT, 1->2 DUPLEX, 2->2 DUPLEX)
Magazine sort & center fold Book - tablet Background adjustment
2IN1 / 4IN1 Omit blank page Sharpness
Full image Edge erase
Image repeat Dual page
Document feeder (Feeding mode)
Outside erase

1 Press [JOB BUILD] on the EDIT menu.

1. (%] A |
| | @i" g.l

FULMAGE }|  epeaT
» »

] a 4
A.] <y J‘_'_.. - |
BOOK + ADF—+
TABLET SADF

>
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2 Press [OK].

Job build is now set and the message below appears.

| B copy  SESTCa BT ST
Press START button to copy
after changing settings.

100 % NON-SORT
ORG = Ad NON-STAPLE
| g & .
BYPASS s 200M ’/,j NESHNG
FEED » - -
: WENET TR
22 - TEXT /PHOTO e
Ad-R El

Ba  m AUTO | B
L ) 2e0m | |ZP Now [ O I

B 05 STATUS |

3 Place the first stack of originals, and then select settings.
Tips

* When placing the original on the original glass, remember that 1 page is equal to 1 job.

* When placing mixed-size originals on the RADF (optional), see the following page:
P.52 “Copying mixed-size originals in one operation”

» If you want to use a particular drawer, select it.

* Press [SETTINGS] on the touch panel to confirm the current settings.

* If you want to change the settings, press the [FUNCTION CLEAR] button on the control panel, and then
restart the procedure from step 1.
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Press the [START] button on the control panel.

Scanning starts. When the scanning of all the originals is finished, the message below appears.

i & 1 srrree B

Press START button to copy
after changing settings.

100 %

ORG - A4
AUTO
COLOR
A3 ....:jl:....
Ao I [ 1D
B4
= PROOF COPY |
BASIC EDIT MAGE

BRI o5 STATUS |

Place the next stack of originals, and then select the settings.
Repeat steps 4 and 5 until all the desired pages have been scanned.

If you do not change any settings, those for the last job will be applied.

When the scanning of all the originals is finished, change the number of copy sets as
required. Then press [JOB FINISH] on the touch panel.

i3 copy
Press START button to copy
after changing settings.

FAUTO
'Y H 100 %
] ORG = A4
S
BYPASS
FEED »
Al =]
Ad-R El
Ba =
>
BASIC MAGE

B J05STATUS |

Copying starts. If any storing function is set, that will also start.
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Image Direction

When you make 1-sided portrait originals to 2-sided copy by placing them in a landscape direction, normally the copied
pages are “open to top”. With this function you can make them “open to left”. This function is called “image direction”.
When you make 2-sided “open to left” portrait originals to 1-sided copy, normally the copied pages exit in a different
direction alternately. With this function, you can make them all exit in the same direction.

1-sided portrait original (placed in a landscape direction) -> 2-sided copy

“IMAGE DIRECTION” set No setting
=l Sy
2-sided “open to left” portrait original -> 1-sided copy
“IMAGE DIRECTION” set No setting

1 Place paper in the drawer(s).
Place the original(s).

3 Set duplex copying setting.
P.78 “Duplex Copying”

4 Press [IMAGE DIRECTION] on the EDIT menu.

JOoB ADF—+
BULD DREC TABLET SADF
>

23| g+ *‘.]:‘;:JJ Jas
MA

Ehl) || -3
FULMaGE || MAGE
»

»
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5 Press [OK].

'_ RESET | CANCEL |! éE !!l

Image direction is now set.

6 Select other copy modes as required, and then press the [START] button on the control
panel.
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Book - Tablet

As for the directions of originals or copied images, “open to left” is called “book” and “open to top” is called “tablet”. With

this function you can make 2-sided originals to 2-sided copy, rotating only the back side of the copied page by 180
degrees, namely, you can copy “book” originals to “tablet” copy, or vice versa.

A C A C
>

1 Place paper in the drawer(s).

2 Place the original(s).

3 Press [BOOK <->TABLET] on the EDIT menu.

23| gl gea| e | ool | @e | A
JoB MAGE BOOK, ADF MAGE
BULD DRECTION TABL EAD_I: FULL MAGE REPEAT
> [3 > 2
. 2
YJiw | @@
OMIT BLANK OUTSDE
PACGE > ERASE »

RN J0BSTATUS |

4 Press [OK].

BOOK<TABLET bl
When < type origin copied tablet, 3 1
and tablet type criginals are copied book.

Book - tablet is now set.

Select other copy modes as required, and then press the [START] button on the control
panel.
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ADF -> SADF

You can switch the feeding mode when the RADF (Reversing Automatic Document Feeder, optional) is used, from “ADF”
to “SADF”. The paper feeding mode has 2 types as follows:

ADF (Continuous feed mode): Feeds originals continuously when you press the [START] button on the control panel
while originals are being placed on the RADF (optional). This is useful when you make more than one copy in one
operation. (Default setting)

SADF (Single feed mode): Feeds originals one by one automatically. This is useful when you usually only have 1 original.

When the single feed mode (SADF) is set, place originals one sheet at a time. If you place more than one original, the
copied image may be skewed or the originals may jam.

1 Place paper in the drawer(s).

2 Press [ADF -> SADF] on the EDIT menu.

] : |
a1 > || (3-1 || A=l
JoB MAGE BOCK
DHECTDN. TAEN.I:“"F >

JOBSTATUS

3 Press [OK].

I RESET | CANCEL |
The feeding mode is now set at “single feed mode”.

4 Select other copy modes as required.
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Place the original(s) on the RADF (optional) one sheet at a time.
The original is pulled into the RADF (optional) automatically, and then the menu below appears.

SCANPAGE

JOBGMm._l JOBFNEill NEXT COPY !I

Repeat step 5 if you have another original. The placed original will be pulled into the RADF (optional) automatically
even if you do not press [NEXT COPY] on the touch panel.

6 When the scanning of all the originals is finished, press [JOB FINISH].

Tip
If you want to stop copying, press [JOB CANCEL].
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Full Image

You can copy the entire image of an original including any fine text at its edge. This function is called “full image”. With this
function, the image will be copied with its reproduction ratio reduced by approx. 1 to 5%.

1 Place paper in the drawer(s).
2 Place the original(s).

3 Press [ZOOM] on the touch panel.

NON-SORT
NON-STAPLE
333
= » COLOR
Aa-R =] auto] p
wi_w WML (1)) )
B 2com | |GE ok
. EXIT = > >
y o | PROOF COPY |
BASIC EDIT MAGE

R J0BSTATUS |

4 Select sizes for the original and copy paper.
1) Select the original size.
2) Select the paper size.
3) Press [OK].

8
g
2
2

FHOTO zﬂ' nz:{-'r_l ca\ucn_l oK

The menu returns to the BASIC menu.

5 Press [FULL IMAGE] on the EDIT menu.

j] kL
| pm-d| fea
JOB MAGE BOCK,
BULD > |JHECTON. TABLF:TF

Jiw | D@
OMIT BLANK OUTSDE
PACGE > ERASE

BN 05 STATUS |

6 Select other copy modes as required, and then press the [START] button on the control
panel.
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Image Repeat

You can copy a certain area on an original repeatedly in the times that you specified. This function is called “image repeat”.

= | N
X g

Tips

* You can repeat copying up to 8 times.
* Only standard size originals are available.

When registering this function into a template, be sure to select [DISABLE] of “AUTOMATIC START”. If [ENABLE] is
selected, copies may not be made correctly because the original size is not detected.
P.151 “TEMPLATES”

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Press [IMAGE REPEAT] on the EDIT menu.

$:Q)| p-d| oa| e | bl | B8 LA
JOoB MAGE BOOK. ADF: MA
BULD DRECTION TAEN_I:‘-'.I' EA[; e REPE
> » > W 2
4w |-
OMIT BLANK QUTSDE
PAGE 3 ERASE 3

3 Place the original on the original glass with its face
up.
Place it with its bottom toward you. Align its top left corner against that

of the original glass so that the original will be aligned with the original
scales.
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A\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.
Breaking the glass could injure you.

Read the following 4 values to specify the area using
the left and top scales on the original glass. ;l
X1: From the top left to the left edge of the selected area
X2: From the top left to the right edge of the selected area
Y1: From the top left to the upper edge of the selected area
Y2: From the top left to the lower edge of the selected area

oIy
1T
T

—»I-

Note that the marks of the original scale have a 2 mm (0.08") pitch.

Key in the read values and specify the repeat count.
1) Press [X1], [X2], [Y1] and [Y2], and then key in the read value correspondingly.

2) Change the number of times you repeat the image (repeat count) by pressing either [ ¥ 2] or [ A 8].
3) Press [OK].

RESET J CANCEL J oK

* The selected area will be copied from the top right corner in a vertical direction.
» If the repeated image runs over the paper size, that part will not be copied.

Place the original again on the original glass with its
face down.

Place with its bottom toward you. Align its top left corner against that of
the original glass.

Select other copy modes as required, and then press the [START] button on the control
panel.
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Omit Blank Page

You can remove blank sheets included in the scanned originals before copying is started. This function is called “omit
blank page”.

H

[

1

-

| E

* This function may not properly detect blank sheets included in the following types of originals:
- Half-tone originals
- Originals including sheets almost blank (e.g. blank pages having only page numbers)
» If you copy 2-sided originals including blank sheets to 2-sided copy while this function is enabled, the front and
back sides of the originals and the copies will not match.
Tip

The sensitivity to detect blank pages can be changed. For details, refer to the MFP Management Guide.

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

Place the original(s).

3 Press [OMIT BLANK PAGE] on the EDIT menu.

T2 o8| dem| 0z | cel | Be A
JoB MAGE BOOK, ADF MAGE
BULD DRECTION TAEN_E?I' EAD_I: FULL MAGE REPEAT
> » > » » 2
- 2
Jiw|D-@
OUTSDE
ERASE »

BRI  J05STATUS |

Omit blank page is now set.
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5 Select other copy modes as required, and then press the [START] button on the control

panel.
Scanning and copying start. A message notifying you of the number of the blank sheets appears for approx. 5

seconds.
d@3 copy
READY(PRINTING)

E OMTTEDPAGES : 2 ,  AUTO

As SCANNNGPAGES : 12 s __Coon

7 [ e
auto) p

K Jm) 3)
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Outside Erase

You can whiten a shadow-like dark part which has appeared outside of the copied image; this has been caused by a gap
between the original glass and the platen sheet. This function is called “outside erase”. It is useful when you place thick
originals such as booklets on the original glass.

Outside erase set No setting

L]

* This function is disabled when you place originals on the RADF (optional) or you place them on the original glass
with the RADF or the Original Cover (optional) closed fully.

* When this function is enabled, the automatic density adjustment is disabled. Adjust the density level manually.

* Originals with an intricate outer shape (e.g. an original with cut-out parts on its edge) may not be copied properly
because this function may not detect the border between the original and areas not belonging to it.

1 Place paper in the drawer(s).
When using bypass copying, be sure to set the paper size.

2 Select the drawer for the desired paper size.

NON-SORT
NON-STAPLE

TEXT /PHOTO

= ORIGNAL [ O I

o o " "]
30| 4| d=a e | G0 | B-9 fLA
JOoB MAGE BOOK. ADF: MAGE
BULD DRECTION TAEN_F:-"I' EAD_I: e REPEAT
> » > » » 2
2
-
il
OMIT BLANK
PAGE

RN J0BSTATUS |
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Set “outside erase”.
1) Press [ON].
2) Adjust the width of the border around the original by pressing either E or as required.
When you adjust it to the side, the area to be detected as not belonging to the original is widened.

When you adjust it to the [3 side, the area to be detected as not belonging to the original is narrowed.
3) Press [OK].

=1 +

RESET J CANCEL J oK

5 Place the original on the original glass.

* When placing the original, be sure that the Original Cover
(optional) or the RADF (optional) is fully raised. If not, this
function may not properly be able to detect the border between
the original and areas not belonging to it.

* Do not directly look at the original glass during copying since an
intense light may leak.

A\ CAUTION

Do not place any heavy objects (4 kg (9 Ib.) or over) on the original glass and do not press on it with
force.

Breaking the glass could injure you.

6 Select other copy modes as required, and then press the [START] button on the control
panel.
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IMAGE ADJUSTMENT

This chapter describes the image adjustment functions allowing you to change the overall color balance of a copied
image, copy an original in a specified color, and so on.

Displaying IMAGE MeENU.........cccciiummmmiiiiisssrr s s asss s annnns 136
Using Image Adjustment FUNCLIONS ..........cccciiiiiiiiiiiir e 137
Color balance (YMCK @djUSTMENT) ... ...oiiiiieiiie ettt et s e et e e e sne e e eeeeesneeeesmeeeeneeesneeeenseeennns 137
LR = To 1] 10 1T | SRR R 139
(O ToR (oW o7 g = To U 1] 10 Y o | RSP SPTSRPR 140
Background adjUSTMENT........cooiiiiii ettt 141
SAIPNESS ...t h et e ke et e et e e bt e e Rt e na e e e e b et e e re e e s et e e arreenan 142
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Displaying IMAGE Menu

You can display the IMAGE menu by pressing the [IMAGE] tab on the touch panel when you want to use various image
adjustment functions.

ye—— O . - 3 a a
f— = anoo ]
COLOR RGE ONE TOUCH | BACKGR TWN COLOR
BALANCE ADJUSTMENT | | ADJUSTMENT | | ADJUSTMENT SHARPNESS coPyY
> » > » >

A | @] .8

MONG COLOR HE SATURATION
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Using Image Adjustment Functions

H Color balance (YMCK adjustment)

This function allows you to adjust the overall color balance of the copied image by changing the strength of YELLOW (Y),
MAGENTA (M), CYAN (C) and BLACK (K). This function is available in the full color mode or the auto color mode.

D) D)) (D) ()] g

1 Press [COLOR BALANCE] in the IMAGE menu.

- &
is
TWN COLOR
COPY

e O LS
ONE TOUCH | BACKGR SHARPMNESS
>

ADJUSTMENT | | ADJUSTMENT
> »

oy
SATURATION

BASIC EDIT MAGE

B J05STATUS |

YELLOW(Y) MAGENTA(M)
C = == D=
CYAN(C) BLACK(K)

o) ) &? B gy

I oeraL L) meser )| cawce |

After completing the color balance adjustment, press [OK]. This is the end of the setting.
If you want to adjust each color balance on every density area, press [DETAIL] and go to the next step.
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3 Press (=] or of the color on each density area to obtain the desired color balance.

Adjust Y MCK balance

LOW DenzITY MO DeNSITY HIGHDENSITY

YELLOW(Y) __J ' L! i'_] __J II iJ ___] ' o j'_]

MAGENTA(M __J "'l" +) (=) i +) __J A |_‘|'J
ovane) | (=)t () (o) i ) (=) -+ )

BLACK(K) _—J i 1 =] Jll—:J _—J—i—_-I-J

For example, when you adjust the high density area of magenta (M) to the side, the magenta in its high density
area becomes darker.

After completing the adjustment, press [OK].

Canceling color balance adjustment

* Move the indicator of the color whose adjustment you want to cancel to the middle, and then press [OK].
* If you want to cancel the adjustment of all colors, press [RESET], and then [OK].
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Hl RGB adjustment

This function allows you to adjust the overall color balance of the copied image by changing the strength of RED (R),
GREEN (G) and BLUE (B). This function is available in the full color mode or the auto color mode.

RED (R) GREEN (G) BLUE (B)

i | |
i (3] () e (3] () e 2]

y—— ( ) 1 1 1 a &
= [ — Opoo L) ol |
= | i=| "M g8l | gl | AW
COLOR RGE, ONE TOUCH | BACKGR TWN COLOR
BALANCE || ADLSTI ADJUSTNENT || ADJUSTMENT | | SHARPNESS COPY
> > » >
o
o) @y -
+ Fe—t
MONO COLOR HE SATURATION
> » >

RGB ADJUSTMENT

RGB ADJUSTMENT

RED(R) GREEN(G) BLUE(B)

o) g) (o)) (o) 1)

Canceling RGB adjustment

* Move the indicator of the color whose adjustment you want to cancel to the middle, and then press [OK].
* If you want to cancel the adjustment of all colors, press [RESET], and then [OK].
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H One-touch adjustment

This function allows you to obtain the image quality already registered in this equipment. You can select the image quality
from “WARM”, “COOL”", “VIVID”, “CLEAR” and “MARKER”. This function is available only in the full color mode.

WARM COOL VIVID

When [MARKER] is selected
Multiple colors drawn with a highlight pen on the original can be copied so as to be distinguished clearly; however, the
color shade may not be the same as that of the original depending on the color of the highlight pen.

1 Press [ONE TOUCH ADJUSTMENT] in the IMAGE menu.

@ CcopyY

] — onoo 1 1 1 a &
= | = g8l | gl | AW
COLOR RGB OMNE T BACKGR TWNCOLOR

BALANCE ADJUSTMENT | | ADJUST] ADJSTMENT SHARPNESS COoPY

> > > >

a - g
yyuve) ) 08
.l_q -0V + +a@+
MONO COLOR HE SATURATION
> » >

BASIC EDIT MAGE

2 Select the image quality, and then press [OK].

StonAGE B SeTTres ol o TOWLATE o
7
E i

UCH ADJUSTMENT

Canceling one-touch adjustment
Press [RESET].
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H Background adjustment

This function allows you to adjust the density of the original’s background. It avoids the back side of a 2-sided original
becoming visible on its front side.

Adjusted to have

a lightened
Front Back background Not adjusted

This mode cannot be used with the automatic density adjustment function.
P.56 “Density Adjustment”

1 Press [BACKGROUND ADJUSTMENT] in the IMAGE menu.

LJ\I;Ij'Z_J O

COLOR RGE ONE TOUCH
BALANCE | |ADJUSTMENT | ADJUSTMENT
> » >

A | @] .8

MONG COLOR HE SATURATION

2 Press [LIGHT] or [DARK] to adjust the density, and then press [OK].

$ CO StonAGE B SeTTres ol o TOWLATE o
BACKGROUND ADJUSTMENT >
Adjust Background Density Leve! - i

§ s g
4 LT ] DARK = ]
N RESET | CANCEL | oK

Canceling background adjustment

* Move the indicator to the middle, and then press [OK].
* Press [RESET] and then [OK].
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H Sharpness

This function allows you to emphasize or blur the outline of the image.

O s (8 (Y i (8

1 Press [SHARPNESS] in the IMAGE menu.

== | s== | onoo ;
= | i=| "M gl
COLOR RGB ONE TOUCH | BACKGR!

BALANCE | |ADJUSTMENT | ADJUSTMENT | | ADJUSTMENT
> » > »

o | @] B,

MONG COLOR HE SATURATION

BASIC EDIT MAGE

2 Press [SOFT] or [SHARP] to adjust the sharpness, and then press [OK].

When the sharpness level is adjusted to the [SOFT] side, the moire fringes on the printed photos, etc. are softened.
If it is adjusted to the [SHARP] side, the letters and fine lines become sharper.

sToracE M seTTnGs M TEMPLATE .

Canceling sharpness adjustment

* Move the indicator to the middle, and then press [OK].
¢ Press [RESET] and then [OK].
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H Twin color copying

This function allows you to copy a colored original in 2 specified colors. There are 2 types of twin color copying as follows:

TWIN COLOR SELECTABLE: The black part and the parts other than black in the original are copied in 2 specified
colors.

‘CHANGE BLACK TO™: BLUE
“‘SECOND COLOR™: MAGENTA

RED & BLACK: The red part in the original is copied in red and the parts other than red are copied in black and white.

ABCDE ABCDE

The color may not be correctly reproduced in some originals. In that case, copy them in the full color mode.

U Twin color selectable
1 Press [TWIN COLOR COPY] in the IMAGE menu.

b= —_— onoo ! ] 1 2 @

= | = g8l | gl | AW

COLOR AGB ONE TOUCH | BACKGR TWN

BALANCE ADJUSTMENT |  ADJUSTMENT | | ADJUSTMENT SHARPNESS CoP’
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> » >

BASIC EDIT MAGE
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i CO sToracE M seTTnGs M TEMPLATE .
TWIN COLOR COPY 2
Sekect mode E! 1

2 Press [TWIN COLOR SELECTABLE].

>

Select a color for the parts other than black in the original.
1) Press [SECOND COLOR].
2) Select the desired color.

CHANGE g
(I

YELLOW
I

MAGENTA GREEN

Select a color for the black part in the original.

1) Press [CHANGE BLACK TO].
2) Select the desired color.

TWIN COLOR SELECTABLE

Salk h o fitute for black

After selecting the color, press [OK]. This is the end of the setting.
If you want to adjust the color balance, press [ADJUST] and go to the next step.

When the two colors specified are the combination of black and a color other than black, color balance

adjustment is enabled. When neither of the two colors is black, or when both of them are black, this
adjustment is disabled.

* The color balance of a color other than black can be adjusted.

144
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5 Press (-] or of the color to obtain the desired color balance.

YELLOW(Y)

in criginal

MAGENTA(M)

&

CYANC)

After completing the adjustment, press [OK]. This is the end of the setting.
If you want to adjust each color balance on every density area, press [DETAIL] and go to the next step.

6 Press (=] or of the color on each density area to obtain the desired color balance.

ECTABLE)

LOW DENSITY
1

YELLOW(Y) _—J ==
MAGRNTAM] | =) =
CYAN(C) _—J "' =

siment each in original

CE=
B3IA=
+] =)

15 (1) —=% (1)

For example, when you adjust the high density area of magenta (M) to the side, the magenta in its high density

area becomes darker.

After completing the adjustment, press [OK].

Canceling color balance adjustment

* Move the indicator of the color whose adjustment you want to cancel to the middle, and then press [OK].
» If you want to cancel the adjustment of all colors, press [RESET], and then [OK].

U RED & BLACK

1 Press [TWIN COLOR COPY] in the IMAGE menu.

=] —=m | ONOO &) | =
= | i ) tgl || (2e) 2]
COLOR RGB onE ToucH | Backaa TWN
BALANCE ADJUSTMENT | | ADJUSTMENT | | ADJUSTMENT SHARPNESS Cop
» > » >
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> » >
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9 Press [RED & BLACK].

& O STORAGE
TWIN COLOR COPY

Salect mode

I RESET | CANCEL |

3 To adjust the red color or the red-and-black area, press [ADJUST]. If you do not want to
adjust the color, press [OK].

RED & BL

HEH

| I (T T KT [T

If you do not adjust the red color or the red-and-black area, this is the end of the setting.
If you want to adjust it, go to the next step.

Adjust the red color or the red-and-black area.
Red in original

Press B or of yellow or magenta to adjust the red color balance.
Range Adjustment

Press E or @ to adjust the red-and-black area. When you set the red area to be larger, the area to be
copied in red becomes larger. When you set the black area to be larger, the area to be copied in black becomes
larger.

ADJUST(RED & BLACK)

Plea ach in original

RED N ORIGINAL RANGE ADJLISTMENT

YELLOW{Y) MAGENTA{M)

D) (45 ()] || (it )
RED BLACK

RESET

I= DETAL |

After completing the adjustment, press [OK]. This is the end of the setting.
If you want to adjust color balance of yellow and magenta on every density area, press [DETAIL] and go to the next
step.
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5 Press (=] or on each density area to obtain the desired color balance.

DETAIL{RED & BLACK)

Please specify color balance adjustment each in original

LOW DENSITY MD. DENSITY HIGH DENSITY

YELLOW(Y) _—J . +] =]
macanTand | = |’} ——— +) =)

m RESET CANCEL |

For example, when you adjust the high density area of magenta (M) to the side, the magenta in its high density
area will become darker.

After completing the adjustment, press [OK].

Canceling color balance adjustment

* Move the indicator of the color whose adjustment you want to cancel to the middle, and then press [OK].
* If you want to cancel the adjustment of all colors, press [RESET], and then [OK].
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l Mono color copying

This function allows you to make copies in a single color except black.

BLUE

b= o anoo ] ! 1 2 @

= PO gl | eel | AN
RGA ONE TOUCH | BACKGR TWHNCOLOR

BALANCE ADMSTMENT | ADJUSTMENT | | ADJUSTMENT SHARPNESS COPY
> » > » >

| =

V)Y i

-V . -4

HE SATURATION
» >

I
MAGENTA YELLOW YELLOW GREEN; CYAN PRK

I I | N |
nEDloanmEENlMlmme

RESET | CANCEL |

Canceling mono color copying
Press [RESET].
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W Hue

This function allows you to adjust the hue of the basic color. This function is available in the full color mode or the auto
color mode.

o anoo ] a 2

= | = | e | -] Am
CoLoA RGB ONE TOUCH | BACKGR! TWNCOLOR
BALANCE > .HD.I..ETIIENI RDLI.BTNE‘I .HD.I..ETIIENI WP‘\EM; »

2 Adjust the hue.

1) Adjust the hue of the entire image by pressing B or , in section A.

2) Adjust the hue of each basic color by pressing B or , in section B.
3) Press [OK].

rm_ storace M serings Bl o TEVPLATE .-1
_ A

YELLOW(Y) RED(R)

MAGENTAIM) GREEMN(G)
: B R Wonnaa®
|| ) i 1) | (=)

BLUE(B)

Canceling hue adjustment

Move the indicator of the color whose adjustment you want to cancel to the middle, and then press [OK].
If you want to cancel the adjustment of all colors, press [RESET], and then [OK].
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B Saturation

This function enables you to adjust the color saturation of the entire image. This function is available in the full color mode
or the auto color mode.

T R

1 Press [SATURATION] in the IMAGE menu.

y_— pm——_ 3 - - a a
f— ] —= ondo ]
COLOR RGE ONE TOUCH | BACKGR TWN COLOR
BALANCE ADJUSTMENT | | ADJUSTMENT | | ADJUSTMENT SHARPNESS coPyY
> » > » >

JOBSTATUS

Canceling saturation adjustment

* Move the indicator to the middle, and then press [OK].
* Press [RESET], and then [OK].

150 Using Image Adjustment Functions



TEMPLATES

This chapter describes how to use templates.
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Templates

You can create a template with several functions that are frequently used so that they can be employed whenever you
want by recalling the template, thus eliminating the need to perform complicated settings every time. Templates can be
used in copying, scanning and sending a fax.

Fax functions are available only when the FAX Unit (optional) is installed.

H Displaying template menu

You can display the template menu by pressing [TEMPLATE] on the touch panel when you want to register or recall

templates.

E:slﬂ.' 00:(% —QZJ

Rotate Copy

¥

w TEMPLATE

Select a GROUP

GROUP NUMBER

PUBLIC
TEMPLATE
GROUP

R} oo

Usaiul
Templates
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H Using “Useful Templates”

This equipment has 12 default templates that can be used immediately. They are registered to the group number 001
“Useful Templates”. For how to recall them, see the following page:
P.161 “Recalling Templates”

% TEMPLATE P
Select a Template

p 001 Usetul Templates

R Dcard Copy .. 2n15-5 ACE APS e 7 Twin Color
@ | = ﬂCE =) | Mixed Org B Blal:k & Red
& SIOFSText o4& SWOFDText & SWFSTP & SWBS Tex! ‘,
L Calor sPDF L Calor sPDF L Bk 400 PDF W[ ACS 300

%) CioB i) CtoB {1 CtoBa Copy DuaPAGE 1o B
L@ ACSTAPSS | L@ ACSTAPDS 3 ACSTAPSD oy *3 ACSTAPSS I

A RETURN I

RECALL

REGISTRATION

Templates with copying functions

Button Function ™

Original size: 2-sided small originals, such as business cards
Paper size: A4 (equipment for the A/B format), LT (equipment for the LT format)
gj Deard Copy 2IN1/ 4IN1: 2IN1

& (Place the original on the original glass before recalling the template since the automatic start is
enabled in this template. After scanning the front side and then the back of the 2-sided original, press
[JOB FINISH] to start copying.)

Color mode: AUTO COLOR

fg 2in1S-S 2IN1/ 4IN1: 2IN1
ACS Simplex/Duplex: 1 -> 1 SIMPLEX
Color mode: AUTO COLOR
f@ ACS APS Paper selection: Automatic Paper Selection
Mixed Org Original size: Mixed-size

TWIN/MONO COLOR: TWIN COLOR (BLACK & RED)
Twin Color

g Black & Red

Templates with scanning functions

Button Function
Original: 1-sided
@ StoF S Text Color mode: FULL COLOR
Y s Color sPDF Original mode: TEXT
Storing method: Stored in the share folder of this equipment as a high-compression PDF file (multi)
Original: 2-sided
@ StoFD Text Color mode: FULL COLOR
Y Color sPDF Original mode: TEXT
Storing method: Stored in the share folder of this equipment as a high-compression PDF file (multi)
Original: 1-sided
@ S go'lo'r rT;Ode(:jBL‘?\ECXKT/PHOTO
g0 riginal mode:
b Bk a0t S Resolution: 400 dpi
Storing method: Stored in the share folder of this equipment as a PDF file (multi)
Original: 1-sided
& SioB S Text gqlqr n;Ode(:jAUTTE?(-?OLOR
e riginal mode:
@ AG Resolution: 300 dpi

Storing method: Stored in the e-Filing box (public box)
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Templates with e-Filing functions

Button

Function ™

ff) CtoB
L[ ACST&PS-S

Color mode: AUTO COLOR

Original mode: TEXT/PHOTO
Simplex/Duplex: 1 -> 1 SIMPLEX

Storing method: Stored in the e-Filing box
No copying

f CtoB
L[ ACST&PD-S

Color mode: AUTO COLOR

Original mode: TEXT/PHOTO
Simplex/Duplex: 2 -> 1 SPLIT

Storing method: Stored in the e-Filing box
No copying

E_I_—.J CtoB & Copy
[J] ACST&PSD

Color mode: AUTO COLOR

Original mode: TEXT/PHOTO
Simplex/Duplex: 1 -> 2 DUPLEX

Storing method: Stored in the e-Filing box
Copying performed

[F] DualPAGEtoB
W[ ACST&P S-S

Color mode: AUTO COLOR

Original mode: TEXT/PHOTO

Simplex/Duplex: 1 -> 1 SIMPLEX

Editing function: Dual page

Storing method: Stored in the e-Filing box (public box)

No copying

(The dual page function is available only for A4, LT and B5 sizes.)

*1  Functions other than those noted here are in their default settings.
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Registering Templates

Templates must be registered to either the “public template group” or “private groups”. You can set a password to restrict
the use of registered templates.

Public template group:

Provided by default. Templates in this group can be used by everyone. It is useful to register several combinations of
functions frequently used in the entire office or department. Up to 60 templates can be registered to the public group. The
Admin (administrator) Password is required when you wish to register, delete or change templates in the public template
group.

Private group:
You can create up to 200 private groups. These are useful for each department, section or user. Up to 60 templates can be

registered per group. You can set a password to restrict the use of the registered templates. “Useful Templates” are
registered under the group 001 by default.

H Registering templates into the public template group

Set all the required functions.
Example: Editing function — image shift, reproduction ratio — 90%, number of copy sets —10 n

2 Press [TEMPLATE] on the touch panel.

NON-SORT
NON-STAPLE

S FNSHNG
F >
= Eer
TEXT [PHOTO | —
auTo) p
] ORIGNAL K ID: L
B4 el wmoce
: » » ; |
BASIC EDIT MAGE

R oosTATUS |

The template menu appears.

Select the public template group.
1) Press the [REGISTRATION] tab.

2) Press [PUBLIC TEMPLATE GROUP].
3) Press [OPEN].

% TEMPLATE ]
Select a GROUP

choup ages

001 [1H] 003 004
~
Usahd

Templates

REGETRATION
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4 Press [PASSWORD].

[EMPL ATE
ADMINISTRATOR PASSWORD

PASSV@—‘

i CANCEL | !l

The on-screen keyboard appears.

5 Enter the Admin Password using the on-screen keyboard or the digital keys. Then

press [OK].
@
|
EE
Esm - ! Back Space I Clear I

EEEEEFEELEELEE
EEEEELEEEE R

) o ) o)
CANGEL |%

6 Select a template.

1) Press a blank button.
2) Press [SAVE].

% TEMPLATE 7

Select a Template

p 000 PUBLIC TEMPLATE GROUP

-

| | | ]

REGETRATION

To switch the menu

Press [~] or [v].
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7 Enter the necessary information about the template.

» 000 PUBLIC TEMPLATE GROUP
AUTOMATIC START

NANET I (COPY MODE ENABLE l
AR . | _ This icon ks indicated when an automatic start
s enabled
o
PASSWORD | ﬂ i

NAME 1 & 2: Enter the name of the template. NAME 1 appears above the template button and NAME 2 appears
below. Be sure to enter at least one of them. When you press either of them, the on-screen keyboard appears.
Enter within 11 characters.

The symbols below cannot be used.
I\ = T <>? 4],

USER NAME: Enter the name of the template owner as required. When you press it, the on-screen keyboard
appears. Enter within 30 characters.

PASSWORD: Key in a password here, if you want to require a password to recall the template. When you press it,
the on-screen keyboard appears. Key in following the procedure below.

1) Press [PASSWORD] and then enter the password (up to 20 characters) with the buttons on the touch panel or
the digital keys on the control panel. The characters keyed in appear as asterisks (*).

2) Press [RETYPE PASSWORD], and then key in the password again.

3) Press [OK].

RETYPE PASSWORD

The symbols below cannot be used.
"N% &<>[]

AUTOMATIC START: Press [ENABLE] if you want the operation of set functions to start immediately after pressing
a button for the corresponding template. Press [DISABLE] if you do not want it to start until you press the
[START] button on the control panel.
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Even when the automatic start function is enabled, you need to enter the user name and password when
recalling the template in the following cases. For details of the User Authentication for Scan to E-mail and the

user management function, ask your administrator.

* When the User Authentication for Scan to E-mail is enabled and the user management function is disabled
* When both the User Authentication for Scan to E-mail and the user management function are enabled, but
the user names and passwords are different

When you have entered all the necessary items, press [SAVE].

The template is now registered and the menu returns to the one immediately before registration.

H Creating a new private group
1 Press [TEMPLATE] on the touch panel.

&AUTO

)

1 NON-SORT

E I y ol
' 8- -

Bexss _ﬂ ZOOM ] 2 FNE.IM’ 5 Ao
Ad = -
el T

= A
Aa-R =] Ao p
= = = = ORIGNAL
£y 2soo i

The template menu appears.

Select a group.
1) Press the [REGISTRATION] tab.

2) Select the desired group by pressing its button or keying in its group number (3 digits).

3) Press [OPEN].

% TEMPLATE

Select

a GROUP

PUBLIC

GROUP NUMBER

TEMPLATE
GROUP

N o

Usaiul
Templates

005

008

To switch the menu

Press or .

REGETRATION

158 Registering Templates




3 Enter the necessary information about the group.

NANE Sales
B
PASSWORD n
)

&

NAME: Enter the name of the group. When you press it, the on-screen keyboard appears. Enter within 20
characters. Be sure to enter it.

USER NAME: Enter the name of the group owner as required. When you press it, the on-screen keyboard n
appears. Enter within 30 characters.

PASSWORD: Key in a password here, if you want to require a password to view the group or register templates
into the group. When you press it, the on-screen keyboard appears. Key in following the procedure below.

1) Press [PASSWORD] and then enter the password (up to 20 characters) with the buttons on the touch panel or
the digital keys on the control panel. The characters keyed in appear as asterisks (*).

2) Press [RETYPE PASSWORD], and then key in the password again.

3) Press [OK].

The symbols below cannot be used.
"N% &<>[]

When you have entered all the necessary items, press [OK].
The new group is now registered and the menu moves to the one for registering templates.

4 Press the [FUNCTION CLEAR] button on the control panel.
The menu returns to the BASIC menu.

H Registering templates into a private group

Set all the required functions.
Example: Editing function — image shift, reproduction ratio — 90%, number of copy sets — 10
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2 Press [TEMPLATE] on the touch panel.

NON-SORT
NON-STAPLE

TEXT /PHOTO

-:r;] 28000 jl ORIGNAL

R J0BSTATUS |

The template menu appears.

3 Select the desired group.
1) Press the [REGISTRATION] tab.
2) Select the desired group by pressing its button or keying in its group number (3 digits).
3) Press [OPEN].

% TEMPLATE 7
Select a GROUP

cowreer [

001 003 004 I
RULLAS Usahd e
TEMPLATE

GROUP Templates

005 008 0T \ 008 008 21

REGETRATION

To switch the menu

Press or .

4 Key in the password for the selected group. (If no password is set, go to step 5.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.
2) Press [OK].

Register a template following steps 6 and 7 on L P.155 “Registering templates into the
public template group”.
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Recalling Templates

When you recall a template, the functions set in the template will be available automatically. If the automatic start function
is enabled, this equipment will automatically start the operation of each function when you press the button for the

corresponding template.

1 Place paper in the drawer(s).
2 Place the original(s).

3 Press [TEMPLATE] on the touch panel.

NON-SORT

[ NON-STAPLE
! N .
1 Bess) | Th]  ZOOM o memal o Ao
Ad FEED 4 [ [ %%  COLOA

=
o e
Aa-R =] A »

%= ORIGNAL fo (00 0
£l mooe

g BT | “ s > PROOF COPY |

BASIC EDIT MAGE

The template menu appears.

Press the button for the group to which the desired template is registered.

You can also select the group by keying in its group number (3 digits).

% TEMPLATE ?
Select a GROUP
GADUP NUMEER [ |
R oo 002
PUBLIC Usotd A I
T(;q-EDLpIL \TE Templates Sales
1
-

REGISTRATION

To switch the menu

Press or .
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5 Key in the password when you have selected the private group. (If no password is set,
go to step 6.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.
2) Press [OK].

6 Press the button for the desired template.

% TEMPLATE P
Select a Template

To switch the menu

Press or .

Templates with the automatic start function enabled can be identified with | . If this mark is displayed, you can
press it to immediately start the operation of the functions set in the template.

7 Key in the password for the selected template. (If no password is set, go to step 8.)
1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.
2) Press [OK].

NAME COPY MODE

LSER NAME Userd1
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8 Confirm that “Updated the template setting” is displayed on the touch panel.

The message is displayed for approx. 3 seconds.

RN 5o T s Ko omae

Updated the template setting

£ AUTO
_— 1 NON-SORT

.
[T
BYPASS
FEED »

9 Select other copy modes as required, and then press the [START] button on the control n
panel.
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Changing Data

You can change the data of templates or private groups that are already registered, such as the template name, user
name, password and setting of the automatic start function.

The data of the public template group can be changed from the TopAccess menu but this cannot be done from the
control panel. For how to change them from the TopAccess menu, refer to the TopAccess Guide.

H Changing private group data

1 In the template menu, select the desired group.
1) Press the [REGISTRATION] tab.
2) Select the desired group by pressing its button or keying in its group number (3 digits).
3) Press [EDIT].

% TEMPLATE
Select a GROUP

——
4 o0

PUELIC
TENPLATE s
GROUP X

003 004 iJ
1 -
0T 008 e .éli
J ©
DELETE I EDIT M GANCEL I | OPEN I

REGEBTRATIO

To switch the menu

Press or .

Key in the password for the selected group. (If no password is set, go to step 3.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.

2) Press [OK].

3 Change the data following step 3 on P.158 “Creating a new private group”.

Press the [FUNCTION CLEAR] button on the control panel.

The menu returns to the BASIC menu.
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H Changing template data

In the template menu, select the group to which the desired template is registered.

1) Press the [REGISTRATION] tab.
2) Select the desired group by pressing its button or keying in its group number (3 digits).
3) Press [OPEN].

% TEMPLATE
Select a GROUP

GROUP NLMBER ooz
4 o0 004 I
PUELIC Usatud 5
TEMPLATE T;arrnlnlas
GROUP

005 008

DELETE I EDIT I

REGEBTRATIO

To switch the menu

Press or .

Enter the password as follows and then press [OK].

When the public template group is selected: Press [PASSWORD] and then enter the Admin Password (6 to 64
characters) with the buttons on the touch panel or the digital keys on the control panel.

When a private group is selected: Press [PASSWORD] and then enter the password (up to 20 characters) with
the buttons on the touch panel or the digital keys on the control panel. If no password is set, go to step 3.

INPUT GROUP PASSWORD

NAME Sales

LSER NAME Userd1

:
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Select the desired template.

1) Press the button for the corresponding template.
2) Press [EDIT].

% TEMPLATE ?
Select a Template

p 002 Sales

To switch the menu

Press [~] or [v].

Key in the password for the selected template. (If no password is set, go to step 5.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.

2) Press [OK].

Change the data following step 7 on [ P.155 “Registering templates into the public
template group”.
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Deleting Groups or Templates

You can delete private groups or templates no longer needed. If a private group is deleted, all the templates in the private
group are also deleted.

The public template group cannot be deleted.

H Deleting private groups

1 In the template menu, select the desired private group.
1) Press the [REGISTRATION] tab.

2) Select the desired group by pressing its button or keying in its group number (3 digits).
3) Press [DELETE].

% TEMPLATE ]

Select a GROUP
o w4 A I
1
(20 21

|
DELETE I EDIT I CANCEL I[TI

choup ages

4 o0

PUELIC
TENPLATE s
GROUP X

005 008

To switch the menu

Press or .

Key in the password for the selected group. (If no password is set, go to step 3.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.

2) Press [OK].
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3 Press [DELETE].

% TEMPLATE
Select a GROUP

ATTENTION

PUBLIC
TEMPLATE
GROUP Dolote OK?

——I ]
—
005 21

REGETRATION

The private group is now deleted.

H Deleting templates

1 In the template menu, select the group to which the desired template is registered.

1) Press the [REGISTRATION] tab.
2) Select the desired group by pressing its button or keying in its group number (3 digits).
3) Press [OPEN].

% TEMPLATE 7
Select a GROUP

GROUP NUMBER 002

R} oo 003 004 I
PUELIC Usatud 5
TEMPLATE .
GROUP

Templates

005 008 0T 008 008 21

DELETE I EDIT I

REGETRATION

To switch the menu

Press or .

Enter the password as follows and then press [OK].

When the public template group is selected: Press [PASSWORD] and then enter the Admin Password (6 to 64
characters) with the buttons on the touch panel or the digital keys on the control panel.

When a private group is selected: Press [PASSWORD] and then enter the password (up to 20 characters) with
the buttons on the touch panel or the digital keys on the control panel. If no password is set, go to step 3.
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Select the desired template.
1) Press the button for the desired template.
2) Press [DELETE].

% TEMPLATE 7

Select a Template

p 002 Sales

To switch the menu n
Press (] or [v]. ——

Key in the password for the selected template. (If no password is set, go to step 5.)

1) Press [PASSWORD] and then enter the password with the buttons on the touch panel or the digital keys on the
control panel.
2) Press [OK].

% TEMPLATE

Select a Template

Dalote OK7

4 RETURN SAVE I

REGETRATION

The template is now deleted.
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CONFIRMING JOB STATUS

This chapter describes how to confirm the processing status and the history of copy jobs performed, and the amount of
toner remaining in the toner cartridges.

Confirming Copy Job Status.........ccccimiiiiiiicirrr 172
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Confirming Copy Job Status

You can confirm jobs in progress or ones in waiting, on the touch panel. Also you can delete, pause or resume jobs in

waiting, and change their order. You can also confirm the history of copy jobs performed, the status of drawers and the
amount of toner remaining in the toner cartridges.

When this equipment is managed with the user management function, copy jobs in waiting only for a user who has

logged in can be deleted, paused or their order changed, and the job history only for such a user is displayed on the
print log list.

However, if the user has an administrator privilege, all copy jobs in waiting can be deleted, paused or their order
changed, and the entire job history is displayed on the print log list.

H Confirming jobs in progress or ones in waiting

You can confirm the jobs in progress or the ones in waiting, on the touch panel.
To view them, press [JOB STATUS] on the touch panel.

e ORG - COPY NON-STAF
[ - "
[ g X -
W s I -3.] ZOOM = msiNG
FEED
Ad EED [

= »
Aa-R =] auto] p
B4 - %5 ORIGNAL

&l McoE

The print job list appears. (Press the [JOBS] tab if another tab menu is displayed.) Copy jobs appear on the print job list as
well as print jobs.

JOB STATUS
PRINTING

Press [JOB STATUS] to retum

Usar Name I Date,Time Paper %gos. Sots I Status

e 10,1017 Ad 4 1  Ready 1
=) Useros 101017 | A4 | 3 1  Ready
._ | . . 1

DELETE I CLOSE

On the print job list, you can confirm the icon of the job type, the name of the user who sent the job, the date and time the
job was sent, the paper size, the number of pages and copy sets and the processing status. 5 jobs appear on 1 page of

the print job list. When you press or on the touch panel, the menu will be changed to the previous one or the next
one, so that you can view up to 1000 jobs.

Press [CLOSE] when you finish the confirmation. The menu returns to the one shown before you pressed [JOB STATUS].
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U Deleting jobs

You can delete jobs that you no longer need to print.

Select the desired job on the print job list, and then press [DELETE]. You can select
more than one job.

JOB STATUS

PRINTING
Press [JOB STATUS] to retum

x_)|_som_)

Usar Name Date,Time Paper | Pages | Seis Status
= User0t 10,1016 Ad 10 1 Wail Al
[ 10,1017 Al 4 1 Wait

1 | Wait

JOB STATUS

PRINTING
Press [JOB S

DELETE CLOSE I

The job is now deleted.
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0 Pausing jobs

Jobs whose status is “Wait” can be held in the queue (Pausing).
Select the desired job on the print job list, and then press [PAUSE].

JOB STATUS

PRINTING
Press [JOB STATUS] to retum

e _)|_som )
| Date,Time .Papor ?agos. Sats I Status

Usar Name
10,10:16 Ad 10 1 Wail A |

[ 10,1017 Al 4 1 Wail
10,1017 4 1 | Wait

—'] User01

The job is now paused. The paused job is not printed even when its turn comes. Printing of the next job starts.

Resuming the paused job
Select the desired job, and then press [RESUME].

JOB STATUS

e _)|_som )
| Date,Time .Papor ?agos. Sats I Status
10,10:16 Ad 10 1 Wail A |

B |- 10,1017 Ad 4 1 Wait
10,1017 - 4 1 | Paused
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U Moving jobs

You can change the order of the jobs in waiting by moving them within the list.

You can only move jobs from and to those whose status is “Wait”.

1 Select the desired job on the print job list, and then press [MOVE].

JOB STATUS

PRINTING

2 Select the position that you want the job to move to. (It will come under the selected

Press [JOB STATUS] to retum

x_)|_som_)

Usar Name I Date,Time .Papor %ms. Sats I Status

10 1 | Wail A |

[ = 10,1017 Al 4 1 Wail

—'] User01 10,1016 Ad

10,1017 LE 4 1 | Wait

job.)

JOB STATUS

PRINT|
Press [JOB STATUS] to retum

x_)|_som_)

Usar Name Date,Time Paper | Pages | Seis Status
=  User01 10,10:16 Ad 10 1 Wail
=) M A |
5] - 10,1017 Ad 4 1 Wail

& | Useros 10,1017 A F 1 | wait

JOB STATUS

x_)|_som_)

| Usar Name I Date,Time I Paper %ms. Sats I Status

| —  User0i . 10,10:16 Ad 10 1 Wail A |
| =) User03 10,1017 Ad 4 1 Wait | .
] 10,1047 Ad 4 1 Wait -~
== ! ! ! ! ! 4

Confirming Copy Job Status

175



Q0 Confirming the information of a skipped job

Copy jobs may not be performed because the specified paper or staples have run out, etc. These will be suspended and
the next job will be performed (Job Skip function). Check on the touch panel how you can recover the suspended jobs.

1 Select the skipped job in the print job list, and press [RECOVERY INFORMATION].

JOB STATUS 7

x_)|_somn )

Usar Name I Date,Time .Pamr %gos. Sots I Status

Cause Papar empty (drawer)
[ Add papar
Sal paper in the displayed dawer

Recovery condition The paper size and type are displayed in Paper Size and Paper Type.
* Printing resiarts automatically

PAPER SIZE B4

PAPER TYPE PLAN
DAAWER Drawesd

If multiple causes exist, the second cause is displayed after you resolve the first one. Resolve all causes
accordingly.

176 Confirming Copy Job Status



H Confirming copy job history

You can confirm the history of copy jobs performed on the touch panel.

1 Press [JOB STATUS] on the touch panel.

2 Press the [LOG] tab.
JOB STATUS

PRINTING
Press [JOB STATUS] to retum

x_)|_som_)

Usar Name I Date,Time .Pamr %gos. Sots I Status

e 10,1017 Ad 4 1  Ready
= User03 101017 | A4 | 3 1  Ready

3 Press [PRINT].

JOB STATUS 7

The print log list appears. Copy jobs appear on the print log list as well as print jobs.

PRINT LOG ?
Lise: Nama Date,Time Paper | Pages | Sals

1, Useros [1o10as | A& | 4| 1

g 101043 | A4 T

[= Usee 02 10,1043 Ad (] 1 =l

— 18

=] - 10,1039 Ad 4 1

1, TUserot [Ttot028 | A2 | 1| 1 Vl

i CLOSE

On the print log list, you can confirm the icon of the job type, the name of the user who performed the job, the date
and time the job was printed, the paper size and the number of pages or copy sets. 5 jobs appear on 1 page of the

print log list. When you press or on the touch panel, the menu will be changed to the previous one or the
next one, so that you can view up to 120 jobs.

When you finish the confirmation, press [CLOSE] so that the menu returns to the one in step 3, and then press
[CLOSE]. The menu returns to the one shown before you pressed [JOB STATUS].
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H Confirming drawers

You can confirm the size and type-setting of the paper or the amount remaining in the drawers. During printing you can
confirm which drawer is feeding paper.

1 Press [JOB STATUS] on the touch panel.

2 Press the [SUPPLY] tab.

JOB STATUS
PRINTING
Press [JOB STATUS] to retum

During printing, the button for the drawer from which the paper is fed is highlighted.

Press [CLOSE] when you finish the confirmation. The menu returns to the one shown before you pressed [JOB
STATUS].

When the paper in the drawer has run out during printing, [JOB STATUS] on the touch panel blinks. In this case, press
[JOB STATUS] so that the menu for displaying the printing status will appear and the button for the drawer whose paper

has run out will blink on this menu. Printing resumes when you add paper to this drawer.
P.11 “Placing Paper”

JOB STATUS ?
Add paper

BYPASE
=]
AT =
. Ad-R El
_B-:l_
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H Confirming amount of toner remaining

You can confirm the approximate amount of toner remaining in the toner cartridge.

1 Press [JOB STATUS] on the touch panel.

2 Press the [TONER] tab.

JOB STATUS ]

YELLOW(Y)
MAGENTA(M)

CYAN(C)

BLACK(K) L P —

REPLACE TOMER
CARTRDGE CLOSE

Press [CLOSE] when you finish the confirmation. The menu returns to the one shown before you pressed [JOB

STATUS].
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Continuous Copying Speed

Copy speeds under the condition in which originals are placed on the original glass and single-side copies are made

continuously with 100% reproduction ratio in the non-sort mode (unit: sheet/minute).

ES9460 MFP/CX3535 MFP

Paper type
PLAIN/
o . Feed RECYCLED THICKA1 THICK2 THICK3 THICK4
aper size eedader PAPER
I I I I I
Ba&W c?1°' B&W C?1°r Ba&W Cﬂ’1°r Ba&W C?1°' Ba&W C?1°'
Ad, A5-R, B5, LT, ST-R, | Drawer 35 35 175 | 175 | 175 | 175 | 175 | 175 | — —
8.5"sQ
tE:;’SaSS 35 35 175 | 175 | 175 | 175 | 175 | 175 | 175 | 175
A4-R,BSR,LTR Drawer 26 26 13 13 13 13 13 13 — —
Bypass 26 26 13 13 13 13 13 13 13 13
tray
B4, FOLIO, LG, COMP, | Drawer |, 22 | 105 | 105 | 105 | 105 | 105 | 105 | — —
13'LG
ﬁ;’?ass 22 22 105 | 105 | 105 | 105 | 105 | 105 | 105 | 105
A3, LD Drawer 18 18 8.5 8.5 8.5 8.5 8.5 8.5 — —
Bypass 18 18 8.5 8.5 8.5 8.5 8.5 8.5 8.5 8.5
tray
305 mm x 457 mm, Drawer . . . . . . . . . .
320 mm x 450 mm
Bypass 17 17 8 8 8 8 8 8 8 8
tray
ES9470 MFP/CX4545 MFP
Paper type
PLAIN/
o . Feed RECYCLED THICKA1 THICK2 THICK3 THICK4
aper size eedader PAPER
I I I I I
Ba&W c?1°' B&W C?1°r B&W Cﬂ’1°r Ba&W C?1°' Ba&W c?1°'
Ad, A5-R, B5, LT, ST-R, | Drawer 45 45 175 | 175 | 175 | 175 | 175 | 175 — —
8.5"sQ
tE:;’SaSS 45 45 175 | 175 | 175 | 175 | 175 | 175 | 175 | 175
A4-R, BS-R, LT-R Drawer | 5, 32 13 13 13 13 13 13 — —
Bypass 32 32 13 13 13 13 13 13 13 13
tray
B4, FOLIO, LG, COMP, | Drawer | ¢ 26 | 105 | 105 | 105 | 105 | 105 | 105 | — —
13'LG
tE:;’SaSS 26 26 105 | 105 | 105 | 105 | 105 | 105 | 105 | 105
A3, LD Drawer 22 22 8.5 8.5 8.5 8.5 8.5 8.5 — —
Bypass 22 22 8.5 8.5 8.5 8.5 8.5 8.5 8.5 8.5
tray
305 mm x 457 mm, Drawer . . . . . . . . . .
320 mm x 450 mm
Bypass 22 22 8 8 8 8 8 8 8 8
tray

*1 FULL COLOR, TWIN COLOR, MONO COLOR, IMAGE SMOOTHING
* The bypass copying speed when the paper size is specified is as listed above.
* OKI-recommended paper is used for the values of the specifications above.

* These specifications vary depending on the copying conditions and the environment.
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