OKI1

User’s Manual
Basic Guide

This manual contains cautions on how to use this product safety.
Before you use this product, please make sure that you read this manual.



This manual supports the following models.
MC760fdn, MC760dn, MC770fdn, MC770dn, MC770x, MC780fdn, MC780dnf, MC780x, ES7460 MFP,
ES7470 MFP, ES7470x MFP, ES7480x MFP, MPS3537mc, MPS4242mc, MPS4242mcf

About the Manuals

The following user manuals are included with this product.
An electronic manual is included in the software DVD-ROM.

step Read the Setup Guide first.

* Checking the Product
- ¢ Installing the Machine
setup Guide * Turning Power ON/OFF
e About Paper

* About Document Copies
* Using Each Function

Installing the machine

Before using this machine, please read the
warnings and precautions to ensure the safe use of
this machine. We have also provided explanations
about necessary preparations such as installation
procedures and how to load the paper.

step After you have completed the setup of this machine, read the Basic Guide.

Testing the machine, copier, fax, and scanner. * Printing

Basic Guide (This manual) FaRA

This guide describes each function and basic * Scanning

methods of use. In addition, we have provided « Utilities that can be used with this
an explanation about how to register data in the machine

address book.

step Read these guides as necessary.

Making full use of the machine

. * Printing Operations
Advanced Guide « Copying Operations

* FAX Operations

e Scanning Operations

* Registering Functions and Settings
* Setting Items/Printing Reports

This guide describes the use of convenient print
functions such as summarizing or sorting, and
advanced functions such as job memory, color
adjustment, user authentication, and access
control. Explanations are also provided about
settings that can be configured from the operator
panel, as well as network settings.

When there is a problem or you need to repair the machine .
P y . * Troubleshooting

Troubleshooting Guide » Maintenance

This guide describes how to deal with error
messages, such as those that accompany paper
jams, describes regular maintenance and

cleaning of the device, and explains how to
replace consumables. The machine specifications
are included as well.



step Read these guides as necessary. (continue)

Controlling/Setting from the Computer
Utility Guide

This guide describes the utility software for your
computer.

Using the TopAccess
TopAccess Guide

This guide describes how to use the
TopAccess.

Using the e-Filing
e-Filing Guide

This guide describes how to use the e-Filing.

o List of Utilities

¢ About AddressBook Viewer

* About e-Filing Backup/Restore Utility

¢ About TWAIN Driver and File
Downloader

¢ About Remote Scan driver

* About WIA driver

* Overview

* [Device] Tab Page

* [Job Status] Tab Page

¢ [Logs] Tab Page

* [Registration] Tab Page

¢ [Counter] Tab Page

¢ [User Management] Tab Page
* [Administration] Tab Page

* [My Account] Tab Page

¢ Functional Setups

* e-Filing OVERVIEW

* OPERATIONS WITH THIS
EQUIPMENT

* OVERVIEW OF e-Filing WEB UTILITY

* HOW TO MANAGE USER
BOXES/FOLDERS

* MANAGING DOCUMENTS

* EDITING DOCUMENTS

* SYSTEM ADMINISTRATION



About This Manual

Notation used in this manual

The following notations may be used in this manual.

If there is no special description, Windows 7 is used as Windows, Mac OS X 10.7 is used as Mac OS X, and MC770dn is used as the
machine for examples in this document.

Depending on your OS or model, the description on this document may be different.

* About the Administrator
- Administrator: The person who makes settings of this equipment and operates the equipment.
When the multiple persons use this equipment, the administrator is the person who manages the equipment.
- Network administrator: The person who manages the computer and the network.

Terms in this document

The following terms are used in this manual.

(1t Note)

+ Indicates important information on operations. Make sure to read sections with this mark.
+ Indicates additional information on operations. You should read sections with this mark.

jan

* Indicates where to look when you want to know more detailed or related information.

/\ WARNING

* A warning provides additional information which, if ignored, may result in a risk of personal injury.

/\ CAUTION

* A caution provides additional information which, if ignored, may result in equipment malfunction or damage.

lllustrations in this document

The illustrations of the machine used in this document may be different from what you actually see on your machine.
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Convenient Functions

Convenient Functions

Copy documents while saving paper

Using the duplex function or multiple page
function allows you to combine several different
pages onto a single page. For example, you
can print 16 pages of a document onto just two
pages by printing four pages on each side
(multiple page), and by printing on both sides of
the paper (duplex). You will save 14 pages
compared to copying every page.

Automatically rotate sent or received
document data

Images are rotated when documents are sent
by fax, and the optimum paper size is
automatically selected from the available
paper, even if the orientation of received fax
documents differs from the orientation of the
paper. This allows you to send and receive
faxes without having to worry about paper size
or the orientation of documents.

Send received faxes, or save attachments
included with sent and received emails

This allows faxes received while you are
away from the machine to be sent to a laptop
computer to be checked. Configuring the
machine to save communication data saves
sent and received faxes or email
attachments to a pre-configured location.




Convenient Functions

Scan printed documents

The full-color scanner can scan documents.
Scans can be saved in shared folders on
computers or USB memory (Scan to Network
PC, Scan to USB Memory), or sent as
attachments via email (Scan to Email).

UsB
memory

Scan To

@ USB Memory

= >
IZ:> Full-color >
scan 1

2

Scan To Email

Scan documents with ease

Scan documents with the scanner after
scanning with the automatic document
feeder, or scan documents with the
automatic document feeder after scanning
with the scanner. This function is convenient
when documents have stapled pages mixed
in with them.

Use the machine as a network printer

High-quality images can be printed at high
speed from various applications(printing A4,
color/grayscale documents: MC760: 28
pages/min, MC770: 34 pages/min, MC780:
40 pages/min).

The machine can be connected to networks
and used to print documents from multiple
computers, which saves space in the office
and lowers costs.

gm]=|

Print from various applications

The machine is equipped with PostScript3
emulation and PCL6 emulation, which allows
printing from a wide range of applications.




Convenient Functions

Perform several functions at the same time

The machine is capable of performing
several functions at the same time, including
sending a fax while copying a document, or
printing from a computer while scanning a
document. This allows several users to use
the machine at the same time.

Reducing power consumption when the
machine is not in use

When the machine has been idle for a certain
period of time, it automatically enters power
save mode to reduce power consumption. You
can enter the power save mode manually by
pressing the [POWER SAVE] button on the
operator panel. The [POWER SAVE] button will
glow red when Power Save Mode is active.

: " Power
consumption

L

Restrict the types of users who can use the
machine, or the types of functions that they can use.

Configuring user authentication means the
machine can only be used by users who have
been authorized by an administrator. This
reduces the likelihood that the machine will be
accessed by ordinary users, which helps to
prevent information from being leaked.
Configuring access restrictions means the
functions that are available to each user can also
be limited. This reduces unnecessary printing,
which helps to conserve toner and paper.




Convenient Functions

Store frequently used functions and settings
in memory.

* [TEMPLATE]

A series of operations that is used regularly
can be stored in [TEMPLATE] on the touch
panel. For example, the following steps-
"Reduce B4 documents by 81% to A4 size,
copy and sort them, and create five sets"-can
be stored in [TEMPLATE] and then be
completed with a single touch of a key, using
fewer keystrokes and greatly simplifying
operation.

Original 81% Sort and copy
document reduction five sets

-10 -

Increase the types and amounts of paper that
can be used.
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Installing drivers on your computer

Installing drivers on your computer

Connect the machine to your computer

For Windows For Macintosh

Connected Connected

via a network via USB Connected via a network

«

pi—

Install the printer drivers

«

Add the equipment to the computer configuration

Configure the IP address and
other settings in Windows
Configure the IP address and
other settings of the machine

— e

¥

Check operations from the computer

-12 -



Operating Environment

Operating Environment

Windows Operating Environment Macintosh Operating Environment

* Windows 7/Windows 7 (64-bit version) ' Note

* Windows Server 2008 R2

*  Windows Vista/Windows Vista (64-bit version)

» Windows Server 2008/Windows Server 2008 (64-bit
version)

* Windows XP/Windows XP (x64 version)

* Windows Server 2003/Windows Server 2003 (x64 version)

» Printer drivers may differ from the information listed here

due to driver updates.
*+ Mac OS X 10.4t0 10.8

C! Note)

» The machine will not operate under Windows 3.1/NT3.51/

NT4.0/Me/98/95/2000.
» Printer drivers may differ from the information listed here

due to driver updates.

-13 -



Preparations to print from Windows

Preparations to print from Windows

Setup via a network (Windows)

Setup procedures

‘ Turn the power to the machine and the computer ON. |

‘ Configure the IP address and other settings of the computer.

‘ Configure the IP address and other settings of the machine.

Install the drivers and Standard TCP/IP Port using the
"software DVD-ROM" supplied with the machine, and
configure the network printer.

Set up the equipment

If there is no DHCP server on the network, you will need to
configure the IP address of the computer and printer manually.
If you have been instructed to configure a static IP address by
your company network administrator, internet provider, or
router manufacturer, you will need to configure the IP address
of the computer and printer manually.

Check the IP address of this equipment by printing the system
setting list or pressing the [SETTING] button on the operation
panel and [ADMIN] - [NETWORK] - [IPv4].

(1 Note)

» Anincorrect IP address configuration may prevent the
network from working or the internet from connecting.
Check with your company network administrator or internet
connection provider the IP address and other settings that
can be configured for the machine.

The servers (such as DHCP) that are available on the
network may differ depending on the network environment
being used. Check with your company network
administrator, internet provider, or router manufacturer.
Administrator rights are required for the setup.

Unless otherwise noted, procedures required when using
Windows 7 are listed in the section "Set up in Windows."
Screens and procedures may differ depending on the OS.

» This machine is compatible with network Plug&Play. If all
connected computers are running Windows 7/Windows
Vista/Windows XP/Windows Server 2008/Windows Server
2003, or if the connected router is compatible with network
Plug&Play, an IP address will be configured automatically,
even if there is no server on the network. There is no need
to configure an IP address for the computer and printer
manually, so start setting up the machine from Step 4.

1 Turn the power to the machine and the
computer ON.

Configure the IP address and other settings
in Windows.

(1t Note)

» Skip to Step 3 if an IP address and other settings have
already been configured in Windows, or if they are
obtained automatically.

(1) Start Windows.

(2) Click [Start] and select [Control Panel].

(3) Click [View network status and tasks].

OO (B » Contorpaner »

Adjust your computer's settings

e System and Security

(4) Click [Local Area Connection], and click
[Properties] from the [Local Area
Connection Status] screen.

r a
[ Local Area Connection Status ﬁ
General
Cannection
IPw4 Connectivity: Internet
IPvE Connectivity: Mo Internet access
Media State: Enabled
Duration: 06:00:30
Speed: 100.0 Mbps
Activity
Sent .L_“E Received
Bytes: 21,057,914 20,021,233
[ @P_rupert\es | [ @Qisable I I Diagnose ]




Preparations to print from Windows

(5) Select [Internet Protocol Version 4 (TCP/ (2) When [AutoPlay] is displayed, click [Run
IPv4)] and click [Properties]. Setup.exe].

(3) Select the language and click "Next".

= N
U Local Area Connection Properties m

Netwarking o Seup =)

Connect using:

EF Broadeom Net<teme 57 Gigabit Controller

LConlfigure.

Thiz connection uses the following items:

& Cliert for Microsaft Networks

451005 Packet Scheduler

g File and Frinter Sharing for Microzoft Metworks
wda |ntemet Pratacol Version B [TCRAPYE]
S |t P 4 [TCP/IPyd)
wda Link-Laver Topology Discovem Mapper [0 Driver
& Link-Layer Topology Discovery Responder

Install... Urinstal

Description

Tranzmission Control Protocol/Internet Protocol. The default
wide area network protocol that provides communication
across diverse interconnected networks. X Exit (») Next

&

(4) Select the device you want to use and click
(6) Enter the numbers for the IP address, "Next".

subnet mask, default gateway, and DNS E—
server, and click [OK]. OKI

r Bl
Internet Protocol Version 4 (TCP/IPv4) Properties M . .
Device Selection
General

*fou can get IP settings assigned automatically if vour netwark supparts
this capability. Otherwise, you need to ask vour netwaork administratar
for the appropriate IP settings.

() 0btain an IP address aukomatically

(@ Uge the Following IF address:

1P address: 192 168, 0 . 3
Subnet mask: 255,255 .255 . O
Default gateway: 192 .168. 0 . 1

Obtain DMS server address automatically

@ Use the Following DNS server addresses:

Preferred DMS server:

(5) Read the license agreement and click "I
Agree".

Alternate DMS server:

[Tl validate settings upon exit =)
o Setup ——
OKI

To proceed you must agree with the following :
/Memo

 If an IP address is to be obtained automatically
from a DHCP server, select [Obtain an IP address
automatically] and do not enter an IP address.
» Do not enter numbers for the default gateway and
DNS server if they are not being used.Close
[Local Area Connection].
(7) Close [Local Area Connection].

Configure the IP address and other settings
of the machine.

» Skip to Step 4 if an IP address and other settings have
already been configured for the machine, or if they are
obtained automatically.

(1) Turn the power to the machine ON, check
that Windows has started, and load the
"Software DVD-ROM" supplied with the
machine.



Preparations to print from Windows

(6) Read "Environmental Advice for Users" (10)Click "Finish".
and CIICk "NeXt"' Installation complate [
o Setup B =) | E—r—rr| PR

~ Installation complete.To end click "Finish®.

OKI

~ You can change the default prirte fram the list below or change the defaul
| settings by apening the driver Properties.

This screen will close automatically in 17 seconds,

Environmental advice for Users

0K MC77OIPCL) Success

OKI ‘ fe

[ «Beck [ Fnsh_ ) [ Concel | [ Hel

Ion show this page again. ) Next

(11)Click "Exit" button to finish.
(7) Select the driver you want to install and

click the "Multi Installation" button to install
them all at once.

e
(0-)(0-)fa-J(e-) u-)(0-o-J(o-e-)(o-ce]

4 Select [Start] - [Control Panel] - [Devices
and Printers].

(8) Click Network to search the device. Setup is complete when an icon appears in the "Devices
and Printers" folder.

Installing. =
[0 Fon devices connected ocaly such as with a USE cable

E;e”?ph:f\lhlhedewceDoweredaH,connectyouldewcetayuul Setup Via USB (Windows)
I - | Step 2. Switch an pour device.

%
""" Vo' 2
= et e Er e Installing PCL printer drivers
T
' 'K For devices connected to a network: ! Note
I Click "Metwork, and continue with the installation. C )
il etk 4 » Computer administrator rights are required.
» Unless otherwise noted, procedures required when using
[coork [ mew> | [Coaed ] [CHeb ] Windows 7 are listed. Screens and procedures may differ

depending on the OS.
(9) When the target device is detected, select

the device in the list, then dlick "Next”. The | 1~ Turn the power to the computer ON and
installation begins. sta . Indows. N
If the device cannot be detected, Specify The "Add New Hardware Wizard" is displayed when the

. . . machine power is ON. If this happens, click [Cancel] and
the device's IP address and install it turn the power to the machine OFF before proceeding to
directly. the next step.

Insalstion setings =)
— ) )
© Review your settings.
Click "Next"

gin ater checking the power and
vices.

Priter name/IP Addess

[ oKimc7zofeeL)
2 s
Festat seach

v (e




Preparations to print from Windows

Load the "Software DVD-ROM" supplied 7 Read "Environmental Advice for Users™ and
with the machine. click "Next".

3 When [AutoPlay] is displayed, click [Run =
Setup.exe]. OKI1

Select the language and click "Next". Environmental advice for Users

o Setup [

[71Den't show this page again > Next
8 Select the driver you want to install and
bl click the "Multi Installation" button to install
Please Select Your Language them aII at once-
(X1 Exit (») Next
. . OKI
5 Select the device you want to use and click
"Next".
s )

DB
(%)
o8
()
0 ;e
o8
()
()
L)
()
L)

MPSazazme

9 Turn on the power of the device by
following the on-screen guidance.
When the device cannot be detected, click
the "Install using another port" button.

Tnstalling... =
H H "
Read the license agreement and click "I DO 15575 i UL
" 5 SR
Agree . -~ Step 1. With the dewice powered off, connect pour device to your
3  computer.

Step 2 Switch on your device:

.‘ I" ==
Vas¥ (

If the screen doss not change when you connect the device. click
“Install using anather por”, and contiiue with the installtion.

E Install using another port

Click "Network". and continue with the: installation

Network

[ <Back || Mews> | [ Caneel ] [ Hen




Preparations to print from Windows

Click "Next"
[ o] ext .
Brinter port =
=1
Please select the port you want pour printer to use.
Printer nan *
useoov
USBODE  Virtual printer port for USE
useo0s Virtual printer port for USE
ool .
Mete: Most printers cannected with 5 parallel cable willuse
LPT1. If you are using a ISE cable please select the UISE port
[ cBack | Mew> | [ Cancel | [ Hep
11 Click "Exit" button to finish.
= == )

o
o
o
oFf
o
o
o
o
o
oR

1 2 Select [Start] - [Control Panel] - [Devices

and Printers].

Setup is complete when an icon appears in the "Devices
and Printers" folder.

» To use this machine as a printer, install any of [PCL

driver], [PS driver] or [XPS driver].

» To use this machine as a facsimile, install [FAX driver].
» To use this machine as a scanner, install [Scanner

driver] and [ActKey].



Preparations to print from Mac OS X

Preparations to print from Mac OS X

Setup via a network (Mac OS X)

C! Note)

* Mac OS X and printer drivers may differ from information
listed here due to driver updates.

The print method (protocol)

There is a method available to print from Mac OS X uses
Bonjour (Rendezvous).

Print method Features

Bonjour(Rendezvo | Uses the functions that are included as
us) standard with Mac OS X

Setup procedures

Bonjour
(Rendezvous)

‘ Install the printer drivers. |

‘ Create a network printer. |

‘ Configure the machine using Bonjour. |

Turn the power to the machine ON.

Install the printer drivers.

(1t Note)

» Turn OFF any virus protection software.

N =

(1) Insert the "Software DVD-ROM" into the
Macintosh.

(2) Double-click [XXXXX.pkg] within the [OKI]
> [Drivers] > [OSX] > [OS X 10.7- ] folder.

(3) Enter the administrator password, and
click [Install Software].

7N Installer is trying to install new software. Type

~ L your password to allow this.

Name: I|

Password:

| Cancel | [ InmllSoﬁnfe-J

(4) Click [Close] after the installation is
complete.

800 o e 8 T e Bl bl | P Tl B

The i ion was.

introduction
& License

on Selec
 Installation Type

© Installation

The installation was successful.

& Summary

The software was installed.

m Use Bonjour

(1 Note)

« If [Print & Fax] is open, click X to close it.

(1) Select [Apple Menu] - [System

Preference].
(2) Click [Print & Scan].
eno System Preferences
< > | [ ShowAll O
Personal
- © @
General Desktop & Dock Mission Language Securil ity Spotlight Universal
Screen Saver Control & Text & Privacy Access

Hardware

-

€Ds &DVDs  Displays Energy Keyhoard Mouse
Saver

Internet & Wireless



Preparations to print from Mac OS X

(3) Click [+].
(4) Click [Default] and select the machine
name is displayed, then click [Add].

ene Add Printer

Name: | Fofsaid, o - ¥l e ool i Do

Location:

Print Using: | I I SN DI I Lol

| Add

(5) In [Name] Box, the name that you selected
in the list is displayed automatically.

» Clicking [Device Settings] in the control panel, and
[Printer Information] - [Network] displays the MAC
address.

(6) Select the option device, and click [OK].

0006 Add Printer
2 I (%] =
[:_.3._ ) E ; Q
Qéﬁuiﬁ Fax. IP. Windows. Search

Setting up ‘“OKI DATA CORP B TTH...

! Make sure your printer's options are accurately shown here
M soyou can take full advantage of them.

Model Selection: [ BT

Finisher: | Inner Finisher (1 Tray)

Trays:|_Tray 2
External LCF: | Not Installed B3|

/| Harddisk

G | 06 |

(! Note)

» The machine name will not be displayed correctly if the
printer driver cannot load the PPD file correctly. If this
happens, delete the machine and add it again.



PRINTING FROM WINDOWS

PRINTING FROM WINDOWS

Before Using the Printer Driver

Before printing, you have to configure the following options:

» Configuration Settings
To use optional devices such as optional trays or the
Finisher, you must first configure these devices. The
features of these optional devices are not available unless
you inform the system that the optional devices are
installed.

Before printing, you can configure the following option if

necessary:

* Department Code
You can use department codes to manage each job. For
example, a system administrator can check how many
sheets of copies a certain department has made. When the
Department code is enabled, you are prompted to enter a
department code before printing. If you enter the
department code in the corresponding field in advance, you
can print without having to do this every time. Ask your
administrator about the codes. When SNMP
communication between the equipment and your computer
is enabled, you are also prompted to enter the code before
printing.

Configuring the options

To use this equipment properly, you need to save the
configuration of the options installed on the [Device Settings]
tab menu after you installed the printer drivers. In the default
setting, you can obtain the configuration data of options
installed automatically by opening the [Device Settings] tab
menu. If SNMP communication between this equipment and
your computer is not available, or you want to configure options
manually, see the following page:

P.21 "Configuring options manually"

(1t Note)

* When SNMP communication between this equipment and
your computer is enabled, you can retrieve the option
configuration information by clicking [Update Now].

Device Settings Retrieval

Update Automatically

[ Update Mow |
W

[ Restare Defaults ]

H Configuring options manually

If SNMP communication between this equipment and your
computer is not available:

Setting the [Device Settings] tab manually

(1 Note)

* You need to log in to Windows with the “Administrator”
privilege.

Click [Start] menu and select [Devices and
Printers].
The Printers folder appears.

2 Select the printer driver for this equipment,
and then click [Printer properties] in the
[File] menu.

The printer driver properties dialog box appears.

BN E=R 8
- R 4 D |
() [é » ControlPanel » Hardware and Sound » Devices and Printers - 44 |[ search Devic. o
ew Tools Help
s printing See what's printing Print server properties Remove device = @
v s 2!famtmmtar
Printing preferences
Printer properties
Delete b
e P
erties 4
" / / c/ L/
Microsoft XPS e
Witer L B
1 l
state: @ Default Status: 4 document(s) in queue
/ Model: -
;g’ Category: Printer

« If the [File] menu is not displayed, press [Alt].

+ If the dialog box displayed does not allow the printer
driver properties to be changed, follow the procedure
below.

- For Windows 7, some tab menus have a @ button
in the printer driver properties. To change the
properties, click on it. If the properties cannot be
changed, ask your network administrator.

+ To change a network-installed printer driver, the
administrator privilege is necessary. Ask your network
administrator for details.
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3 Display the [Device Settings] tab menu, and

set the following options.

=) OKI MCTT0(PCL) Properties ==
General | Sharing | Ports | Advanced | Color Management | Security | Device Settings
B Modsl Selection:
[mc70 -
Option
Trays
[Tray2 -
[— Finisher:
YT
: [Nens =
Device Settings Retrieval
[0 Update Automatically [ Tray Settings ] [ Account Settings
[ Update Now )| Customization ]
[ Restore Defaulis ] | Version Information ]

Model Selection — This sets the model type. The setup

items of the printer driver are changed according to the

model selected.

Option — This option sets whether the following optional

devices are installed.

* Trays — This sets whether or not the Paper Feed Unit
is installed.

» Finisher — This sets whether or not the Inner Finisher
is installed.

» Setup items differ depending on the model and the
option configuration.

* For more information about each item, see the
descriptions about the [Device Settings] tab.
Advanced Guide

Click [Tray Settings].
The [Tray Settings] dialog box appears.

5 Set the following options and click [OK].

Tray Settings @
Paper Size: Paper Type: Attribute:

Tray Ll g v] [ThickB v] [Nona v]
Ad Plain MNene
Ad Plain None
Ad Plain None
Ad Plain None

MET: [Automati( v] [Plain v] [Nona -

[] Override Application Paper Source Settings

\)

Tray 1 — Select the size and type of paper that is loaded
in the 1st tray.

Tray 2 — Select the size and type of paper that is loaded
in the 2nd tray.

Tray 3 — Select the size and type of paper that is loaded
in the 3rd tray.

Tray 4 — Select the size and type of paper that is loaded
in the 4th tray.

MPT — Select the type of paper that is loaded in the
Multi-Purpose Tray (MPT).

Override Application Paper Source Settings — Select
this check box to use the paper source setting in the
printer driver rather than the application setting.

» Setup items differ depending on the model and the
option configuration.

« For more information about each item, see the
descriptions about the Tray Settings.
Advanced Guide

6 Click [Apply] or [OK] to save settings.

Setting the department code

When this equipment is managed by department codes, you
have to enter yours on the printer driver.

This allows a network administrator to check the number of
copies printed by specific department members. Also users
can check who submitted the print jobs, by touch panel display
and monitoring tools.

Please ask your administrator whether you should enter the
Department Code.
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(2 Note) 2 Select the printer driver of this equipment,
and then click [File] menu and select

* When the User Management setting is enabled, it is used to .
I J [Printing Preferences].

manage a print job instead of the Department Code
Management setting. In this case, a user name that has

A . o= &

been entered to log in to your computer is used for the BoROE B+ Conicireor + Hinimcsndsound » Ve wibinis 7 D)

authentication of the print job. Therefore, you do not need to Edt Yiew Tooks telp )

set your department code to the printer driver but you must Iy it oo R R e i

register your user name in advance. If your user name is not .

registered, the print job is processed as an invalid one S X |

according to the User Authentication Enforcement setting. oy

Also if a print job is sent in RAW format, it is processed prpere -

according to the RAW Print Job setting. For more e

information about the User Authentication Enforcement | Femove device 7 7 7 7 7

s;:;?ggorthe RAW Print Job setting, refer to the TopAccess \m(/ % -~y ;:r,

« If the No Limit Black function is enabled, you do not have to et =
specify the department code when you print a document %1
with [Black and White] selected for the [Color] option in the s st @ peaun Status: & document() n queue
[Basic] tab of printer driver. - o P

« If the [File] menu is not displayed, press [Al].

» The printing preferences dialog box appears.

» How the equipment performs printing for an invalid .
department code print job, for which an invalid department 3 Display the [Others] tab menu and enter
code is specified, varies depending on the Invalid your department code in the [Department
Department Code Print Job setting that can be set in the Code] box.

TopAccess Administrator mode and whether SNMP

communication is enabled or not. TR e o =

- When SNMP communication is enabled and Invalid e e e e
Department Code Print Job is set to [Store to invalid job — [ ket o
list], an error message will be displayed when an invalid 5 NomalPrint <[ fasic e 2 Topccess
department code is entered. g;zﬂ:;?;ita.ankpages

- When SNMP communication is disabled and Invalid T
Department Code Print Job is set to [Store to invalid job Dt B
list], the invalid department code print job will be stored { Qutput Devices ] e )
in the invalid department code print job list without { — |
printing. o P——

- When the Invalid Department Code Print Job is set to L
[Print], the invalid department code print job will be I DeprmentCode
printed. %] H\deDepa%z’_ude@

- When the Invalid Department Code Print Job is set to None i pe——— Cmpe ]
[Delete], the invalid department code print job will be (SaxeProie = : =
deleted. [ RestoreDefauks | [ Restore All Defaults ] Version Information ]

* A department code needs to be entered every time you
begin printing. If you have to use a different department
code for each print job, enter it when you begin printing. T = ™ |

. In the [Department Code] box, you can enter a

Entering department code department code within 63 characters.

1 Click [Start] menu and select [Devices and

Printers]_ * A department code must consist of one-byte
The Printers folder appears. characters such as numbers from 0 to 9, letters of the

alphabet from A to Z (both capital and small ones), a
hyphen (-), an underscore (_), and a period (.).

4 Click [Apply] or [OK] to save the settings.
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Copying the PPD file for Windows

The Client Utilities/User Documentation DVD contains a printer
description file for popular Windows applications. For
applications not allowing the automatic installation of PPD files,
copy the PPD file to a proper directory in order to enable
printer-specific settings in the [Print] dialog box or the [Page]
Setup dialog box.

Printing From Application

This section describes how to print a document from
application.

P.24 "Considerations and limitations"
P.24 "How to print"

Considerations and limitations

When the User Management setting is enabled, it is used
to manage a print job instead of the Department Code
Management setting. In this case, a user name that has
been entered to log in to your computer is used for the
authentication of the print job. Therefore, you do not need
to set your department code to the printer driver but you
must register your user name in advance. If your user
name is not registered, the print job is processed as an
invalid one according to the User Authentication
Enforcement setting. Also if a print job is sent in RAW
format, it is processed according to the RAW Print Job
setting. For more information about the User Authentication
Enforcement setting or the RAW Print Job setting, refer to
the TopAccess Guide.

When the Windows Domain Authentication is used for the
User Management Setting, your computer must log in the
domain.

If the No Limit Black function is enabled, you do not have to
specify the department code when you print a document
selecting [Black and White] in the [Color] option in the
[Basic] tab of printer driver.

Some print options can be set from both the application and
the printer driver, such as collation. If the collation is set
from the application, documents may not be properly
printed. If that happens, use the printer driver to set the
collation. Depending on the application, some print options
such as the orientation need to be set from the application.
For print options that can be set from both the application
and the driver, refer to the manual of the application.

Cautionary points when using the PS3 printer driver

When printing with the PS3 printer driver from Adobe
Acrobat, this option is disabled.

When any of the following functions is set in the PS3 printer
driver, the print function will work appropriately even if print
data are generated in the application side since this
happens in the printer driver side by ignoring the pass-
through printing of the application.

Print to Overlay file

Print Overlay Image

Nin1

Booklet

Interleave (Duplicate)

Templates printing

Print Paper Size

Image Scale

Poster Print

Tandem Print

How to print

Once you have installed the printer driver and configured it
properly, you can print directly from most Windows
applications. Simply choose the Print command from your
application.

You can print using the various functions by setting print
options on the printer driver.

Printing from Windows applications

The following describes an example for printing from Notepad
on Windows 7.

1

Open a file and select [Print] from the [File]
menu of the applications.
The [Print] dialog box appears.

Select the printer driver of the equipment to
be used and click [Preferences].

S

= Print

General

Select Printer

= OKT MCTTO[FAX)
E 1 OKMETTA(PEL

Ry

< m r

[ Print ta file | Preferences
P
L

Number of gopies: 1

Status: Feady
Location:

Comment:

Page Range
@ &l

Selection Current Page

Pages: Collsts

11 22 33l

‘ Piint

]

Apply

The printing preferences dialog box appears.

» The procedures for displaying the properties dialog for
the printer driver may be different depending on the
application that you are using. See your application’s
manual about displaying the machine properties dialog
box.
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3 Setting the print options on each tab Cautionary points when the [Enter the user

according to how you want to print. credentials manually] option is used
When this option is enabled on this equipment, you are

= OKIMCTIO(XPS) Printing Preferences = prompted to enter your user name and password before
Basic | Firishing | Paper Handing | Image Quaity | Effect | Others | Templates| printing a document.
Pint Lo ' riginal Paper Sze When the dialog box below appears, enter your user name and
fRT— password, and then click [OK].
B T i i
L- 8 e 0
R User Authentication @
% Enter user name and password.
Paper Type:
.. User Name:
o Destimation: — User01
: BT .
e 3 e
;T_h_z_a J[J1 1L [P — Password:
2 L . LI1111)
Nirmiés  Gopiees T s
Profile: . L%
Mone - Dt 1 [ ok ] [ Cancel
SPosk O lLandape oy
vZ
w o
uto i Details.
(! Note)
Ok [ conesl | [ oy J[ Hep ] » Up to 128 characters can be entered in the [User Name]
box, and up to 64 characters in the [Password] box.
 Setting the print options varies depending on how you » The values entered in the above boxes are not stored.
want to print a document. Therefore, you must enter your user name and password
* You can also set the print options using setting profiles. every time you print a document.
. . * You can make settings for this option on the [Device
4 Click [OK] to save the settings. Settings] tab.
5 Click [Print] to print a document.
'@ Print ﬂ
General
Select Printer
@OHP»1C]]U(FAX)
EEERI T
< —]— '
Status: Ready [] Print to file:
Locati
G
Page Range
@ &l Mumber of copies: 1 S
Selection Current Page:
Pages: Collate 9 )
[ 22 58l
. -

4
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PRINTING FROM Macintosh

Printing From Application on Mac

0OS X

Printing from Macintosh applications

Considerations and limitations

+ If any double-byte character is included in the user name or
document name when printing is performed, the printing job
is displayed with [OSX User] or [OSX Document] on the
touch panel display of the equipment. The user name and
document name are displayed as they are only for one-byte
characters.

» The Cover Pages option of the Printer Features menu and
the booklet printing cannot be used at the same time.

» The Cover Pages option of the Printer Features menu and
the N-up printing (multiple pages per sheet) cannot be used
at the same time.

» The Cover Pages option of the Printer Features menu and
the Cover Page option for sending a print job with a banner
page cannot be used at the same time.

» The e-Filing function cannot be used together with Custom
Paper Size, Magazine Sort, Twin Color, Printing in 1200

dpi, 600 x 1200 dpi, Hold Print, Proof Print, or Private Print.

» To perform proof printing, private printing, hold printing,
scheduled printing or e-Filing on Mac OS X 10.5, use LPR,
AppleTalk or Bonjour.

» To perform proof printing, private printing, hold printing,
scheduled printing or e-Filing on Mac OS X 10.6.x to Mac
0OS X 10.8.x, use LPR or Bonjour.

+ To use the user authentication function on Mac OS X
10.4.x, perform the domain settings on [Applications] >
[Utilities] > [Directory Access] > [Services] > [BSD Flat and
NIS].

» To use the user authentication function on Mac OS X
10.5.x, perform the domain settings on [Applications] >
[Utilities] > [Directory Utilities] > [Services] > [BSD Flat and
NIS].

» To use the user authentication function on Mac OS X 10.6.x
to Mac OS X 10.8.x, perform the domain settings on
[Accounts] > [Login Option] > [Network Account Server] >
[Open the Directory Utility] > [Services] > [BSD Flat and
NIS].

How to print from Mac OS X

You do not need to switch printers before starting printing
because they are all managed under the setting of [Print & Fax]
of [System Preferences]. Once a printer is added to the Printer
List, you can select any printer directly from the [Page Setup]
dialog box or the [Print] dialog box.

H Setting options and printing from
Macintosh Computers

In Mac OS X applications, print options are set from both the
[Page Setup] dialog box and the [Print] dialog box.

AW

Open afile and select [Page Setup] from the
[File] menu of the application.

Select the name of the equipment in the
[Format For] box and specify the Page
Setup settings for your print job.

Settings: | Page Attributes =

Format For: | 157.69.73.250 I
VoL Cole b0 B B

Paper Size: [ A4 =

20.99 by 29.70 cm

Orientation: ‘]i‘

Scale: | 100 %

Setting the Page Setup varies depending on how you
want to print a document.

Click [OK] to save the Page Setup settings.

Select [Print] from the [File] menu of the
application.

In the dialog box that appears, make sure
the name of the equipment is selected at
the [Printer] box and specify the Print
settings for your print job.

Printer: | 157.69.73.250 RIS

Presets: | Standard _Cl%
Copies: | 1 M Collated [ Two-Sided
Pages: @ All i
O From: |1 o 1
Paper Size: | A4 3] 2099 by 20.70 cm
Orientation “i BE
TextEdit i+

[ Print header and footer

Cancel Print

Setting the Print Setup varies depending on how you
want to print a document.

(! Note)

* The [Print] dialog boxes vary depending on
applications.

Click [Print] to print a document.

(1t Note)

* The content set in the [Print] dialog box can be saved
as [Presets]. Select [Save as] in the [Presets] box and
save it under the desired name. If you use this preset
content as a default setting, select it in the [Presets]
box.
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HOW TO MAKE COPIES

Before Making Copies

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.

Forgery prevention function

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

Placing Originals

Acceptable originals

When the RADF (Reversing Automatic Document Feeder) 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.

Location Original glass RADF

Length:215.9mm(8.5"
Width:355.6mm(14")

)

Maximum size

1-sided originals: 35
- 157 g/m2 (9.3 -
41.81b.)

2-sided originals: 50
-157 g/m? (13.3 -
41.81b.)

Paper weight | 20mm or less

Other than North Other than North

Acceptable | America: A4, B5, 8K, | America: A4, B5,
sizes for 16K FOLIO
automatic |\ America: LG, | North America: LG,
size detection LT LT

(! Note)

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.

In some models, 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 (8 Kg(18lIb.) 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.

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

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.

/\ CAUTION

Do not place any heavy objects (8 Kg(18lb.) 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 or the RADF.
(! Note)

+ 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.

Lower the Original Cover or the RADF
carefully.

Book-type originals

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

/\ CAUTION

Do not place any heavy objects (8 Kg(18Ib.) 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 or the RADF.

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 glass.

Book

3 Lower the Original Cover or the RADF
carefully.

(1 Note)

» Do not lower the Original Cover or the RADF 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.

« If the original size is not detected correctly, press
[ZOOM)] and select the desired original size.

P.48 "Specifying both the original size and the copy
paper size separately"”

Using the RADF (Reversing Automatic
Document Feeder)

A\ CAUTION

* When scanning the duplex original with the RADF, do

not put your hand on the RADF. Paper may damage the
hand.

* When scanning the duplex original with the RADF, do

not put an object on the RADF. This could cause a paper
misfeed.

M Precautions

Do not use the types of originals 1 to 9 shown below because
such originals may cause misfeeding or damage to the
equipment.
1. Badly wrinkled, folded or curled originals
2. Originals with carbon paper
3. Taped, pasted or cut-out originals
4. 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.)

© NGO

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.

B 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.

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.

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

(! Note)

Regardless of their sizes, originals are acceptable up

to 100 sheets (35 to 80 g/m?2 (9.3 to 20 Ib.)) or 16 mm

(0.62") in height.

For mixed-size originals, see the following page:

P.45 "Copying mixed-size originals in one
operation"

For long originals

The original stopper prevents the scanned originals from
falling off. Pull it out from the RADF and raise the sub-
stopper.

(1 Note)

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

/f(g"
<Pae

>

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], this button
may not work shortly before scanning is finished.)

by D
[ SCANNN

To continue, press CONTINUE button,

STORAGE .M  SETTNGS N5 TEMPLATE .

SCANPAGE

‘ CONT\N::E
JUBSIAIUS

H 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. It is
useful when you want to copy only 1 original sheet.

1 Align the side guides to the original length.

2 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.

(! Note)

» Be sure to let go of the original when it starts being
pulled.
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If there is another original, insert it in the
same way.

SCANPAGE

JOB CANCEL ” JOBFI

‘ NSH “ NEXT COPY I

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

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

JOBSIAIUS

Making Copies

Basic copying procedure

Make copies following the procedure below.

2

[

ol
=i
=

T

Lo

!

Make sure that paper is placed in the
tray(s).

For the types and sizes of acceptable paper and how to
place it.

Place the original(s).

For the types and sizes of originals and how to place

them, see the following pages:

P.28 "Acceptable originals"

P.29 "Using the RADF (Reversing Automatic
Document Feeder)"

P.28 "Placing originals on the original glass"

P.29 "Book-type originals"

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.

Select the copy modes as required.
P.43 "BASIC COPY MODES"
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5 Press the [START] button on the control

panel.

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

(1 Note)

» 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.

| STORAGE M SETTNGS M 5> TEMPLATE .
[ SCANNNG
Place originals in the document feeder SET 1

SCAN PAGE

1

—— —

2 CANCELJ | JoBFNsH J I NEXT COPY J I
JUBSIAIUS

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.

« 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.)

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

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

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

l Stopping and restarting copying

Press the [STOP] button on the control
panel.
Copying or scanning stops.

 Power |
_\ Menu SETTING INTERRUPT COUNTER
O O
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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.

STORAGE .M SETTNGS .M <% TEMPLATE .

SCAN PAGE

—— — —

[ sopcance || osFmsH JI NEXT COPY J

JOBSIAIUS

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

» 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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Scanning the next original during
copying

Interrupting copying and making other
copies

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.

(1 Note)

* 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.

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

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.

(1 Note)

» 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
“COPY/(Interrupt)” is displayed on the function display.

« If the original is being scanned, the message above
appears after the scanning has finished.
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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 Guide:
Advanced Guide

Canceling jobs being scanned

Press the [STOP] button on the control panel to stop a job
while originals are being scanned.

When you press [JOB CANCEL] on the touch panel or the
[RESET] 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.
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2 Replace the original with a new one.

3 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.

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) after
checking the proof copy.
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(! Note)

» 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.

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

3 Select the number of copy sets and copy
modes.

4 Press [PROOF COPY] on the touch panel.

“PROOF COPY is set. Press START button to copy.”
appears for approx. 2 seconds.

i COP storace M serTnGs ;lﬂ} TEMPLATE ,
PROOF COPY is set. d
Press START button to copy.
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IMAGE &

4 UOBSTATUS ,

BASIC

(1 Note)

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

5 Press the [START] button on the control
panel.
Scanning starts. 1 set of copies will be printed out.

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, and sort/stapling
can be changed.

@@ copy

Press START button to coninue.
(Settings can be changed)

| _II
0 [ Y

BASIC EDIT IMAGE

N JOBSTATUS ,

(1 Note)

+ 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 [RESET] 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.)

Selecting face down/up stacker

You can select the face down/up stacker if the Inner finisher is
installed.

(! Note)

» The available face down/up stacker may be restricted
depending on copy modes and paper sizes.

» Face down/up stacker selection is set at automatic selection
by default.

Changing the face down/up stacker

The face down/up stacker currently selected is displayed on
the equipment status indication area. To change the face down/
up stacker, press [OUTPUT BIN]. Every time you press this,
the display changes from the face down/up stacker of the
equipment, the face down/up stacker of the Inner Finisher, and
automatic selection in this order.
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When placing copy paper, push the blue set button. When
removing copy paper, push the multi-purpose tray downwards
(so that paper is released).

Current face down/up stacker

I_ Face down/up stacker
auto-selection indication
§ AUTO

5 OGN +—I[OUTPUT BIN] button

A4 1= |
.

If thick paper cannot be fed, printing takes a long time after
Bypass Copy|ng feeding or the quality is poor, turn over the paper and place it
again as shown in the figure or place fewer sheets.

When you make copies on OHP film, sticker labels, envelopes
or non-standard size paper, place the copy paper on the multi-
purpose tray (MPT). Bypass copying is also recommended for
copying on standard size paper which is not set in any of the
trays.

+ 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 Guide:

Advanced Guide The operating procedure for bypass copying differs depending
Open the multi-purpose tray for bypass copying. on the paper size to be used. See the table below for the

operating procedure of each size.

Paper size Procedure
Other than 1) P.36 "Copying on A4 and B5
North America: | size paper (in equipment other
A4, B5 than for North America) / LT and
North America: | LG size paper (in equipment for
Standard size LT, LG North America)"
Other than the | J P.38 "Copying on other than
above the above standard sizes of
paper"
Envelope P.39 "Copying on an
envelope"
Others (Non-standard sizes) P.40 "Bypass copying on

non-standard size paper"

» Bypass copying stops when the paper placed on the multi-
purpose tray (MPT) runs out during copying, even if the
paper of the same size is in any of the trays. Copying
restarts when paper is supplied to the multi-purpose tray
(MPT).

*  When bypass copying has been completed, the [RESET]
button on the control panel blinks. Press this button to
switch bypass copying to normal copying using the trays.

* (Even if you do not press the [RESET] 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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Bypass copying on standard size paper

H Copying on A4 and B5 size paper (in
equipment other than for North
America) / LT and LG size paper (in
equipment for North America)

1 Place the original(s).

Place the paper with its copy side face up
on the multi-purpose tray.

(1 Note)

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 multi-purpose
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 misfeed.

Align the side guides to the paper length,
and push the blue set button.

4 Press [MPT] on the touch panel.
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6 Select the same size button under “COPY”

as that of the paper you placed on the multi-
purpose tray.

OTHER SIZE OTHER
SETTING »

MIXED SIZE I CuUsTOM PAPEBI

| PaPERTYPE, | | PHOTOZOOM | | meser )| oamce || o f
JUBSIAIUS

The paper size is now set.

(1t Note)

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

paper.

STORAGE .M SETTNGS , M 5% TEMPLATE ..

ORIGINAL
A4

OTHER SIZE
SETTING »

MIXED SIZE

E

CUSTOM PAPER)

RESET _“ CANCEL _“
12:01

Select the paper type.

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

SETTNGS M 5% TEMPLATE .

STORAGE .

(16-281bs bond) ]

THICK 4 I
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(THN)

(17-18bsbond)

THICK 1 ]

(25-27Ibsbond) (33-50Ibs.bond)

(51-58ibs bond)

SPECIAL 4J
ENVELOPE C:l

(59-66ibs bond)

SPECIAL SJ
ENVELOPE til

R I SPEC\AHI

SPECIAL SJ

USERTYPE

SPECIAL 2 I SPECIAL 3 I

ENVELOPE LI ENVELOPE ZAI

‘ CANCEL l

(1 Note)

 If you select a wrong paper type, this could cause a
paper misfeed 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.
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9 After setting the paper size and type, press

[OK].

The menu returns to the BASIC menu.

10 Select other copy modes as required, and

then press the [START] button on the
control panel.

(! Note)

* 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.
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H Copying on other than the above

1

standard sizes of paper

Place the original(s) and paper in the same
procedure noted in steps 1 to 5 in "Copying
on A4 and B5 size paper (in equipment
other than for North America) / LT and LG
size paper (in equipment for North
America)" (L P.36)

Press [SIZE SETTING] on the touch panel.
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Press the button of the same size as the

paper you placed on the multi-purpose tray.
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Select a paper size for the OTHER button.

=
=4 ” Foqu
[cHoaJ VOUAJ

E

| coms || comto || wousnen

‘ 855Q

~

6l

5
1316 || exeo J ]
|

=
[ 13510
[

DL

J
)
ch
)

INDEX

u | CcANCEL
—_— 1 I

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

Press [OTHER] under “COPY”.
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The paper size is now set to the one registered as
“OTHER” size.

(! Note)

« If the paper size is not selected in this step, copying

may be slowed down.

Press [PAPER TYPE] if the paper you
placed on the multi-purpose tray is other

than plain paper.
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Select the paper type.

1) Select the paper type.
2) Press [OK].
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(1t Note)

+ If you select a wrong paper type, this could cause a
paper misfeed 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 6 in "Copying on A4 and B5 size paper (in
equipment other than for North America) / LT and LG
size paper (in equipment for North America)" (Ed P.36)

7 After setting the paper size and paper type,

8

press [OK].

The menu returns to the BASIC menu.

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

(! Note)

The acceptable envelope sizes are as follows:

DL (110 mm x 220 mm), COM10 (4 1/8" x 9 1/2"), Monarch
(37/8"x71/2"), CHO-3 (120 mm x 235 mm), YOU-4 (105
mm x 235 mm)

Notes for using envelopes

Do not use the following envelopes as they may cause paper
misfeeding or damage to the equipment.

Badly curled, wrinkled or folded envelopes
Extremely thick or thin envelopes

Wet or damp envelopes

Torn envelopes

Envelopes which include the contents

. Non-standard size envelopes (ones with a special
shape)

7. Envelopes with eyelets or windows

8. Envelopes sealed with adhesive paste or tape

9. Partly-opened or perforated envelopes

10. Envelopes with special coating on the surface

11. Envelopes with glue or double-sided adhesive tape

R N

TS P =
= 2, 0= ([P

(1t Note)

Store envelopes at room temperature and away from heat
and moisture.

1 Place the original on the original glass.

2 Place the envelope on a flat clean surface
and press it with your hands in the
direction of the arrow to expel any air.
Press it well to prevent the flap from rolling upward.

=

Correct any bent corners on the envelope.

Place the envelope with its copy side face
up on the multi-purpose tray.
Place the envelope with its flap side at the front.

4 Align the side guides to the length of the
envelope, and push the blue set button.

5 Press [MPT] on the touch panel.
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6 Press [ZOOM] on the touch panel.
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8 Press the button of the same size as the

envelope you placed on the multi-purpose
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The paper size is now set to the size of the envelope
placed on the multi-purpose tray. The paper type is
automatically set to [ENVELOPE].

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

Copying starts.
When the Inner Finisher is installed, the envelope exits to
the receiving tray of the finisher.

(! Note)

» Every 10 copies, take the envelopes out from the face
down/up stacker.

Bypass copying on non-standard size
paper

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

H 127 - 356 mm

64 - 216 mm

T |

1 Place the original on the original glass.

Place the paper with its copy side face up
on the multi-purpose tray.

(1t Note)

» 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 multi-purpose
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 misfeed.
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3 Align the side guides to the paper length, 7 Key in the dimension.
and push the blue set button. 1) Press [Length] and key in the value. (127mm to
356mm)

2) Press [Width] and key in the value. (64mm to 216mm)
3) Press [OK].
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4 Press [MPT] on the touch panel.
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H Registering non-standard size in the ) .
memory Using the Offline Stapler

1 Follow the same procedure noted in steps 1 You can use the stapler when installing the offline stapler.

to 6 in "Bypass copying on non-standard 1 Open the offline stapler cover.
size paper"” (L1 P.40) .

2 Register dimensions.
1) Select a desired memory number.
2) Press [Length] and key in the value. (127mm to
356mm)
3) Press [Width] and key in the value. (64mm to 216mm)
4) Press [MEMORY].

CUSTOM PAPER

Enter the Paper Size.

|
|
} 2 Insert paper deep into the stapler.

Paper is automatically stapled.

MEMORY 3 MEMORY 4

ol

[ reser I‘ CANGEL "
S s

cover.




BASIC COPY MODES

BASIC COPY MODES
SeTThGs Ml TEWPLATE -

. . . e SN | m
Before Using Copying Functions SETTNGS
Please confirm the setting Si 1

Default settings _== I [

e R I
This equipment is under its “default settings” when the power is Eee—" 1
turned ON, namely, if no setting change has been applied yet, ‘—J- |:| T

the equipment’s settings return to the default ones when the |:| |
energy saving mode is cleared or the [RESET] button on the |:|
control panel is pressed. The default settings for basic copy |

modes at installation are shown below. I

JUB STAITUS

Item Default setting
Reproduction ratio 100% Switching to the function setting menu
Copy quantity 1 To change the functions on the current menu, press the
Paper selection Automatic Paper Selection corresponding buttons. The desired setting menu will then n
(APS) appear.
Simplex/Duplex 1-sided original -> 1-sided copy
Density adjustment Manual adjustment Clea"ng the set functions
Color mode FULL COLOR
Original mode TEXT/PHOTO If you want to clear any copy function setting, press [RESET]
on the corresponding setting menu.
Finishing mode When using the original glass:
NON-SORT NON-STAPLE | storace 0 seTThGs % TEVPLATE .
When using the RADF 2-SIDED
(Reversing Automatic Document Selecta mode Press START to print
Feeder): I
SORT e
JE 1=21 1=,
Feeding mode when using the Continuous feed mode il"{“ il ’LB DULEx i
RADF

IR

—

The default settings are changeable.

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. However, for FULL IMAGE on the EDIT menu, also press the
highlighted button to clear the setting.

g3 copry STORAGE ,f] seTTngs , fv¢ TEWPLATE !
READY SET
. FULL 1
NON-SORT fe COLOR
ORG -> COPY NON-STAPLE e
& BLACK
@ Z00M FNSHNG | (900 AUTO | ! Tii 4 =l A
S AUTO = » COLOR l:[@ @ 2N ]
—_— g MAGE eoom—» ADF> OMIT BLANK
% UTPUTJ ] | 00| ULD oRECTON || TABLET | sADF RILME S pace JE
BIN S\MPLEX TEXT /PHOTO i A T 0 D z
o — -
=) omanal | [ JAuTo) » I
‘e MODE T S —
\—} - - ‘ PROOF COPY I
BASIC EDIT IMAGE

JOBSTATUS

JOBSTATUS ,

Clearing all settings changed

When you press the [RESET] button on the control panel, all
the function changes will be cleared.
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Even if you do not do so, the changes will be cleared if the
equipment is left idle for 45 sec. (default setting).

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 Guide:

Advanced Guide

Paper Selection

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).

M (reno)

For the original sizes detectable, see the following page:

P.28 "Acceptable originals"
Some original sizes may not be detected with this function.
In this case, select the desired size manually.

P.44 "Selecting desired paper manually"

Place paper in the tray(s).

1
2

Place the original(s).

Press [APS] on the touch panel.

STORAGE , SETTNGS , ¢y TEMPLATE .

@ copy
READY

ORG -) OGPY

NON-SORT
NON-STAPLE

@ zooM | |55 FnsinG
\JAUTO LJ LJ
QOUTPUT

3%) = TEXT /PHOTO

SIMPLEX / L

AUTO

@ 2-SDED ﬁ Rt ‘:N_J‘_T.l

» »

‘ PROOF COPY |

i JOBSTATUS ,

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

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

BASIC EDIT

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

Selecting desired paper manually

You need to select paper by yourself when copying by placing
the original on the original glass, or 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)

When paper of the size you want to use is not in any tray,
place it in a tray or on the bypass multi-purpose tray (MPT).

P.35 "Bypass Copying"

1

Place paper in the tray(s).

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

Place the original(s).

Press the tray button corresponding to the
desired paper size.

& cory

STORAGE , SETTINGS , f<¢ TEMPLATE ,

READY

100 %
ORG = A4

’ B oo

= T I
121
SIMPLEX

SORT

% FINISHNG
»

TEXT /PHOTO

»

ORIGINAL
MODE

Cl“‘i“.l\:l

&
‘ PROOF COPY I

v

EDIT IMAGE

Select other copy modes as required, and
then press the [START] button on the
control panel.
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Copying mixed-size originals in one 3 Press [ZOOM] on the touch panel.

Operatlon @ copy STORAGE ,f| SETTNGS ,J+% TEWPLATE , i )

READY EEE 1

You can copy a set of originals whose sizes are individually

g|ffe(;ent, using the RADF (Reversing Automatic Document
eeder).
) . . . L'—rE[ ZOOM % FINISHING
The original sizes that can be mixed are as follows: | e >
. S =
North America: LG, LT | B YR oo
| —

Other than North America: A4, B5, FOLIO

L
o | (el

@ 2.SDED
) ws ) 2 | roorcory |
1 Place paper in the tray(s). e — —

The multi-purpose tray cannot be used. Use the trays.

v

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

%
OTHER == OTHER
| 200% ’ J’I SEWNGJ" J
[ 00% Wﬁ‘

| prioTozoow | ‘ RESR, S| cancer | | oK | I
JUBSTAIUS

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:

Align the originals on the front side.

ORIGINAL coPY I
~
(! Note) ‘ 25 B5 l BS J
» When copying originals of different widths, the copied T N s s J
image of the smaller one may be skewed because it (o ) [y _oow ] j
does not touch the side guide on the rear side. | 200 i (I
==

r [ reser J| CANCEL JI oK JI
JUBSTAIUS

(! Note)

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

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

rd

STORAGE SETTINGS , f§ ¥y TEMPLATE

@ CoPY
READY

SET

1

° FULL
95 COLOR

& BLACK

100%
ORG - COPY
@ ZoOM

»>

NON-SORT
NON-STAPLE
% FINISHNG
»>

TEXT [PHOTO
=] ORIGNAL
“] wmooe

§ AUTO
OUTPUT
|% B\NJ 11
SMPLEX
@:@ 2-SDED

»

g
EHEE VAL bt

[ —

e
| PROOF COPY I

v

APS

BASIC EDIT

JOBSTATUS

Original mode Description

TEXT/PHOTO Originals with text and photographs mixed

TEXT Originals with text (or text and line art) only

Originals with photogravure (e.g. magazine,

PRINTED IMAGE brochure)

Originals with general photographs on

PHOTO photographic printing paper
Originals with photographs
MAP Originals with fine illustrations or text
Originals with text and photographs mixed
IMAGE (especially originals requiring higher
SMOOTHING pecia’y 21 auring g

reproducibility on photos)

Color mode
Original mode FULL AUTO
COLOR BLACK COLOR

TEXT/PHOTO Yes Yes Yes
TEXT Yes Yes Yes
PRINTED IMAGE Yes — Yes

Yes — —
PHOTO

— Yes —
MAP Yes — —
IMAGE - Yes o
SMOOTHING

(1 Note)

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

The sensitivity to detect whether the data scanned in auto
color are color or black can be changed. For details, refer to
the Advanced Guide.

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.

» TEXT/PHOTO is set by default. The default setting can be
changed in each color mode. For details, refer to the
Advanced Guide.

Press [ORIGINAL MODE] on the touch
panel.

2

@ copy
READY

STORAGE , SETTINGS , 3¢ TEMPLATE ,

SET

1

. FULL
e GOLOR

NON-SORT

100 %
ORG - COPY

NON-STAPLE

& BLACK

0
@ 200M | |55 NsHNG | [g9e  AUTO
, , COLOR
§ AUTO
i
S | —
= omeNAL | | (| JAuTo] D
@ e ([demle)

@ 2-SDED
»

EDIT

| PROOF coPY I

BASIC

IMAGE

JOBSTATUS

2 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”
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& cop STORAGE .M  SETTNGS .M 5% TEMPLATE .
ORIGINAL MODE

SET

oEm - - - -
\ E PR\NTED\MAGE' E’ MAP |

‘ RESETJ ‘ CANCELJ I oK

JoB

2

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.

@ copy

rd

STORAGE ,f| SETTNGS v TEMPLATE , M =

SET

READY

1

# FULL
o COLOR

100% NON-SORT
ORG - COPY NON-STAPLE

’@ ZOOM ’% FINSHNG
S AUTO L

»
&, OUTPUT
‘\E BIN J 1=1 x
S TEXT /PHOTO
@ 2.SDED
»

wty] ORIGINAL
= MODE
EDIT

& BLACK

»

JOBSTATUS

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 @ to select the desired density level.

‘ FULL
£¢  COLOR
& BLACK |

100 % NON-SORT
ORG - COPY NON-STAPLE

@ ZOOM ’% FINSHNG
§ AUTO

>
~. OUTPUT
‘@ BIN J 11 p
el TEXT /PHOTO
@ 2-SIDED
-

e ORIGINAL
& MODE
EDIT

»

)y

‘ PROOF COPY(

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
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.

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).
Original glass: 25 to 400%

RADF: 25 to 200%

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: LG, LT

Other than North America: A4, B5 and FOLIO (FOLIO is
available only when the RADF is used.)
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(! Note)

» 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)

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

Specifying both the original size and the
copy paper size separately

1 Place paper in the tray(s).

2 Press [ZOOM] on the touch panel.

@3 copy STORAGE ,J SETTNGS ,J 7 TEMPLATE I 72

READY

. FULL
£*  COLOR
& BLACK

NON-SORT
NON-STAPLE

% FINSHNG | (405  AUTO |
»] °®® coor

dp ‘ @moup\]

]
@y Jea
= ‘ PROOF COPY I

BASIC EDIT IMAGE

100 %
ORG - COPY

APS

i JOBSTATUS ,

3 Select the desired paper size, press [AMS]
and then [OK].

STORAGE M SETTNGS N % TEVPLATE .

After setting the ZOOM MODE, please press the OK button.

ORIGINAL

AMS 5
[ 28 100 o B5
5

5"%]\‘ UPJ A

100% ] [v DOWN J

e OTHER SIZE OTHER
| 200% | I SETTNG » I
[ a00% l MIXED SIZE '

:

i

‘PHOTOZOOM_J RESET J‘ CANCEL JI

« 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: LG, LT,ST

Other than North America: A4, B5

For how to register, see the following page:

P.49 "Registering paper sizes to “OTHER” size"

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

4 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, the reproduction ratio is
set when the original is scanned.

1 Place paper in the tray(s).

2 Place the original(s).

3 Press [ZOOM] on the touch panel.

100 %
ORG = COPY

P Fl
NON-SORT ge
NON-STAPLE R
&  BLACK
L—Li,;i ZOOoM

% FNISHNG SoR AUTO
e »| (%% coor

= |E600dp\l
i
: AUTO
0 Jve o I T
= ‘ PROOF COPY I

BASIC EDIT IMAGE

0 JOBSTATUS ,

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

STORAGE .M SETTNGS .M+ TEMPLATE .

OTHER SIZE
SETTING »

MIXED SIZE I

‘PHOTGZOOM.J [ s J| CANCEL JI

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: LG, LT,ST

Other than North America: A4, B5

For how to register, see the following page:

P.49 "Registering paper sizes to “OTHER” size"
Paper sizes can also be registered by pressing the
desired tray button of the equipment status indication
area on the BASIC menu.
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5 Select other copy modes as required, and
then press the [START] button on the
control panel.

M 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: LG, LT,ST

Other than North America: A4, B5

(1t Note)

You can register only standard sizes as [OTHER] and
cannot register any non-standard sizes.

Press [SIZE SETTING] on the touch panel.

100% ] [ v DOWN ]
OTHER OTHER
|20 I I ST » I
‘ 400% i M\XEDS{ZE'

[ ProTozoow | [ meser [ omce )| ok |
JUSSIAIUS

Select the desired size.

[ OTHER SiZE

Select a paper size for the OTHER button.

=

I G ]I 135‘LG” 131G ” EXEC ]

(s ]| FoLIo ]| 855Q ” 16K ]

ICHOVS ]I You-4 ]I oL ” cs ]

| comg “ cOoM10

) ¥4 [ canceL '
—_—

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

MONARCH ‘ INDEX ]

Specifying reproduction ratio manually

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

Press [ZOOM] on the touch panel.

@5 copy

STORAGE , SETTINGS @

f £r TEWPLATE ,
SET

READY

1

. FULL
ce COLOR

X/ BLACK

100% NON-SORT
ORG - COPY NON-STAPLE

e
e = e
8 Z00M £ FNSHNG AUTO
@ -~ i ,j 838 coom

§| AUTO
‘ % OUTPUT

2 sooa;nl
(Dam) 3]

BN

w2 ORIGINAL
L MODE

z ‘ PROOF COPY I

@ 2-SIDED
»

EDIT

BASIC IMAGE

JOBSTATUS

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%].

(1t Note)

* When the RADF is used, the maximum ratio available
is 200%.

3 % I J
D J A 5 J A | A5 I J
‘ 100% ¥ DOWN J

OTHER = OTHER
- 200% ’ ]‘[ SEWNGJ" J
| 400% | MIXED SZE |

| prioTozoow | [ mese [ oavem J[ ok | I
JUBSTAIUS
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5 Select the desired size, and then press
[OK].

6
OTHER SizE OTHER

| 200% | J‘[ SETTNG J ’

‘ 400% ' MIXED SIZE I

[ ProTo ZOOMJ

RESET J‘ CANGEL JI

(1 Note)

« 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: LG, LT,ST

Other than North America: A4, B5

For how to register, see the following page:

P.49 "Registering paper sizes to “OTHER” size"

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

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

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

1 Place paper in the tray(s).

Place the original on the original glass in a
landscape direction.

3 Press [ZOOM] on the touch panel.

& cory

READY

STORAGE ,

ORG —) COPY

SETTINGS , f<¢ TEMPLATE ,

NON-SORT
NON-STAPLE

@ FINISHING
»

\_J\'*EJ\_J
‘ PROOF COPY I

Llj" OR\GtNAL |

BASIC

‘ AMS I APS o I o I I
‘ 25% 100 o 85 | B5 | J
[ s J (o & J A5 | A5 | J
[ 1o0% J [ v pown ] J
‘ PR I ’ OTHER J <[ sgﬁa }’ OTHER J
[ a00% | mxesze |

[ ProTo 2 [ reser J| CANGEL JI oK ]

JUBSIAIUS

5 Select the original size.

STORAGE .M SETTNGS M <% TEMPLATE .

B

ORIGNAL copyY I
[ sxtzem || Y J
— ||
| 1axtgem \ a5 | j

20x30cm
| ousTom _J OTHER _]

ﬂ

(1t Note)

| CANCEL l Ok
l—I

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

* 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 cmor 20 x 30 cm

P.51 "Setting photo originals in other sizes"
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Select the desired copy paper size, and B Setting photo originals in other sizes
then press [OK].
1 Press [CUSTOM] on the touch panel.

(! Note) —
STORAGE .M SETTNGS N+ TEWPLATE .
» 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. ORIGINAL coPY I
Once you register this size, it will be specified every - s J
time you press [OTHER] on the touch panel. [owen ) s ) |1}
North America: LG, LT,ST [[oamem | [ s | )
Other than North America: A4, B5 200em |

For how to register it, see the following page: [ owstow ) | ome |
P.49 "Registering paper sizes to “OTHER” size" <

| CANCEL I OK
l—I

2 Key in the size of the original.

ORIGINAL

Ll L 1) Press [X] on the touch in its width withi
panel and key in its width within

10 to 434 mm (0.39" to 17.09").

l ona:m J |l \L) 2) Press [Y] on the touch panel and key in its length

m} e within 10 to 300 mm (0.39" to 11.81").

3) Press [OK] on the touch panel.

g cop STORAGE B  SETTNGS B vr TEMPLATE ..

| CANCEL |
13:57

| custom size
Key in the Photo Size.

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.

Place the next original, and then press

[NEXT COPY] on the touch panel or the . o AE

[START] button on the control panel. Selec"ng Fm'Shmg Mode
Scanning of the next original starts. If you have more than

one original, repeat this step until the scanning of all the Finishing modes and optionai finishing
originals is finished.

devices
When the scanning of all the originals is See the table below for each finishing mode.
finished, press [JOB FINISH] on the touch
panel.
Finishing mode Description

Copying starts.

Non-sort Non-staple | Copies exit without being sorted or
stapled.

Sort (2 P.52) Copies exit in the same page order
as the originals one set after another.

Group (L3 P.52) Copies grouped by page exit.
Staple sort (L4 P.53) | Copies exit with their corner stapled.

Magazine sort (LJ Copies exit in a book-type page
P.54) order.

The available finishing modes differ depending on the type of
optional finishing devices (Inner Finisher) installed. Finishing
devices available for this equipment are as follows:

-51 -
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Finisher Sort/Group mode
¢ Inner Finisher MJ-1038

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

Use the table below to check the available finishing modes.

Devices exit grouped by page. This mode is called the group mode.
Finishing mode -
MJ-1038 No device Sort mode
Non-sort Non-staple Yes Yes
Sort Yes Yes alele
Group Yes Yes
Staple sort Yes — 1 1
2 2
Magazine sort Yes Yes 3

l Name of each part of the Finisher

) MJ-1038 X X X X

1 Place paper in the tray(s).

2 Place the original(s).
(! Note)

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

2. Receiving tray

3 Press [FINISHING] on the touch panel.

A CAUTION
) ﬂg COPY STORAGE SETTNGS , ¢ TEMPLATE , i
* Do not let your hand come close to the tray moving up READY ‘ s
or down.
The hand may get caught, which may result in personal
inj ORG ~ COPY NON-STAPLE [
injury. &  BLACK I
’ L'r_—i,cl ZOOM ’% FINISHING (eee. AUIOHEN
R AUTO | o
‘ = OUTPUT
2e)
SIMPLEX e —
@ 2-5DED ﬁ er s D‘_JAUTG @
APS > >

‘ PROOF COPY I

JOBSTATUS ,

BASIC

EDIT IMAGE
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4 Select [SORT] or [GROUP], and then press
[OK].

STORAGE M SETTNGS .M 5% TEMPLATE .

B _COoP
FINISHING

After selecting the FINISHING MODE, please press the OK button.

STAPLE

|E_j]@|] LEFT J M& MAGAZINE SORT ]

|Eﬂuf_|] RIGHT |

BNDING

i NON-SORT
&N NON-STAPLE J

5 Key in the desired number of copies.

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

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. You can choose from 2 different stapling
positions.

Example: When [LEFT] is selected

AB

(! Note)

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

» Copies in different sizes cannot be stapled unless their
length is the same.

Place paper in the tray(s).

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

2 Place the original(s).

Press [FINISHING] on the touch panel.

& cory

STORAGE ,
READY e

1
7 FULL
100% NON-SORT ce COLOR
ORG - COPY NON-STAPLE e
s | -
L—rg! ZOOM @ FINISHING
»

SETTNGS , fl v TEMPLATE , i )

&  BLACK
»

§ AUTO

T (D (=D

Y % —

A4 = E@ 2-5DED ﬁ er s (d)am) v ]
> > ‘WI

BASIC EDIT IMAG

il JOBSTATUS ,

Select the desired stapling position from
[LEFT] or [RIGHT] and then press [OK].

STORAGE .M SETTNGS , B <> TEMPLATE .

| BINDING

h@ MAGAZINE SORT I

E NON-SORT
& N NON-STAPLE

[ reser J| GANGEL JI oK

sk 2 /5

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

* 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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Bl Maximum number of sheets available 4 Press [FINISHING] on the touch panel.
for Stapling ﬂg COPY STORAGE . SETTNGS , ¢ TEMPLATE ,

The maximum number of sheets available for stapling differs READY B

d_ependlng on tht_e type of the finishing device installed, paper —
size or paper weight. & BACK |
’ L'L—i,:' ZOOM ’% FINISHING (eea  AUTO |

Inner Finisher MJ-1038 ym

\ OuUTPUT
- A4 = o 151
Paper weight P =i SWRLEX

i
\_J\Auml\_.‘l
‘ PROOF COPY I

Papersize | 60-80g/m? | 81-90g/m2 | 91-105 g/m? By esoo | Tpé”

(16 - 20 Ib. (21 -24 Ib. (25 - 28 Ib.

Bond) Bond) Bond) BASIC EDIT IMAGE
A4, BS, LT, 50 sheet 50 sheet 30 sheet e
8.5"SQ, 16K sheets sheelts sheets
FOLIO, LG, .
13'LG, 8K 30 sheets 30 sheets 15 sheets 5 Select the desired mode from [MAGAZINE

SORT].
(! Note)
OP sTORAGE .M SETTNGs M <% TEMPLATE .

IEEE

After selecting the FINISHNG MODE, please press the OK button.

P - 2 cover sheets (106 to 209g/m? (29 Ib. Bond to 110 Ib.
Index)) can be added. In this case, the number of sheets p— p—

available includes the 2 cover sheets. WN Jonsonr I ]EI]LEI] = I mly VcazesoRr
e (<JA]  ReHT I b
. {i SORT I

Magazine sort

You can copy more than one original and bind them in a
booklet format (Magazine sort).

Magazine sort mode

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

2 ®e
12
Duplex Copying
1 Place paper in the tray(s). 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
(! Note) you want to save the paper, or when you want to copy a book-

type original maintaining the same page order.
» Special paper such as OHP film or sticker labels is not

applicable. 1-sided original -> 1-sided copy (£d P.55)

2 Select the desired paper size.

3 Place the original(s).
When placing the originals on the RADF, 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: Place the first page of the original
first.




BASIC COPY MODES

2-sided original -> 1-sided copy ([ P.55) Making a 1-sided copy

* 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.

1-sided original -> 2-sided copy ([ P.56)

2-sided original -> 2-sided copy (d P.56)

Il >

( ote) 1 Place paper in the tray(s).
* Use plain or THICK 1 for duplex copying. When using bypass copying, be sure to set the paper
size.

2 Place the original(s).

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

100% NON-SORT
ORG - COPY NON-STAPLE

B <
@ ZooM & mnsing
»

>
TEXT/PHOTO | i .....

§| AUTO

A4 =l l:L_
G = ﬁ oRIoNAL D\ AUTO i@

v

APS

‘ PROOF COPY I

BASIC

JOBSTATUS
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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

STORAGE M SETTNGS N % TEVPLATE .

Select a mode. Press START to print

3 1->1 & T 122
Eﬂ "@ SIMPLEX EI] "LD DUPLEX |

252 ] 21

m "ﬂl DUPLEX l!" B &

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

Making a 2-sided copy

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.

B

Place paper in the tray(s).

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

Place the original(s).

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

@ copy STORAGE ,f] SETTNGS , ¢ TEMPLATE , i 7]

READY EEE 1

. FULL
100% NON-SORT fe __Coor
ORG - COPY NON-STAPLE [
&  BLACK l
T & —
@ ZOOM FINISHNG AUTO
N ’| % > COLOR I
i |E600dp\l
IIIIIIIIIII
o —
#= omanal | [0 Jauo) b
@ MODE e
‘ PROOF COPY I

§ AUTO

v

BASIC

H  J0BSTATUS ,

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 amode. Press START fo print

STORAGE .M SETTNGS .M+ TEMPLATE .

@ 11
Eﬂ ’@ SIMPLEX
252
’ @ ’ﬂ] DUPLEX

&= I! DUPLex

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.31 "Basic copying procedure".

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.

(1 Note)

» 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.

* Itis recommended to back up the data stored in the share
folder.
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)

* You can store data in an e-Filing box with the Store to e- * You can select up to 2 of [MFP LOCAL], [REMOTE 1]
Filing function. For details, refer to the e-Filing Guide. 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

2 Press [STORAGE] on the touch panel. the directory:

P.58 "Setting share folder"

FILE NAME: Press this to display the on-screen

keyboard. Then enter the file name within 128 letters.

(1t Note)

1 Place the original(s).

. FULL
100% NON-SORT ge COLOR
ORG — COPY NON-STAPLE =

0 BLACK
= : ’{Q i ’% = (e » The trailing characters in a file name (maximum 74)
? S fﬁ:ﬁj may be deleted depending on the type of letters used.
o o o
" = = 3 o NEID FILE FORMAT: Select the file format in which the data
mll oo | are stored from PDF, TIFF or XPS.

MULTI / SINGLE: These are for selecting whether the n
data are stored as a multiple page file or a single page
file. If you select “MULT!", 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
3 Press [COPY & FILE] on the touch panel. stored individually as one file in the folder.

BASIC EDIT IMAGE

JOBSTATUS

@3 copy STORAGE ,f sETTNGS , <% TEWPLATE , I 7

READY = 5 Press the [START] button on the control

‘ STORE TO E-FLING | pa nel -
T When the original is placed on the RADF (Reversing
‘ Automatic Document Feeder), copying and storing start
P e simultaneously.
MULTI/SNGLE When the original is placed on the original glass, follow

MULTI

the procedure below.

| FILE NAME .J|DOG()51013 ‘ SINGLE
(= = <N 6 Place the next original on the original glass,
LS and then press [NEXT COPY] on the touch
panel or the [START] button on the control
panel.

4 Press the necessary buttons for entering . . . L
. ) Repeat this step until the scanning of all the originals is
information about the data to be stored. finished.

Then press [OK].

& cory STORAGE , | SETTNGS , ] vr TEMPLATE LI 7} 7 When all have been ScannEd, press [JOB
READY oy FINISH] on the touch panel.
‘ STORE TOE-FLING I —
B COP M serTines M v TENPLATE .

N . FLEFORMAT I
MEP LOGAL ‘HMFPOGBSSBW 1\FLE_SHARE
\ Place next original on glass. Press [START] or [NEXT COPY] to copy.
I:l PDF A 4 Press [JOB FINISH] to complete scanning
MULTI/SINGLE I

SCAN PAGE
FILE NAME _J |DOC()51 013 | ‘ SINGLE -

[ Reser J‘ CANCEL JI oK

[ o8 CANCELJ| JOB FIN I NEXT COPY J

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 Copying and storing start.
data into the share folder of a PC that is connected
with this equipment via a network.

JOBSTAIUS
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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

STORAGE .I SETTINGS .Iﬂr TEMPLATE .ﬁ

PROTFSCOL

SERVER NAME ‘”101070101
»

FTP

-, NETWORK PATH J‘useroﬂ\scan
[ o o |

|

]|
hewarorx | |
|

|

LOGIN USER NAME J
»

| NetwareP I
s |

PASSWORD J i
»

User01 ‘
|
\

COMMAND PORT J ‘
»

oK

‘ CANCEL |

JUB S

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 “user01\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.

STORAGE _l SETTINGS _lﬂ; TEMPLATE .ﬁ

PROFOCOL

. |

| NETWORK PATH ‘\\ocean\hame\\s\and\scan
svB o |

I LOGIN USER NAME J User01
»

| NetwarelPX J

| NetwareP I
| s |

| PASSWORD J i
»

& |

OK

‘ CANCEL |

JOg S

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.

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

NetWare IPX / NetWare IP
[ EMOTE1

STORAGE .l SETTINGS .lsﬁ; TEMPLATE .q

PROZFOCOL

SERVER NAME J
>

WJupiter

NETWORK PATH J i\sys\snan
>

LOGIN USER NAME J
>

NetwarePX
‘ NetwareP l
| s |

|
s ) | |
|
‘ PASSWORD :] i

=

adminorg ‘
|

oK

| CANCEL |

JUB 5

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 usable). 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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SENDING/RECEIVING A FAX

(! Note)

Initializing the FAX is required to use the FAX for the first time.
For details, refer to the Advanced Guide.

Sending a Fax

Basic procedures

This section describes the basic procedures to send a fax. For
details of in-depth operations, see the page under each
procedure as required.

Besides the basic sending functions described in this page,
there are various useful ways to send a fax. These procedures
are described in the following pages.

P.69 "Other transmissions"

Advanced Guide

1 Place the original(s).

Check the original size and scanning range, etc. Place
the original(s) on the original glass or RADF (Reversing
Automatic Document Feeder) in the correct direction.
(The illustration above shows the original placed on the
original glass.)

P.61 "Handling an original"

2 Press the [FAX] button on the control panel.

S\ TV

PRINT PQRS UV, WXYZ

©JOXO,
®» © ®

(& (@) CLEAR

[J MEMORY RX
/ PRINT DATA

The fax screen is displayed. If you leave the screen
unattended for the period of the auto clear setting time
(45 sec. by manufacturer default), the screen returns to
the default one automatically.

Press [OPTION] and set the transmission
conditions.

[& FAX STORAGE , SETTNGS , fl ¢ TEMPLATE , ?
Enter the Address

[NPUTFAXNo, || WPUT@ | 1Tl | DESTNATION, | OPTION__ ) MONITOR}
p { :

3 [ooor Useroot [@] [[o00s Useroos l I
L SMNGE o002 Usero02 [@] | 0006 Usero0s 1
/
o005 User003 [@] | o007 Useroo7 375
0004 User004 [@] | o00s User008 [7) [ v
All Persons v ALLCLEATL) (KNOWND, | | SEARCH )

| Al PREVEW I 03
H  JOBSTATUS .

ADDRESS ADVANCED

The transmission condition setting screen is displayed.
Set the transmission conditions such as resolution,
original mode, exposure and transmission mode, as
required.

P.64 "Setting the transmission conditions"

4 Specify the recipient.

[& FAX STORAGE , SETTNGS , fl ¢ TEMPLATE , ?
Press SEND button or START button.
[ NPUT FAX No,'[ INPUT @ ,' MoLTE ) DESUNAT!ON,J [ OPTION ][MGMTOR}
s 0001 User001 [0 (@] | 0005 Usero05 ﬂ:_t) .jm |
L SNGLE 005 Usero02 Y57 | 0006 Useroos @] 1
L — 1 /
0003 User003 R 0007 User007 375
o004 User004 ‘ @ 0008 User008 [ v i
All Persons v [ALLCLEAR | (KNOWND, ] [ SEARCH , )
oAUSE )| BACK SPACE | | Al PREVEW I > SEND l

4 JOBSTATUS ,

To specify the recipient, dial the number using the digital
keys on the control panel or use the address book.

P.66 "Specifying the recipient"
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5 To display the preview screen, press
[PREVIEW].

|§ FAX STORAGE , SETTNGS , fl 5% TEMPLATE , ?
Press SEND button or START button.

[ NPUT FAX No ,J\ INPUT @ ,J | DEST\NA‘HON,J [ oPT\ON_]\MONWORj
8 [@] || ooos User005 ﬁ [@] \
LSNGLE {4062 Useroo2 [@] || o00s User006 LL:I_J @ )
0003 User003 [@] || ooor User007 [@ | 3715
0004 User004 [@] || ooos Useroos @ ‘lJ
All Persons j [ALL OLEARJ [KNOWND J [ SEAR?,J

i Prevew JIRGSIEEVIN]

ADVANCED

ADDRESS

6 Press [SEND].

I& FAX STORAGE ,f SETTNGS , ¢ TEMPLATE , i 7]

Press SEND button or START button.

[NPUTFAXNo, | NPUT@ [ DESTNATION, | [__OPTION . JMONITOR)

& [@] | o005 User00s ﬁ @
LSNGLE [o050 User002 @ ooos User006 ﬁ @ )
0003 User003 @ 0007 User007 @ 375
0004 User004 L@ oooe User008 (@ ‘lJ
All Persons LI [ALLCLEAR | [(KNOWND, } [ SEARCH , )

i PREVEW & SEND

ADDRESS

ADVANCED

The fax is sent or reserved.

» Alternatively, you can press the [START] button on the
control panel.

* In the memory transmission mode, the original is
scanned into memory. Once a connection has been
made, this equipment automatically starts sending the
scanned document. In the direct transmission mode,
the fax number is dialed immediately, and the scanned
document will be sent. (Transmission conditions can be
set in the transmission condition setting screen.)

* If memory becomes full during scanning in the memory
transmission mode, that original will not be stored in
memory. When that happens, reduce the number of
originals you are sending, or try sending them in the
direct transmission mode.

* You can check the status of the current sending. You
can also cancel the transmission (deletes the job).
P.73 "CHECKING AND CANCELING THE

COMMUNICATIONS"

Redial function

In the memory transmission mode, if the fax cannot be sent
due to a busy-line, the fax number is redialed automatically to
send the fax. By default, this equipment redials 3 times at 1-
minute intervals.

Batch transmission function

If there are multiple transmission jobs to the same recipient in
memory, you can send them at once using this function,
resulting in reduction of communication costs. However, if their
recipients are the same but their transmission conditions vary
or if users or departments are different when this equipment is
managed under the department management or user
management, this function is not applied to those reserved
jobs.

Sending the next original

If an original is placed on the original glass and its scanning is
completed, the confirmation screen for the next original is
displayed. If you want to continue scanning of the next original,
place it on the original glass, and then press the [START]
button on the control panel. Once all the originals are scanned,
press [JOB FINISH]. If you place an original on the RADF
(Reversing Automatic Document Feeder) and press the
[CONTINUE] button during scanning, the confirmation screen
for the next original can be displayed after the scanning is
completed.

1 X sToRAGE M SETTNGS .M 5% TEMPLATE .|
To continue, Place document on glass. And press START or [SCAN]

SCAN PAGE

1

|
| 4B CANCEL ” OPTION _” JoBENSH || & scAN '

JOBSIAIUS

+ If you leave the screen unattended for a period of the
auto clearance setting time (45 sec. by manufacturer
default), a copy of the scanned originals is sent.

» To cancel the transmission in the memory transmission
mode, press [JOB CANCEL].

P.74 "Canceling the memory transmission”

» To change the transmission conditions for each page,
press [OPTION].

P.66 "Changing the settings for each page"

Handling an original

M Originals that can be sent

This equipment can send a fax of the following originals.

You can place 1-sided or 2-sided originals of the media types,
such as standard paper, recycled paper and paper having
holes (2, 3 or 4 holes) for filing, on the RADF (Reversing
Automatic Document Feeder). On the original glass, you can
place 1-sided originals of the above media types as well as
OHP film, tracing paper, booklets and three-dimensional
objects.
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M Placing the original(s) on the original

Location Ma)s(:;um Paper weight | Original size glass
— ; This section describes how to set an original on the original
Original glass Ir_nemng(t1h1. 587) - /l\\j;rg;ican glass. Originals are sent in the order they are placed on the
Width: 432 format: LG, original glass.
mm (17.01") LT, ST,
A/B format: A CAUTION
A4, A5, BS, Do not place any heavy objects (8 kg/18 Ib. or over) on the
. FOLIO original glass and do not press on it with force.
RADF Length: 297 | 1-sided North Breaking the glass could injure you.
mm (11.69") | originals American
Width: 432 35-157 g/m?2 | format: LG,
mm (17.01") | (9.3-418 LT Raise the Original Cover or RADF
Ib.) A/B format: . .
> sided Ad B5 (Reversing Automatic Document Feeder),
originals FOLIO. and place the original with its face down on
50 - 157 g/m? the glass.
(13.3-41.8 | (ST/ASis not
b.) available)
(! Note)

» Do not place any heavy objects (8 Kg(18Ib.) or over) on
the original glass and do not press on it with force.

T3 | H Original scanning range

The following figures show the original scanning area. Any
information in the shaded area is not printed on the paper.
A4, A5, B5, LG, LT, ST, FOLIO

Raise it 60 degrees or more for the detection of the
original.

Align the original against the left inner

corner of the glass.
...... 5 mm
(0.2 inch)
""" 5 mm
: : (0.2 inch)
5 m‘m 5 mm
(0.2 inch) (0.2 inch)

« Different size originals can also be sent in one
transmission.

* When an original of any size other than LT/A4 is placed
in the direction shown in the upper figure, transmission
to a recipient is carried out so that the pre-entered
sender information is printed in position A in the figure.
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* When an original of LT/A4 size is placed in the direction
shown in the lower figure, transmission to a recipient is
carried out so that the pre-entered sender information
is printed in position B in the figure.

* The pre-entered sender information shows what is
registered in the Terminal ID.

L Advanced Guide

3 Lower the Original Cover or RADF slowly.

M Placing the original(s) on the RADF

This section describes how to set the original(s) on the RADF
(Reversing Automatic Document Feeder). When the originals
are placed on the RADF, the uppermost page is the first to be
scanned and sent.

/\ CAUTION

* When scanning the duplex original with the RADF, do
not put your hand on the RADF. Paper may damage the
hand.

* When scanning the duplex original with the RADF, do
not put an object on the RADF. This could cause a paper
misfeed.

After aligning the originals, place them with
their face up and slide the guides to rest
against the edges of the originals.

» 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.

» 2-sided originals can be set and sent.

L Advanced Guide

* When an original of any size other than LT/A4 is placed
in the direction shown in the upper figure, transmission
to a recipient is carried out so that the pre-entered
sender information is printed in position A in the figure.

* When an original of LT/A4 size is placed in the
direction shown in the lower figure, transmission to a
recipient is carried out so that the pre-entered sender
information is printed in position B in the figure.

» The pre-entered sender information shows what is
registered in the Terminal ID.

Advanced Guide

Sending different width originals

To set different width originals, adjust the side guides to the
widest original size, and then align the original against the front
side. Available combinations of the original size are as follows.
« A/B format: A4, B5, FOLIO
¢ North American format: LT, LG

» To send different width originals, you need to enable
“DIFFERENT WIDTH” as a transmission condition.

Q) P.64 "Setting the transmission conditions"
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Precautions for using the RADF

Do not use the following originals as they may misfeed or
become damaged:

\

/(1) Badly wrinkled or folded originals. In
particular, originals whose leading edge
are curled may fail to be fed.

(2) Originals with carbon paper

g

(3) Taped, pasted or clipped (cut out)
originals

(4) Clipped or stapled originals

= &=

(5) Originals with holes or torn originals

=

(6) Damp originals (7) OHP film originals

\\%

The following originals should be handled carefully:

=

P
=
NG

]
d

==
==r

o

N
\_ o J

(1) Folded or curled originals should be smoothed out
before being used.

(2) Originals sticking to each other, or originals that are
surface-treated may fail to separate properly.

5] Setting the transmission conditions

You can set the fax transmission conditions.

The transmission conditions are only applied to the current
transmission. They return to the default settings after the
transmission.

Each default setting of resolution, original mode, exposure,
transmission mode and ECM is adjustable.

Advanced Guide

B Making settings

Pressing [OPTION] on the fax screen will display the
transmission condition setting screen as shown below. Set

each setting item, and then press [OK].

STORAGE .M SETTNGS , M <¢ TEMPLATE .

D AX
| oPTION

Set the OPTION, press the [OK] button, then press [START] key.

TEXT AUTO

RESOLUTION TX TYPE

A B
» > 1
[ me ] ‘D\RECTTXJ —
EXPOSURE 2
| UFINE l ..... 1l i

S )

[ reser J‘ GANGEL JI oK

)

JOB|

STORAGE .M SETTNGS .M+ TEMPLATE .|

) AX
| OPTION

Set the OPTION, press the [OK] button, then press [START] key.

ECM

B |
.

MAILBOX COMMUNICATION

o l | SD/PWD J| |

INTERNET FAX

QUALITY TX
o | | SUBECT _J

| |

[ eser J‘ CANCEL JI oK JI
JUBSIAIUS

+ Press [A] or [v] to switch the pages.
To cancel the operation and return to the previous screen,

press [RESET].

Scanned from MFP08995311 |

OFF

RESOLUTION
Set the resolution based on the fineness of the original.

STANDARD: This is suitable for an original with regular
size text.

FINE: This is suitable for an original with small size
text and fine illustrations.

U-FINE: This is suitable for an original with ultra-fine

illustrations.

If the recipient’s fax machine is not capable of receiving
originals at the same resolution, the resolution is
automatically converted before being sent to the recipient.
The higher the resolution is, the longer it takes to send an
original.

TX TYPE
Set the fax transmission mode.
MEMORY TX: Send the original after the scanned data are
saved in the memory. Up to 100
transmissions of up to 1000 pages per 1
transmission can be reserved.
DIRECT TX:  Send the original directly as it is being

scanned. Once a page has been scanned
and sent, the next page is scanned and
sent. Therefore, it takes longer to scan and
send all pages. However, you can confirm
on the fly that each page is sent to the
recipient.

ORIGINAL MODE
Set the scanning mode based on the type of the original.

TEXT: This is suitable for an original with text and

line drawings.

TEXT/ This is suitable for an original with a mixture
PHOTO: of text and photos.
PHOTO: This is suitable for an original with photos.

In the TEXT/PHOTO mode or PHOTO mode, transmission
time may be longer than that in the TEXT mode.
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ORIGINAL SIZE
Set the scan size of the original.

AUTO: The size of the original is automatically

determined before the original is scanned.

MIXED Select this function to load the originals with
ORIGINAL different width into the RADF (Reversing
SIZES: Automatic Document Feeder).

Specified The original is scanned at the preset size
size: regardless of its actual size.

If the recipient’s fax machine is not capable of receiving
originals of B5 size, this equipment may reduce that size
before sending it. To avoid this, when the original to be set is
B5 size, specify A4 size respectively.

EXPOSURE
Set the density at which the original is to be scanned.

AUTO: This equipment automatically detects the
contrast of the original, and scans it with the

optimum density.

Press [{] or [ D] to set the desired
contrast.

Manual:

ECM

Switch the ECM (Error Correction Mode) communication ON or
OFF. ECM is an internationally standardized communication
mode that automatically corrects errors that occur during fax
transmissions. With this setting option ON, even when the
transmitted data have been affected by noise during
communication, this mode allows good communication without
image distortion by automatically resending the parts that have
been affected.

(1t Note)

Both the sender and the receiver must have the ECM
function to make ECM communication available.

When affected by noise during communication,
communication time is slightly longer than usual. Even when
the ECM communication is used, an error may occur
depending on the line status.

The ECM communication is not available for voice
communication.

QUALITY TX

Switch Quality TX ON or OFF. When this mode is set to ON,
originals are sent at a slower speed than usual and the
chances of errors occurring decrease.

MAIL BOX COMMUNICATION

For the communication compatible with ITU-T (International
Telecommunications Union-Telecommunications) standards,
specify a subaddress or password to be sent to the recipient's
fax machine. (Up to 20 digits can be entered.)

SUB Information to send data of the original
(Subaddress): to the fax machine.

SEP (Selective Information to retrieve data of the
Polling): original from the fax machine.

SID (Sender Password for SUB.

Identification):

PWD (Password):  Password for SEP.

To use this function, the recipient’s fax machine must be
capable of setting an ITU-T compatible subaddress or
password.

INTERNET FAX

SUBJECT: The subject of the Internet Fax
BODY: The body of the Internet Fax
This is not used for sending a standard fax.
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H Changing the settings for each page

You can change the scanning conditions (RESOLUTION,
MODE, EXPOSURE and ORIGINAL) for each page.

1 Specify the recipients and press [SEND] to
start scanning a document. When the
scanning of the original is completed, the
confirmation screen for the next original is
displayed. Press [OPTION].

STORAGE .Ml SETTNGS

= FAX N M /o TEMPLATE .
SCANNING
To continue, Place document on glass. And press START or [SCAN]

SCANPAGE

1

| JoBCANCEL ” o )| sosFNsH ” & scaN l

The illustration above shows the original placed on the
original glass. If you place an original on the RADF
(Reversing Automatic Document Feeder) and press the
[CONTINUE] button during scanning, the confirmation
screen for the next original is displayed after the scanning
is completed. If you press the [STOP] button during
scanning, the scanning halts and the confirmation screen
for the next original can be displayed.

The setting screen for the scanning
conditions is displayed. Change the
setting, and then press [OK].

£ P.64 "Making settings"

M serTnGs

STORAGE M, TEMPLATE .

OK] button, then press [START] key.

RESOLUTION TX TYPE
%5 ORIGINAL OR\G\NAL
STANDARD ér‘ VIODE IE]
— v
‘ FINE l
EXPOSURE 1
‘ UFNE l ..........
)

[ reser J‘ CANGEL JI

Specifying the recipient

There are various ways to specify the recipient, such as Direct
entry with the control panel and Address book entry.

» To use the address book, you need to register recipients’ fax
numbers to the book in advance. For details of the
operation, refer to the Advanced Guide or TopAccess
Guide.

H Direct entry with digital keys

You can specify the recipient by entering its fax number on the
control panel.

1 Press [INPUT FAX No].

& FAX

STORAGE , SETTNGS , 7 TEMPLATE . ')

Enter the Address

T [ oo ]
\\Npu‘r AXNo, | NPUT @ ] M | DESTINAT{ONJ [ OPTION \MONWGR]
oot Useroot [@] || o005 User0os ﬁ [@] || #
o002 User002 [@] | oo0s User006 ®m|@|
0005 User003 [@] | o007 Useroo7 @ ﬁ
0004 User004 [@] | o008 Useroos i [@ ‘ v
All Persons v |kNOWN D || SEARCH l
z ([ PREVEW )

g JOBSTATUS ,

Key in the recipient's fax number and press

IE FAX STORAGE M SETTNGS M < TEMPLATE ,
Press sEND Bl NPUT FAX No.
Input the FAX number
o] ]
[INPUT FAX No,. 1 34567890 PTIoN .I\MON\TGRI
I 3 0001 Usg n o e PAUSE ]‘i‘) @
SNGLE (405 Usd ‘ ﬂ N 1
o e o | BACK SPACE l i) | [ o
:{35 0003 Usg (@] E
GROUP | | 0004 Use] 0 e Q ‘ Gt l |7 | [@ ‘ v l
All Pers e 0 a o j SEARCH )
| Pause || Bacf T, ’ A D < SEND I
ADDRESS [ &J m

* You can also enter the recipient's address with the
digital key on the control panel.

» To delete the entered fax number one number at a
time, press [BACK SPACE].

» To delete the entire entered fax number in one go,
press the [CLEAR] button.
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Confirm the fax number displayed on the * In the memory transmission mode, you can specify
fax screen. multiple recipients to send the same document at once.
Repeat the recipient selection operation until all the
B FAX SreEN N EREETEN B2 recipients are selected. For the multi-address
Press SEND button or START button transmission, you can also specify recipients by
combining with other entry methods. The number of
@ oo [fow Lo pients. imulta iy is fimi
|} -~ recipients you can simultaneously specify is limited to
T ————— e e TNATION, ) [__OPTION . ) MONITOR) 400
oont UeertO1 [ | cons Usert0s 18 @) « To confirm all the selected recipients or delete
0002 User002 [@] | ooos User006 3@ 1 ..
—— il =il unnecessary recipients, press [DESTINATION].
0004 User004 [@] || o0os User0o8 @ ‘7 P69 "Confirming the reCipientS"
Alpersons = | : (kownD, ) [ sEarcH ) + To refine your search only for items including specified
[ PAUSE ) [ BAGK SPACE | ([ mrevew ) (G _sa0) characters, press the pull-up menu.
ADDRESS  Alist of recipients can be displayed using 11 to 15

S characters per name.
» To delete each entered value, press [BACK SPACE].

» To delete all the entered values at once, press the [ | Group entry
[CLEAR] button on the control panel. ) ]

« In the memory transmission mode, you can specify In the address book, you can specify the group to which you
multiple recipients to send the same document at once. want to send a fax.
Press [MQLTI], anq enter-the reC|pleqt§ fax number. 1 Press [GROUP] tab to display the list of the
Repeat this operation until all the recipients are

specified. You can also specify the recipients’ fax groups, and then press the group name.

numbers by combining with other entry methods. The

b £ inient . It | iy i |§ FAX STORAGE , seTTNGS < TEMPLATE i 7
number of recipients you can simultaneously specity IS Press SEND button or START button.
limited to 400.
+ To confirm all the selected recipients or delete e O P e ]
unnecessary recipients, press [DESTINATION]. (NeorERXERy oo \DES“W‘ONJ OW‘ON_J\MON”GR]
P.69 "Conﬁrming the recipients“ 8 001 Group01 CONTENTS | 005 Group05 CONTENTS
SNGLE | 002 Groupo2 CONTENTS | 08 Group06 CONTENTS | 1
/
388 ™ Group03 N/ CONTENTS | 07 Group07 CONTENTS | 25
H H H H H GROUP | 004 Group04 CONTENTS | 008 Group08 CONTENTS ‘ v
. SpeCIfylng the reCIPIent In the All Group LI \ALLCLEAR]\KNOWN\D,“ SEARCH j
address book : (& revew ) (@ _se07)

In the address book, you can specify the recipient.

Press [SINGLE] tab to display the list of the
addresses, and then press the recipient’s . _';ress t‘: | tots‘(’j"”Ch the pagesli .
P » To cancel the selected group, press it again.
FAXicon (@ )- * To confirm the addressgs rer:;isptered in tgrlmat group,
I& FAX STORAGE , i SETTNGS , % TEMPLATE , Jli 2/ press [CONTENTS]'

Enter the Address * In the memory transmission mode, you can specify
multiple groups to send the same document at once.
- Repeat the recipient selection operation until all the

H JossTaTUS |

LETI L I e Lu”"“ o recipients are selected. For the multi-address
S‘N%LE oieeiont [ | ons Usertt5 E} @ transmission, you can also specify recipients by
' e o2 J?fé’?‘ e o iis E % - combining with other entry methods. The number of
4 0003 User| 0007 User| E . . . . B
S i\ g%' T (@](v) groups you can S|multar_1gously specify is limited to 200
wresors | L L) (KoWND )  SEARGH ) groups of up to 400 recipients per 1 group.

» To confirm all the selected recipients or delete
L unnecessary recipients, press [DESTINATION].
P.69 "Confirming the recipients”
+ To refine your search only for items including specified

« Press or to switch the pages. characters, press the pull-up menu.
» Alternatively, you can select the recipient by pressing

the address name box. In such case, if a fax number

and an E-mail address have been registered to the

recipient's address, both of them are selected.
» To cancel the selected recipient, press it again.

ADVANGED

ADDRESS
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H Searching by ID number

You can search for a specific recipient from the address book
using the ID number.

1 Press [KNOWN ID].

* In the memory transmission mode, you can specify

multiple recipients to send the same document at once.
Repeat the recipient selection operation until all the
recipients are selected. For the multi-address
transmission, you can also specify recipients by
combining with other entry methods. The number of

1@ FAX sTorAGE ,fl  seTTnGs ¢ TEMPLATE i )
Enter the Address

[INPUT FAX No, ,j\ INPUT @ ,j A | DESTINAT{ON,J [ OPTION \MONWGR]
8 0001 User001 [@] | oo0s Useroos ﬁ @
SNGLE [4052 User002 LE‘_) [@1 | oo0s Useroos L.EJ @ 1
— /
0003 User003 (@] | o007 User007 @ 375
0004 User004 [@] | ooos Useroos Lti‘] @ ‘ v
All Persons v 2 | kNowN \D,“ SEARCH ’

ADDRESS

ADVANCED

RGO 0BSTATUS

Key in the desired ID number (1 to 1000)
using the digital keys on the control panel,
and then press [OK].

m FAX STORAGE M SETTNGS Ml &% TEMPLATE ,
KNOWN ID ?
Enter ID Number

IDNO.

‘ CANGEL |

13:30

The ID number is the one shown in the destination name
box. The number ranges from 001 to 1000.

The page including the entered ID number
is displayed. Press the FAX icon ().

lé FAX STORAGE . SETTNGS , fl 5% TEMPLATE , ?
Press SEND button or START button.

\\NPUTFAXNo,J\ NPUT @ ,J |DEST\NATJON,J [ OPTION I‘MON\TOR]

13 | @] [[oors userota 3| @] A
ROl (010 User010 [ “. @ 0014 User014 LL:,IJ @ 2
0011 User011 vy 0015 User015 [@) | 375

@
0012 User012 M@ 0016 User016 Lti‘] @ ‘V

All Persons v | [ALLCLEAR | (KNOWND, } [ SEARCH , )

([ PrevEw | [(@ sED )

0009 User009

ADDRESS

ADVANCED

* Press or to switch the pages.

« Alternatively, you can select the recipient by pressing
the address name box. In such case, if a fax number
and an E-mail address have been registered to the
recipient's address, both of them are selected.

« To cancel the selected recipient, press it again.

recipients you can simultaneously specify is limited to
400.

» To confirm all the selected recipients or delete
unnecessary recipients, press [DESTINATION].
P.69 "Confirming the recipients"”

H Searching for the recipient's fax
number

You can search for the recipient's fax number from the address
book and LDAP server.

» To search for the recipient's fax number from the LDAP
(Lightweight Directory Access Protocol) server, the name of
the LDAP server to be connected is required to be
registered to this equipment in advance. For details of the
LDAP server, ask your network administrator.

1 Press [SEARCH].

|§ FAX STORAGE . SETTNGS , ¥ TEMPLATE , ?
Enter the Address
\\NPUTFAXNo,j\ INPUT @ ,] \DESTlNAmN,J [ OPTION \MONWGR]
8 0001 User001 [@] | ooos Useroos ﬂi‘) [@
SINGLE. {3905 User002 (&) | (@] | oo0e Useroos @ (@] 1
/
0003 User003 [@1 | o007 Useroo7 [@]| 375
0004 User004 @ 0008 User008 L[i‘] @ ‘Vl
All Persons v ¢ [KNOWN \D,“ SEARCH ,
| @& PREVEW

i JoBSTATUS |

» To display the recipient search menu, press [SEARCH]
while the address list is displayed. Perform this
operation when you want to search the LDAP server.

» To display the group search menu, press [SEARCH]
while the group list is displayed.

2 Press the button of the keyword category
you want to search. Enter the keyword.
Press [SEARCH].

I& FAX STORAGE ,f SETTNGS , f+y TEWPLATE , i 7

Bl | ocaTion  [MFPLOCAL =] !
G R
r‘

‘ FIRST NAME J‘user H CORP. ” ‘
“N| LASTNAME ” H DEPT. ” ‘

| s —
‘ E-MAL ” ‘
b [ cear J [ cance J I SEARCH

» For details of the operation to enter characters, refer to
the Setup Guide.
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» To cancel the entered keyword, press [CLEAR].
* You can search for the desired recipient's fax number
by specifying multiple keywords.

Selecting the LDAP server

To search for the recipient's fax number in the LDAP
server, press the pull-down menu in the recipient search
menu. The list of the LDAP servers is displayed. Press
the LDAP server name you want to search, and then
press [OK].

|§ FAX STORAGE ,fl SETTNGS , 7 TEMPLATE ,

I LOGATION  [DAPOI |

MFP LOCAL

@
LDAPO2 L
LDAP03 aror
(1/
= H DEPT, ”

FIRST NAME

LAST NAME

e |
[
‘ FAXNO. J
=

— ul |

| ceam J‘ CANCEL “ SEARCH

E-MAIL

The search result is displayed. Press the

desired FAX icon (7)), and then press [OK].

STORAGE .M SETTNGS , M 5% TEMPLATE .ﬁ
0

«©

0001 User001 0005 User005 [@
0002 User002 [ ' )2 | | 0006 User006 [@
0003 User003 [ [@] | | o007 Useroo7 [@ ‘ZJ
0004 User004 [@] | | o008 User008 [@] @

| REs=ARCH l

+ Press [A] or [v] to switch the pages. Pressing or

allows you to skip 5 pages.

» Alternatively, you can select the recipient by pressing
the address name box. In such case, if a fax number
and an E-mail address have been registered to the
recipient's address, both of them are selected.

» To cancel the selected recipient, press it again.

* In the memory transmission mode, you can specify
multiple recipients to send the same document at once.
Repeat the recipient selection operation until all the
recipients are selected. For the multi-address
transmission, you can also specify recipients by
combining with other entry methods. The number of
recipients you can simultaneously specify is limited to
400.

» To confirm all the selected recipients or delete
unnecessary recipients, press [DESTINATION].

P.69 "Confirming the recipients"

» If you want to change the results of the search, press
[RESEARCH]. You will be returned to the Step 2
screen. Specify the search string again.

H Confirming the recipients

You can confirm the recipients which you specified or delete
unnecessary recipients.

1

2

Press [DESTINATION].

I& FAX STORAGE ,f sETTNGS ,Jl ¢ TEMPLATE ,Jli 7

Press SEND button or START button.

ERETTIE

‘ INPUT FAX No.,. l‘ INPUT @ .l N ‘ DESTINATION, I OPTION ‘MON\TGRI

| ,{j 0001 User001 ﬁw n-))OS d‘i‘) [@ || «

|EEE 2 User002 0006~ Ser006 LE‘ @ 1
0003 User003 0007 User007 @ ﬁ
0004 User004 L@ 0008 User008 @ EJ
All Persons LI [ALLCLEAR ) (KNOWND, } [ SEARCH )

WS J0BSTATUS |,

The recipient list screen is displayed.

Select the recipient you want to delete, and
then press [DELETE].

STORAGE M SETTNGS .Ml <'» TEMPLATE .ﬁ
2

User001

User015

BB

User002 User016

User003

& [ElE]E

User014

D

| DELSTE

CLOSE

JUBSIAIUS

* Press or to switch the pages.
* Press [CLOSE] to return to the previous screen.

Other transmissions

Bl On-hook transmission

In this mode, you can dial and perform direct fax transmission
without picking up the handset of the external telephone. On-

hook Transmission is available when on the upper right of
the screen is OFF.

1
2

Place the original(s).
P.61 "Handling an original"

Press the [FAX] button on the control panel.
P.60 "Basic procedures"

Press [OPTION] and set the transmission
conditions.
P.64 "Setting the transmission conditions"
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4 Press [MONITOR].

|§ FAX 1 setnes , f ¢ TEMPLATE , 2
ON HOOK TRANSMIT
[NPUT FAX Na,l N | DEST\NAT{ON,J [ opTiON ,J\MONWOR
—
d 0001 User001 o005 User005 ﬁ
L SNGE [o002 User002 /] | ovos User006 ﬁ
= =l
ooos User003 ooo7 User007 375
> | |oo0a User004 0008 User008 [ ‘ v
All Persons v 7 | kNOoWN \D,“ SEARCH |
E & SEND |

» Make sure that you hear the dial tone from the built-in
speaker.
» To cancel the operation, press [MONITOR] again.

(1 Note)

To use the [SEARCH] to specify the recipients, you
must specify the recipient in advance by following the
procedures below. Specify the recipients, and then
press [MONITOR].

Specify the recipients.
P.66 "Specifying the recipient"

(1 Note)

For direct entry, each press of a digital key on the
control panel dials a number. If you make a mistake
when dialing the fax number, press [MONITOR] to cut
the line, and then press it again to redial.

If you specified the recipient with the [SEARCH)], press
[MONITORY], and then [DIAL].

When you hear the answer tone (short high-
pitched tone) through the built-in speaker
indicating the connection has been made
with the recipient’s machine, press [SEND].
P.60 "Basic procedures"”

(1 Note)

* When you hear the other party’s voice answering the
call before pressing [SEND], pick up the handset of the
external telephone. Then ask him/her to perform
operation of the fax reception.

B Off-hook transmission

In this mode, you can pick up the handset of the external
telephone to dial and perform direct fax transmission. Off-hook

Transmission is available when on the upper right of the
screen is OFF.

1
2

Place the original(s).
P.61 "Handling an original"

Press the [FAX] button on the control panel.
P.60 "Basic procedures"”

Press [OPTION] and set the transmission
conditions.
P.64 "Setting the transmission conditions"

Pick up the handset of the external
telephone.

Use the external telephone to dial the fax
number.
P.66 "Specifying the recipient"

(1 Note)

When you use the external telephone to dial, the
machine dials each number you enter. If you make a
mistake when dialing the fax number, replace the
handset to cut the line, and then pick up the handset
again to redial.

When you hear the answer tone (short high-
pitched tone) through the built-in speaker
indicating the connection has been made
with the recipient’s machine, press [SEND].
P.60 "Basic procedures"

(1t Note)

* When you hear the other party’s voice answering the
call before pressing [SEND], ask him/her to perform
operation of the fax reception.

Replace the handset of the external
telephone.

7

H Displaying the preview

Before sending a fax, you can check the image on the touch
panel with this preview function.

1 Press [PREVIEW] on the fax menu.

n

@ FAX

STORAGE .
Press SEND button or START button.

SETTINGS , f<%¢ TEMPLATE ,

[ NPUT FAX No,l\ NPUT @ ,l v | DEST\NATJON,J [ oPT\M\MON\TORj
LSNGLE To0o User0o2 [@] || 005 User006 18 |[@) !
= =l 27
0003 User003 [@] || 0007 User007 [@]| 375
0004 User004 [@] | 0005 User008 @ ‘ A%
All Persons v | [ALLCLEAR | (KNOWND, } [ SEARCH , )
: & rreview IR I

BT JOBSTATUS

» To use the preview function, specify the recipient and
then press [PREVIEW].
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2 Press [SEND]. =
Receiving a Fax
& FAX STORAGE , seTTnGS , fl < TEWPLATE , [l )

Press SEND button or START button.

(I —T G Reception mode
\W}\WJ N [ DESTNATION J OPTION . |[VONITOR)
W (@] | oos Useroos &= This section describes how to receive a fax. Refer to the
sme s002 User002 15) | [@] | s00s Userdos @ || 5 appropriate section for your current reception mode. The
T B L@ o007 User007 [@| 35 reception mode can be set on the ADMIN menu. For details of
IR [ | z2silirtte @|v] the current setting, ask your administrator. Besides the
AlPersons = | (AR (il receiving methods described in this page, there are various
‘ S =0 useful ways to receive a fax. These procedures are described
S & in the following Guide.
[ _JossTAZ |

Advanced Guide

Check the fax image after the preview is ]
displayed. Press [OK] if you send it without M AUTO reception

any change. The fax will then be sent. Faxes are automatically received during an incoming call.
Users do not have to do anything when receiving a fax.

STORAGE .M SETTNGS M <> TEMPLATE ..

o STARTl iton ‘ - Il MANUAL reception

Faxes are manually received by using an external telephone
when you have an incoming call.

Pick up the handset of the external
telephone when you have an incoming call.
If the incoming call is a telephone call, you can start

REPLACEJ‘LW \Ei%aETJ l OPmNJ ‘ CANGEL JI oK talklng n
' 2 If you hear a tone (fax signal) through the
- To send another original, place it on the original glass handset of the external telephone, press
or RADF (Reversing Automatic Document Feeder), the [FAX] button on the control panel.
and then press the [START] button on the control P.60 "Basic procedures"
panel.
 To delete the page being previewed, press [DELETE 3 Press the [ADVANCED] tab, and then press
PAGE]. [MANUAL RECEIVE].
» To replace the page being previewed with another
page, press [REPLACE PAGE]. I& FAX | serrnes L fsy teveiate )
+ To insert another scan before the page being ONHOOK TRANSMIT
previewed, pross INSERT BAGE] I
* Press [OPTION] to change the setting. | o000 | 2 STANDARD

P.64 "Setting the transmission conditions"

8¢

MANUAL
RECEIVE

ADDRESS ADVANCED

JOBSTATUS ,

4 When a message appears indicating that
you can send a fax, press the [START]
button on the control panel and replace the
handset of the external telephone.
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Hl Memory reception

In the following conditions, faxes cannot be printed. If this
happens, received fax data are stored in the memory, and
printing is resumed as soon as this equipment is ready. As the
memory reception function is always enabled, you do not need
to make any setting.

» During copying or printing

» During printing of received copy of the originals

* During printing of lists and reports

* When paper has run out

* When a paper misfeed occurs

*  When toner has run out

Originals and paper

l Acceptable size of paper

A4, B5, A5, FOLIO, LG, LT and ST sized paper are available.
The printing range of each size of paper is as follows: As
shown in the figures below, if an original document contains
any information in the shaded area, it is not printed on the
paper.

Z5mm [ /——— U 5mm
(0.2 inch) (0.2 inch)
225 mm
(0.2 inch)
5 ‘m‘m 5 ﬁ'nm ,,,,,,
(0.2 inch) (0.2 inch) - —h--2- 5 mm
o . (0.2 inch)
5 mm 5mm
(0.2 inch) (0.2 inch)

« Set the paper in the trays. The multi-purpose tray is not
available.

» Regardless of whether or not the Finisher is installed, paper
exits on the receiving tray.

« Trays can be set for fax use only.

l Default setting for RX printing

To print the received fax, the paper with the same width as the
original is used. Depending on the length of the original, “RX
reduction printing” or “Discard printing” (both of them are set to
ON by manufacturer default) are applied.

Advanced Guide

When an original is shorter or the same as the paper
printing area

It is printed in the original size.

When an original is longer than the paper printing
area

It is printed according to the following priority:

* When an original is up to 10 mm (0.4 inch) longer than the
printing area: the part of the originals that exceeds the
paper printing area is discarded.

* When an original exceeds the printing area by more than
10 mm (0.4 inch): the original image is reduced to 75 %
(reduction printing). If the image still cannot be fitted into
the printing area, paper larger than the original is selected.
In case there is no larger paper available, the original is
printed with the image divided.

H Paper priority when there is no same
size paper

When both “RX reduction printing” and “Discard printing” are
set to ON, paper is selected according to the following priority:
1. Paper of the same size as the original

2. Paper larger than the original

(! Note)

*  When the corresponding paper size is not available, in most
cases, the scanned original is printed on paper of a larger
size. However, the sender’s fax machine may reduce the
scanned original to fit the paper size available in the
recipient’s fax machine (this equipment).

» The paper priority varies according to the “RX reduction
printing” and “Discard printing” settings. For details, contact
your dealer.
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CHECKING AND CANCELING THE COMMUNICATIONS

. _ Checking communication status (log)
Checking Communications

You can check the log of fax transmissions and receptions.

Checking reserved transmissions 1 Press [JOB STATUS].

STORAGE SETTNGS , ¢ TEMPLATE , ?

You can check reserved fax transmissions. I& FAX
Enter the Address

Press [JOB STATUS].
T [ o] ]
INPUT FAX No. INPUT | A DESTINATION OPTION , |[MONITOR
& FAX STORAGE ,J] SETTNGS ,J] 7 TEMPLATE , I <) ;-dl e ‘ ) ‘ ) )
Enter the Address 8 o001 Useroot [@] | o005 Useroos 3@
o002 User002 @7 | 0006 User006 LI.:_lJ @ 1
0000 - 0005 User003 [@] | ovo7 User007 @ =
\\NPUTFAXNu,J\ INPUT @ ,J |DEST\NATJON,J [ oepTiON ,J\MON\TORj 0004 User004 [@] | o008 User00s [@] ‘V
| (j 0001 User001 [@] | oo0s User00s ﬁ @ All Persons Y 4 ‘_JKNOWN L2 ‘_}SEARCH L
L SNGLE (4052 User002 [@7 | o008 User006 d_:j [@] 1 RS ‘Wl
0005 User003 [@] || o007 User007 [@ | 315 ADDRESS
0004 User004 [@] | o008 Useroos @ ‘ v 201
All Persons - | A | KNOWN \D,“ SEARCH | 2
: [ &l PREVIEW

2 Select the [LOG] tab, and then press
[SEND] or [RECEIVE].

2 Select [FAX].

BRI 05 STATUS

‘ PRNT ‘ SCAN PRINT SEND RECEIVE SCAN
. > > >
File No ‘ J "bTo ‘ Date,Time ‘ Pages ‘ Status
011 1234567890 \s’ 10,1350 1 | Lined @
012 User002 10,1351 1 Wait
1l CLOSE
013 User003 10,1351 1 Wait —
4 TONER

‘ RESEDg?T\ON l
== — 3 The list of the communication status is
displayed.
* Reserved transmission jobs are listed in the reversed ==

Pross 2] or 2 to i o b
+ Press 4] or [v] to switch the pages.

» To print the list of the reserved transmissions jobs,
pl’eSS [RESERVAT'ON LlST] File No To Date,Time Pages Status -
« » . . 1 User003 10,1528 10K A
. _In the Status” column, the status of each job is T TR e - ]
indicated as follows: 10 | User002 10,1527 1 oK {
Line1: Sending on the 1st line. 2| AEE ) [ = 7]
12 User004 10,1524 10K ‘ v
Network: Reserved for sending via Internet Fax.

Delayed: Reserved with the time to send specified. Il o | I

Wait: Communication is in the standby queue. LI
Invalid: ~ Under standby due to an invalid « Transmissions or receptions are listed in the reversed
department code (Network Fax). For chronological order from top to bottom.
details of Network Fax function, refer to )
the Advanced Guide. * Press or to switch the pages.

» Up to the latest 40 or 120 transmission/reception
records can be listed on the log. The maximum number
can be set on the ADMIN menu. For details of the
operation, refer to the Advanced Guide.
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» To print the log of transmissions or receptions, press

[JOURNAL].
Advanced Guide
* In the “Status” column, the status is indicated as
follows:
OK: Transmission or reception

succeeded.

Transmission or reception failed.
Troubleshooting Guide

4-digit error code:

Registering recipients’ fax numbers to the address
book

To register recipient's fax numbers in the address book
from the send/receive log screen, select a record in the
send or receive log, and then press [ENTRY]. For details
of the registration to the address book, refer to the
Advanced Guide.

(1 Note)

» Fax and E-mail transmissions whose recipients are
specified with direct entry or entry using the LDAP
server can be registered to the address book from the
Send log.

* Polling and E-mail receptions whose recipients are
specified with direct entry or entry using the LDAP
server can be registered to the address book from the
Receive log.

Canceling the Transmission

Canceling the memory transmission

You can cancel the memory transmission during scanning.

l When using the original glass

This section describes how to cancel the memory transmission
when an original is placed on the original glass.

1 When scanning is completed, the
confirmation screen for the next original is
displayed. Press [JOB CANCEL].

STORAGE .M SETTNGS N+ TEWPLATE .

To continue, Place document on glass. And press START or [SCAN].

SCAN PAGE

|
[woscanceL || orron || woernen || & scan |
JUBSIAIUS

If you leave the screen unattended for a period of the
auto clearance setting time (45 sec. by manufacturer
default) after the confirmation screen for the next original
is displayed, a copy of the scanned originals is sent.

The confirmation screen for the deletion is
displayed. Press [YES].

STORAGE .M SETTNGS .M s% TEMPLATE .

£33 AX
| SCANNING

To continue, Place do entonalass And nress START or
ATTENTION

Are you sure you want to cancel job?

YES | NO I

|
| wsoanceL || oeTon || woernsi || @ scan |
JUSSIAIUS

l When using the RADF (Reversing
Automatic Document Feeder)

This section describes how to cancel the memory transmission
when an original is placed on the RADF.

Press the [STOP] button on the control
panel while the originals are being scanned.

Meny SETTING INTERRUPT COUNTER
) ) O
Copy anc oer POWER SAVE
&) 00O
Scan GHL__ UKL MNQ -
EsET
®O®
QOO =
= ®O 6
=
[ AurHenTicaTIoN ©
O am
— O DaTaIN
I e
— —

Scanning is paused.
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The confirmation screen for the next
original is displayed. Press [JOB CANCEL].
STORAGE .M SETTNGS

I FAX N % TEVPLATE .|
SCANNING
To continue, Place document on glass. And press START or [SCAN]

SCAN PAGE

1

|
| osgancer || opron | woerner || @ scan |
JUSSIAIUS

* If you press [JOB FINISH], the scanned originals are
sent.

* If you leave the screen for the next original unattended
for the period of the auto clear setting time (45 sec. by
manufacturer default) after it appears, the memory
transmission is canceled.

3 The confirmation screen for the deletion is
displayed. Press [YES].

STORAGE .M SETTNGS . N+ TEMPLATE .|

B FAX
| SCANNING

To continue, Place doy

[ ATTENTON

Are you sure you want to cancel job?

| No I
|

‘ JOBCANCELJ‘ OPTION J‘ JOB FINISH J‘ o scaN J
JOBSITAIUS

Canceling direct transmissions

YES

You can cancel the direct transmission during scanning.

(! Note)

» Even if you cancel transmission in the direct TX mode, the
part of the original that was scanned before transmission is
canceled has been sent.

Press the [STOP] button on the control
panel while the original is being scanned.

The scanning and transmission are stopped.

Canceling reserved transmissions

You can display the list of the reserved transmissions, and
cancel the reserved transmissions that are in the queue or in

progress.
1 Press [JOB STATUS], and then select the
[FAX] tab.

The list of the reserved transmissions is displayed. This
step is the same as that for checking the reserved
transmission.

P.73 "Checking reserved transmissions"

Select the reserved transmission you want
to delete, and then press [DELETE].

More than one job can be selected.

JOB STATUS ?

e ) o)
File No To Date,Time Pages Status

1234567890 10,1417 1 | Linet
10,14:17

10,14:17

1 Wait
1 | Wait

022 | User002
023 | User003

\ -

RESERVATION
LIST

SUPPLY

SRS  JOBSTATUS ,

In the “Status” column, you can check the status of the
reservation. “Wait” indicates that the data are waiting to
be sent. “Line1” indicates that the data are being sent.
Delayed transmission reservation and polling
transmission/reception can be canceled.

N Menu SETTING INTERRUPT COUNTER G
O O
Copy. e oo POWER SAVE
& 006 ©
Scan GHL_ UKL MNO o
EseT
[0JOJO;
PRINT PQRS_  TUY__ WXYZ @
(GXOXO =
= ® OO
(=) e
Fax AuHENTICATION ©
a 20
— O parain
[/ MR pvDam  Arrewnion ManPowe
— —
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The confirmation screen for the deletion is
displayed. Press [DELETE].

JOB STATUS 2

[ PANT
021 | 1234
Delete OK? i

022 User0| .

023 | User0) —
DELETE | I CANCEL J 1

DELETE CLOSE I
JoBs LOG SUPPLY TONER

JOBSTATUS |
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Viewing Touch Panel for Scan Menu

When you press the [SCAN] button on the control panel, the
SCAN menu is displayed on the touch panel.

 Power |
O\ Mew SETTING INTERRUPT COUNTER
) (O O

POWER SAVE

OPY.
0ee O

(1 Note)

+ If the equipment is managed by the Department
Management or User Management features, you need to
enter a department code or the user information, such as
the user name and password.

& SCAN
Select Menu!!
Press SCAN to start scanning.

{ Eﬁ e-FILINLI

(@ EMAL P, UsB I ’
g, e [ oo | ||

‘ ‘ SCAMSETTWG_I,

h
FLE
b e

2 »

Destination File Name File Format || A, i E\' PREVIEW I77 8
i; :j USB_MEDIA DOC051013 TFF Multi > i

-
3— o
1

\’@ SCAN |17

JOBSTATUS B ¢

1) Message Display Area
Operational instructions and the status of the equipment
are displayed.

2) Function Buttons
Press one of these buttons when you select the scan
function. Pressing one of these buttons displays the set-up
screen specific to the selected scan function.

3) Destination Display Area
The scan jobs are displayed before their performance in
the saving destinations or addresses.

4) Alert Message Display Area
Alert messages are displayed when the equipment needs a
toner cartridge replacement, the waste toner box needs
cleaning, etc. For details on these messages, refer to the
Troubleshooting Guide.

5) Date and Time

6) [JOB STATUS]
Press this button when you want to monitor your copy, fax,
scan, and/or print jobs or view the job logs.
P.90 "Viewing the scan job status"
P.90 "Viewing the scan job log"

7) [SCAN]
Press this button to perform scanning.

8) [PREVIEW]
Press this button when you want to preview your scans.

9) [SCAN SETTING]
Press this button to change scan settings applicable to
“Scan to e-Filing”, “Scan to File”, “Scan to E-mail” and
“Scan to USB”.

10) Scan Settings Display Area
The selected scan settings are displayed.

11) [?] (Help Button)
Press this button for descriptions on each function or button
on the touch panel.

12) [TEMPLATE]
Press this button when you want to use a template.

13)[SETTINGS]
Press this button to display a list of the selected options for
scan settings.

Default Settings

A default refers to a setting selected automatically when you
turn on the equipment, when the equipment wakes up from
Sleep Mode, or when the [RESET] button is pressed on the
control panel. To scan your document, the default settings can
be used as they are whereas pressing [SCAN SETTING]
during the scan operation allows you to select the preferred
settings for each scan job.

Advanced Guide
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The available settings in the scan mode and their factory
defaults are listed in the table below.

Settings Factory Defaults

Color Mode BLACK
Resolution 200 (dpi)
Original Mode TEXT
Rotation 90 (degrees)
Single/2-sided Scan SINGLE
Original Size AUTO
Compress MID
Omit Blank Page OFF
Outside Erase OFF

Range Adjustment 10
Exposure AUTO
Contrast 0
Background Adjustment +0
Sharpness +0
Saturation +0
RGB Adjustment

Red (R) 10

Green (G) +0

Blue (B) +0

To display a list of the selected options for scan settings,
press [SETTINGS].

P.78 "Viewing Touch Panel for Scan Menu"
The default settings can be changed using the [SETTING]
button on the control panel.

Scan to e-Filing

With this function, you can scan originals and store the scans
in e-Filing boxes. You can scan 200 pages per job.

When saving your scans, you can specify a public box or one
of the user boxes. The public box is a pre-defined box and is
used to store documents that any users of the equipment may
need to work with. A user box is one created by the user. If a
password has been set for a user box, you need to enter the
correct password to access it.

The stored data can be printed out any time from the touch
panel. You can also manage the data using the e-Filing web
utility. With the e-Filing web utility, you can create user boxes
and folders, print documents, and even merge several
documents to create a new one.

For instructions on how to store your scans with Scan to e-
Filing, create user boxes, and print e-Filing documents, refer to
the e-Filing Guide.

(! Note)

The maximum capacity in e-Filing differs depending on your
model or operating environment. The total available space
in e-Filing and the shared folder can be checked on the
[Device] tab in TopAccess.

Before saving your scans in a user box, you need to set up
the user box.

» To prevent loss of data, we recommended that you back up
the data saved in the equipment’s hard disk. You can back
up the data with the computer using File Downloader or e-
Filing Backup/Restore Utility.

Delete documents stored in e-Filing when they are no
longer needed.

The Scan to File function sends and stores scans to a shared
folder in the equipment’s hard disk or a specified network
folder. The data stored in the shared folder can be accessed
directly from the computer via a network.

You can scan up to 1000 pages per job until the equipment's
memory is full.

The network administrator has to make settings for storing the
scanned data to the client computers. For details, refer to the
TopAccess Guide.

(1 Note)

The maximum capacity in the shared folder differs
depending on your model or operating environment. The
total available space in the shared folder and e-Filing can be
checked on the [Device] tab in TopAccess.

The shared folder in the equipment’s hard disk can contain
a maximum of 2000 files.

We recommend that you back up the data stored in the
shared folder.

Delete documents stored in the shared folder when they are
no longer needed.

Scanning to files

1 Place the original(s).

2 On the control panel, press the [SCAN]
button to enter the SCAN menu.

 Power |
_\ MEenu SETTING INTERRUPT COUNTER
) O
Copy aBC e POCEBSM
Scan 5@ IKL@ m@
S €
Pamr QRS TUU wavz
QOO ==
FiLING Box
®O % 2
Fax AuthenTicaTion 4
e 2 ()o
—/ ° E:LAJ:V PRINT DATA: ATTENTION Main PHOWEA
3 Press [FILE].
& SCAN SETTNGS , ) 7 TEVPLATE LI 74
Select Menu!!
[Eﬁ e-FLNG ‘J ne |l[@l E—MALI\ (‘) UsB ]

[ fﬂ WSSCAN.l

Destination

‘ SCAN SETTNG _|

File Name File Format

. \ [l PREVEW I

/
o
.

JOBSTATUS
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» To store the scan in the equipment’s shared folder,
proceed to step 4.

» To store the scan in a network folder, proceed to step
5.

(1 Note)

» Storing data in a network folder requires the
administrator to set the equipment configuration. For
details, refer to the TopAccess Guide.

Make sure that [MFP LOCAL] is selected
and highlighted.

. AN SETTNGS Ml ¥ TEMPLATE .
FLE 2

FILE FORMAT SECURITY
MFP LOCAL \\MFPO7317394\FLE_SHARE] ‘ ON |
OFF
: ‘ |
MULTI/SINGLE
[ REMOTE 2 ‘] ‘ ‘
MULTI

[ FILE NAVE ”[)00051013 ‘ [C)
> SINGLE

= e s |

JOBSIAIUS

Proceed to step 9.

 If saving data in a network folder is enabled by the
administrator, you can select 2 file destinations from
[MFP LOCAL], [REMOTE 1] and [REMOTE 2]. If you
select [MFP LOCAL], you can specify a network folder
(REMOTE 1 or 2) as a remote destination. To set a
network folder as a remote destination, proceed to step
5.

4 5 To store the scan in a network folder, press
[REMOTE 1] or [REMOTE 2].

y AN SETTINGS Ml Y TEMPLATE .
FLE 2

FLE FORMAT SECURITY
VFPLOCAL || \\MFP07317394\FLE_SHARE| [ on
TIFF v = = ~
[ REMOTE 1 ” ‘ ! af I
»
MULTI/SINGLE
[ REMOTE 2 »H ‘
MULTI
FLE DOC051013
g [l
[ RESET J[ CANCEL JI oK J ’
JOBSTAIUS

« If the selected remote destination (REMOTE 1 or 2) is
configured by the administrator so that you can specify
a desired network folder, the screen for setting up the
remote destination is displayed. Proceed to step 6.

 If the selected remote destination (REMOTE 1 or 2) is
already defined by the administrator so that the scan is
saved in a specified network folder, pressing the button
does not display the screen for specifying the file
destination. In this case, you cannot change the file
destination. Proceed to step 9. If you need to change
the remote destination, ask your network administrator
for help.

+ If saving data in a network folder is enabled by the
administrator, you can select 2 file destinations from
[MFP LOCAL], [REMOTE 1] and [REMOTE 2].

6 Select the desired file destination from the
list.

1) Select the file destination.
2) Press [OK].

W_ seTTvGs . TEWLATE

NAME PROTOCOL NETWORK PATH
SMB Server 1 ‘Y\computer\file_share
FTP Server 1 ETE user0t\scan

1

e
1
{ 1 ) DRECT \NPUTKJ CANCEL J [ oK
A2 /5

« |f FTP, NetWare IPX, NetWare IP or FTPS is selected
for the file destination, proceed to Step 9.

» If SMB is selected for the file destination, proceed to
Step 7.

+ If your desired file destination has not been registered
in the equipment, press [DIRECT INPUT] and proceed
to Step 8.

7 If SMB is selected for the file destination,
select the folder to be stored.

1) Select the folder to be stored.
2) Press [OK].

AN SETTNGS M % TEMPLATE .
I ADDRESS 2 I

PATH \computer\file_share
O - |
. ||
e
2
all|
(W,
w [ cance J‘ OPEN JI oK
2 fo= o

Proceed to Step 9.
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8 Select a folder for the remote destination.

1)

Select FTP, SMB, NetWare IPX, NetWare IP, or FTPS
as a protocol to transfer the file.

Press [SERVER NAME], [NETWORK PATH], [LOGIN
USER NAME], [PASSWORD] and/or [COMMAND
PORT] and specify the file destination.

Finally, press [OK].

Fﬁﬂ_ sernes N TowATE

PROTOCOL

‘ SERVER NAME J‘mm?otm ‘
'
‘ NETWORK PATH ] user01\scan ‘
[ =m J >
[ Notwaro Px J ‘ LOGIN USER NAME J user01 ‘ |
[ Netware P ] — “ ,,,,,,,,,,,,,,,,,,,,,,,,,,,, ‘
»

‘ g 1 ‘ COMMAND PORT »J ‘, ‘ I
3730 =

[SERVER NAME] (FTP, NetWare IPX, NetWare IP, and
FTPS only)

When you select [FTP]:

Enter the IP address of the FTP server. For example,
to transfer the scanned data to “ftp://10.10.70.101/
userO1/scan/,” enter “10.10.70.101” in this box.

When you select [NetWare IPX]:

Enter the name of the NetWare file server or the Tree/
Context (when NDS is available).

When you select [NetWare IP]:

Enter the IP address of the NetWare file server.
When you select [FTPS]:

Enter the IP address of the FTP server. For example,
to transfer the scanned data to “ftps://10.10.70.101/
userO1/scan/,” enter “10.10.70.101” in this box.
[NETWORK PATH]

When you select [FTP]:

Enter the path to a folder in the FTP server where you
want to store the scanned data. For example, to
transfer the scanned data to “ftp://10.10.70.101/
userO1/scan/,” enter “userO1\scan” in this box.

When you select [SMB]:

Enter the network path to the folder where you want to
store the scanned data.

When you select [NetWare IPX] or [NetWare IP]:
Enter the path to a folder in the NetWare file server
where you want to store the scanned data. For
example, to transfer the scanned data to the “sys\scan”
folder in the NetWare file server, enter “\sys\scan” in
this box.

When you select [FTPS]:

Enter the path to a folder in the FTP server where you
want to store the scanned data. For example, to
transfer the scanned data to “ftps://10.10.70.101/
user01/scan/,” enter “user01\scan” in this box.
[LOGIN USER NAME]

When you select [FTP]:

Enter the log-in user name for the FTP server if
required.

When you select [SMB]:

Enter the user name to access the network folder if
required.

When you select [NetWare IPX] or [NetWare IP]:
Enter the log-in user name for the NetWare file server if
required.

When you select [FTPS]:
Enter the log-in user name for the FTP server if
required.

+ [PASSWORD]
When you select [FTP]:
Enter the log-in password for the FTP server if
required.
When you select [SMB]:
Enter the password for accessing the network folder if
required.
When you select [NetWare IPX] or [NetWare IP]:
Enter the log-in password for the NetWare file server if
required.
When you select [FTPS]:
Enter the log-in password for the FTP server if
required.

+ [COMMAND PORT] (FTP and FTPS only)
Enter the port number to be used for command
execution. By default, a hyphen “-” is entered in this
box, and the port number set by the administrator is
used. Change the entry in this box only when you want
to use another port number.

* Pressing each button displays an on-screen keyboard.
Enter each item using the keyboard and digital keys,
and then press [OK] to set the entry.

+ To store files in [SMB], enter the network path, login

user name and password then LI:__J press, so that you
can select the folder.

9 Define the settings for the new file as

required.

1) Press [FILE NAME] and change the file name.

2) Select an option for each of the FILE FORMAT,
MULTI/SINGLE PAGE and/or SECURITY settings.

3) Finally, press [OK].

4 AN SETTNGS .M ¥» TEMPLATE .
FILE [

FILE FORMAT SECURITY

MFP LOCAL \\MFPO7317394\FILE_SHARE| | ON
:J TIFF b —
REVOTE 1 | J11101070101\user01\scari - |

MULTI/SINGLE

I REMOTE 2 »I ‘
.
FILE NAME DOC051013
l 'H ‘ 9] SINGLE

D — ! |
[ reser ) m&:ﬂ oK
Wss 3/

*To clear the settings, press [RESET].

+ [FILE NAME]
Pressing the button displays an on-screen keyboard.
Change the file name using the keyboard and digital
keys, and then press [OK] to set the entry. The file
name can consist of a maximum of 128 characters.
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*Pressing @J adds a meaningful number, such as
date and time, to the file name. The number is
assigned according to the format selected for the
Date Format setting, which is available for the
administrator on TopAccess. For details, refer to the
TopAccess Guide.

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

FILE FORMAT

[PDF] — Press this button to store your scan as a PDF
file.

[TIFF] — Press this button to store your scan as a
TIFF file.

[XPS] — Press this button to store your scan as an
XPS file.

[SLIM PDF] — Press this button to store your scan as
a slim PDF file. This option is suitable when minimizing
the file size is more important than the image quality.
This option is available only when [FULL COLOR] or
[GRAY SCALE] is selected for the color mode setting.
[JPEG] — Press this button to store your scan as a
JPEG file. This option is available only when [FULL
COLOR] or [GRAY SCALE] is selected for the color
mode setting.

*XPS files are supported only by the following
operating systems:
- Windows Vista
- Windows 7
- Windows Server 2008 SP1 or later versions
- Windows XP SP2 or later versions with .NET
Framework 3.0 installed
- Windows Server 2003 SP1 or later versions with
.NET Framework 3.0 installed
«If the forced encryption setting is enabled, PDF is the
only available file format.

MULTI/SINGLE PAGE

[MULTI] — Press this button to store your scan as a
multiple page file. When you scan several pages, the
equipment stores all the pages as a single file.
[SINGLE] — Press this button to store your scan as a
single file for each page. When you scan several
pages, the equipment stores each page as a separate
file.

SECURITY

When PDF is selected for the file format, you can
decide whether or not to encrypt the PDF file. To
encrypt the PDF file, press [ON]. For further
instructions on how to encrypt PDF files, see the
following Guide:

Advanced Guide

10 Press [SCAN].

& SCAN
Select Menu!!
Press SCAN to start scanning.

fﬁ e-FLNG J *  AE |

SETTNGS , <7 TEWPLATE , [l

@ E-MAL J

(‘/3 UsB ]

| SCANSETTNG ,

File Format
TIFF Multi

File Name
DOC051013

Destination
1 *, \110.10.70.10 f\user0f\scan)

‘ A PREVEW

1 ’ & _ SCAN

ATUS

» To scan 2-sided documents or change settings such as
Color Mode and Resolution, press [SCAN SETTING].

* Press [PREVIEW] and then [SCAN] to preview your
scans.

* You can select and set [e-FILING], [E-MAIL] or [USB]
as another scan function. (Dual Agents)

11 If the screen below appears, place another

original on the original glass and press
[SCAN] or the [START] button to continue
scanning. To finish the job, press [JOB
FINISH], followed by the [RESET] button.

SETTNGS M 5% TEMPLATE .

AN
SCANNING
To continue, Place document on glass. And press START or [SCAN]

SCANPAGE

|

‘ JOBCANCELJ‘SCANSETT\NQJ‘ JOB FINISH J‘ & scaN j

JOBSIAIUS

» The above screen is not displayed under the following
conditions:

- You scan the original from the Reversing
Automatic Document Feeder without pressing
[CONTINUE] to scan additional originals.

- A scan preview is displayed.

» To cancel the operation, press [JOB CANCEL].
» To change the scan settings, press [SCAN SETTING].
Advanced Guide

(! Note)

* When the equipment has scanned more than 1000
pages in a job, the “The number of originals exceeds
the limits. Will you save stored originals?” message
appears. If you want to save the scans, press [YES].

* When the temporary workspace is full on the
equipment’s hard disk, a message appears and the job
is canceled. The available workspace can be viewed
on the TopAccess [Device] tab.
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* If the number of jobs waiting to store scans in the
equipment's hard disk exceeds 20, a message appears
to indicate that the equipment’s memory is full. In this
case, wait a while until memory becomes available
again or delete unnecessary jobs from [JOB STATUS].
P.90 "Viewing the scan job status"

Scan to E-mail

With this scan function, you can send your scans to a specified
e-mail address as an attached file.

The mail server and the domain name server are set by the
administrator. For details, refer to the TopAccess Guide.

Scanning to e-mail

Place the original(s).

On the control panel, press the [SCAN]
button to enter the SCAN menu.

B
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Press [E-MAIL].

& SCAN

SETTINGS , f <%¢ TEMPLATE ,

(@], EwaL ”(’) Uss |

File Name

?

Select Menul!

’a o FLNG J’ zJ FLE J

’ L;‘D WS SCAN |

Destination

| ScANSETTNG '|

File Format

‘[I\ PREVEW. |

1
-

JOBSTATUS ,

If the User Authentication for Scan to E-mail setting is
enabled by the administrator on TopAccess, the
AUTHENTICATION screen is displayed. In this case,
proceed to step 4.

If the User Authentication for the Scan to E-mail setting
is disabled by the administrator, proceed to step 5.

* Press [PREVIEW] in this step and then select the scan
function in order to preview your scans at the end of
the operation.

On the AUTHENTICATION screen, complete
the user authentication.

1) Press [USER NAME] and enter the user name.

2) Press [PASSWORD] and enter the password.

3) Finally, press [OK].

7 AN
AUTHENTICATION PASSWORD

Key in the user name and password Press OK.

‘ USER NAME AU’S‘QVNEMSOKM |

P

* Pressing each button displays an on-screen keyboard.
Enter each item using the keyboard and digital keys,
and then press [OK] to set the entry.

(1t Note)

» The above screen is displayed only when the User
Authentication for Scan to E-mail setting is enabled on
TopAccess by the administrator. If this screen is
displayed, you must enter your user name and
password to log in to the SCAN TO E-MAIL screen. For
the user name and password, ask your network
administrator.

5 Press [TO].

y JAYAN SETTINGS B &> TEMPLATE
E-MAL 7

SECURITY

[ o

oFF

FILE FORMAT
‘ O ‘ ‘

‘j PPDF v
B — -

A\

| sumEcT J‘Scanneavrommwwq ISR .
= =
- —_—
FLENAME _ |DOC051013 =) | ShaE 3 |
EET o ST
\FNW'

JOBSTATUS

»)



BASIC OPERATION

6 Specify the e-mail address(es) that you

want to send to.

1) Press [INPUT @].

2) Enter an e-mail address using the keyboard and
digital keys, and then press [OK] to set the entry.

3) Finally, press [OK].

user0i@example.com

[ ™m

; 1 );ero(li 0005 User005 r

| SNGLE [P User002 0006 User006 1 I
0003 User003 0007 User007 3/75
0004 User004. 0008 User008 7
|All Persons LI [ ALL GLEAR ) [KNOWNTD, } [ SEARCH , ]

[¢ =0 ][ CANGEL JI oK
wesk 2/,

You can specify e-mail addresses in various ways. For
details, see the following Guide:
Advanced Guide

* The entry in the FROM ADDRESS box (— step 9) may
already be set by the administrator on TopAccess.
(Refer to the TopAccess Guide for descriptions of the
E-mail Setting and/or the User Authentication for Scan
to E-mail setting.) In this case, you can start sending
your scans by specifying the e-mail address(es) and
then pressing [SEND] or the [START] button.

Press [SUBJECT] and [BODY] and enter
each item.

SETTNGS . M . TEMPLATE

y AN 2
E-MAL B

FILE FORMAT SECURITY
TO .J ‘userm@examp\e com ‘

\

o I
= -
BEE | |
\

\
\

—

VULTI/SNGLE
SUBECT , | soamed romwpo7o] [ 2
BODY J‘ ‘
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A
| meser J‘ CANGEL JI oK J

JOBSTATUS

» To clear the settings, press [RESET].

* Pressing each button displays an on-screen keyboard.
Enter each item using the keyboard and digital keys,
and then press [OK] to set the entry. The maximum
number of characters allowed for each box is as
follows:

- [SUBJECT]: 128 characters
- [BODY]: 1000 characters

» To add another contact, press [CC] or [BCC] to add the
E-mail address of the contact.

* When the e-mail is sent, the date and time are
automatically added to the subject.

* The administrator can change the body text. For
details, refer to the TopAccess Guide.

* Pressing @_J adds a meaningful number, such as date

and time, to the subject. For details, refer to the
TopAccess Guide.

If necessary, make the following settings
for the attached file.

1) Press [FILE NAME] and change the file name.
2) Select an option for each of the FILE FORMAT,
MULTI/SINGLE PAGE and/or SECURITY settings.

3) Finally, press .

SFTTNGS . M <. TEMPLATE

s AN 2
E-MAL 2

FLE FORMAT SECURITY
‘ TO .J ‘userm@examp\e com
| ol
= ¥
oFF
| 8o .J‘ y |
g MULTI/SINGLE =
| suBcT .J‘Swnnwvrcmwpmq 2
:
[ soov |
p— ‘ SNGLE I
‘ FILE NAVE _J‘DOCOSiOﬂS @ “v I
@ RESET J‘WJ ok ’
WEs\3 /.

+ [FILE NAME]
Pressing the button displays an on-screen keyboard.
Enter the file name using the keyboard and digital
keys, and then press [OK] to set the entry. The file
name can consist of a maximum of 128 characters.

*Pressing ‘Q_J adds a meaningful number, such as
date and time, to the file name. The number is
assigned according to the format selected for the
Date Format setting, which is available for the
administrator on TopAccess. For details, refer to the
TopAccess Guide.

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

* FILE FORMAT
[PDF] — Press this button to store your scan as a PDF
file.
[TIFF] — Press this button to store your scan as a TIFF
file.
[XPS] — Press this button to store your scan as an
XPS file.
[SLIM PDF] — Press this button to store your scan as
a slim PDF file. This option is suitable when minimizing
the file size is more important than the image quality.
This option is available only when [FULL COLOR] or
[GRAY SCALE] is selected for the color mode setting.
[JPEG] — Press this button to store your scan as a
JPEG file. This option is available only when [FULL
COLOR] or [GRAY SCALE] is selected for the color
mode setting.
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*XPS files are supported only by the following
operating systems:
- Windows Vista
- Windows 7
- Windows Server 2008 SP1 or later versions
- Windows XP SP2 or later versions with .NET
Framework 3.0 installed
- Windows Server 2003 SP1 or later versions with
.NET Framework 3.0 installed
«If the forced encryption setting is enabled, PDF is the
only available file format.

* MULTI/SINGLE PAGE
[MULTI] — Press this button to store your scan as a
multiple page file. When you scan several pages, the
equipment stores all the pages as a single file.
[SINGLE] — Press this button to store your scan as a
single file for each page. When you scan several
pages, the equipment stores each page as a separate
file.

+ SECURITY
When PDF is selected for the file format, you can
decide whether or not to encrypt the PDF file. To
encrypt the PDF file, press [ON]. For further
instructions on how to encrypt PDF files.

Specify the following items as required, and
then press [OK].

AN SETTNGS . Ml <% TEMPLATE ‘ﬁ

FRAGVENT MESSAGE SIZE(KB) A
NONE v
[FROM ADDRESSJ ‘Mip@examp\e com 2
5
2
i FROM NAME ”MFP ‘ 2
[ RESET J[ CANCEL JI oK ’

JOB S

+ FRAGMENT MESSAGE SIZE (KB)

Select the size of message fragmentation. If the size of

the attached file exceeds that selected here, the
equipment transmits the file by dividing the data into
smaller blocks.

(1 Note)

 If the data size of the e-mail exceeds the maximum
allowed for transmission, the attached file will not be
sent. The maximum data size for e-mail transmission
can be set by the administrator on the TopAccess
SMTP Client page.

+ [FROM ADDRESS]
Press this button to edit the sender’s e-mail address.
You cannot edit the box if the administrator sets the
sender’s e-mail address so that it cannot be edited.
* [FROM NAME]
Press this button to edit the sender’s name.

* Pressing [FROM ADDRESS] or [FROM NAME]
displays an on-screen keyboard. Enter each item using
the keyboard and digital keys, and press [OK] to set
the entry.

* You can start sending your scans on the above screen
by pressing the [START] button on the control panel.

10 Press [SCAN] or the [START] button.

& SCAN

Select Menu!!
Press SCAN to start scanning.

‘E‘ﬁ e-FLNG J‘ = BE ]
» - »

SETTNGS ,  {¢ TEMPLATE , ?
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o
‘ SCANSETTNG |

File Name
DOC051013

File Format
PDF Multi

Destination
gy User0 1@example.com

| @ PREVEW
-

» To scan 2-sided documents or change settings such as
Color Mode and Resolution, press [SCAN SETTING].

* Press [PREVIEW] and then [SCAN] to preview your
scans.

* You can select and set [e-FILING], [E-MAIL] or [USB]
as another scan function. (Dual Agents)

11 If the screen below appears, place another
original on the original glass and press
[SCAN] or the [START] button to continue
scanning. To finish the job, press [JOB
FINISH], followed by the [RESET] button.

; A SETTNGS M <% TEMPLATE .
SCANNING

To continue, Place document on glass. And press START or [SCAN]

SCANPAGE

|

| wsoanceL |[scanserTg) | sosrnsi || @ scan |

JUBSIAIUS

» The above screen is not displayed under the following
conditions:

- You scan the original from the Reversing
Automatic Document Feeder without pressing
[CONTINUE] to scan additional originals.

- A scan preview is displayed.

» To cancel the operation, press [JOB CANCEL].
» To change the scan settings, press [SCAN SETTING].
Advanced Guide

(1t Note)

* When the equipment has scanned more than 1000
pages in a job, the “The number of originals exceeds
the limits. Will you save stored originals?” message
appears. If you want to save the scans, press [YES].
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* When the temporary workspace is full on the
equipment’s hard disk, a message appears and the job
is canceled. The available workspace can be viewed
on the TopAccess [Device] tab.

Scan to USB

The Scan to USB function stores scans to a USB storage
device.

To store data in a USB storage device, the Save to USB Media
setting must be enabled by the administrator. For details, refer
to the TopAccess Guide.

(1 Note)

» USB storage devices must meet requirements below.
However, some USB storage devices may not be used with
this equipment even though the requirements below are
met.

- FAT16 or FAT32 format
- Single-partition (USB storage devices with multiple
partitions are not supported.)

Scanning to USB

1 Place the original(s).

2 On the control panel, press the [SCAN]
button to enter the SCAN menu.

POWER
Menu SETTING INTERRUPT COUNTER
) ) O
Copy anc oer POWER SAVE
® o6 O
Scan GHL__ JKL__ MNO
PO &=
0O =
FILING Box @ @ @ (V)
=
Fax AursenTicaT o ©
ST e (L))o
— DO Darain
[/ MM pyvDwm  Armewnon MAINPoweR
— — o

To store scans in a USB storage device,
connect the device to the equipment and
wait a few seconds.

USB Port
\

LA/

”

AN

~ =

/

USB Storage Device

(1 Note)

» Connect the USB storage device to the USB port.

4 When “Found USB DEVICE.” message
appears on the touch panel, press [USB].

SETTNGS , <7 TEWPLATE , [l

& SCAN

Select Menu!!
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Destination File Name: File Format . ‘D\ PREVIEW.
.

-
.

Found USB DEVICE ¢ { JOBSTATUS ,

(1t Note)

* When you store scans in a USB storage device, never
attempt to remove the device from the equipment until
data transmission is completed. Removing the USB
storage device during data transmission may corrupt
the device.

+ Storing scans to a USB storage device may take a long
time depending on the volume of the scans.

* Press [PREVIEW] in this step and then select the scan
function in order to preview your scans at the end of
the operation.

5 Define the settings for the new file as
required.
1) Press [FILE NAME] to change the file name.
2) Select an option for each of the FILE FORMAT,
MULTI/SINGLE PAGE and SECURITY settings.
3) After the settings are done, press [OK].

y AN SETTNGS oM 5 TEMPLATE .
SCAN TO UsB ?

FILE FORMAT

[ FILE NAME Uoocoswoﬂs ‘ [C)
L = _TIFF > i

MULTI/SINGLE

SECURITY

| snaE |
RESET ] CAMZ,/] oK ‘
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 To clear the settings, press [RESET].

+ [FILE NAME]
Pressing this button displays an on-screen keyboard.
Change the file name using the keyboard and digital
keys, and then press [OK] to set the entry. A maximum
of 128 letters can be used for the file name.
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(2 Note) 6 Press[SCAN]to scan data.
, _I & SCAN g B B2
*Pressing ‘ (O] adds some numbers such as date and SEEeTNiT —

Press SCAN to start scanning.

time to the file name. These numbers can be set in

the format selected in the Date Format setting of the 3 enne J b B ] [@ ena J > “SLJ
TopAccess menu, which can be set by the ‘
administrator. For details, refer to the TopAccess :
Guide. P | SCANSETTNG ,
*The trailing characters in a file name (maximum 74)
umsaeyzj F)e deleted depending on the type of letters - USE,MED‘AD951‘"E“°” Dozg:me T‘Fp“fﬂm 1 (A meven |
d ’ R03 SCAN
+ FILE FORMAT ——
[PDF] — Press this button to store scans as a PDF file.
TIFF] — Press this button to store scans as a TIFF file.
EXPS]]— Press this button to store scans as an XPS file.
[SLIM PDF] — Press this button to store scans as a « To scan 2-sided documents or set Color Mode or
slim PDF file. This option is suitable when minimizing Resolution, etc., press [SCAN SETTING].
the file size is more important than the image quality. « Press [PREVIEW] and then [SCAN] to preview your
This option is available only when [FULL COLOR] or scans.
[GRAY SCALE] is selected for the color mode setting. + You can select and set [e-FILING], [E-MAIL] or [USB]
[JPEG] — Press this button to store scans as a JPEG as another scan function. (Dual Agents)
file. This option is available only when [FULL COLOR]
or [GRAY SCALE] is selected for the color mode 7 If the screen below appears, place another
setting. original on the original glass and press
[SCAN] or the [START] button to continue
scanning. To finish the job, press [JOB
+XPS files are supported only by the following FINISH], followed by the [RESET] button.

operating systems:

- Windows Vista y SCANNI SETTNGS . Ml ¢ TEMPLATE _

- Windows 7 To continue, Place document on glass, And press START or [SCAN] :

- Windows Server 2008 SP1 or later versions

- Windows XP SP2 or later versions with .NET
Framework 3.0 installed

- Windows Server 2003 SP1 or later versions with SRS |
.NET Framework 3.0 installed

«If the forced encryption setting is enabled, PDF is the
only format available. |

« MULTI/SINGLE PAGE ‘ JOBCANCELJ‘SCANSETT\NQJ‘ JOBFINISH J‘ & scAN j
[MULTI] — Press this button to store scans as a — ey
multiple page file. When you scan several pages, the
equipment stores all the pages as a single file.
[SINGLE] — Press this button to store scans as a single
file for each page. When you scan several pages, the
equipment stores each page as a separate file.

+ SECURITY
When PDF is selected for the file format, you can
decide whether or not to encrypt the PDF file. To
encrypt the PDF file, press [ON]. For the details of the
encryption setting, see the following Guide:
Advanced Guide

» The above screen is not displayed under the following
conditions:

- You scan the original from the Reversing
Automatic Document Feeder without pressing
[CONTINUE] to scan additional originals.

- A scan preview is displayed.

» To cancel the operation, press [JOB CANCEL].
+ To change the scan settings, press [SCAN SETTING].
Advanced Guide

(1t Note)

* When the equipment has scanned more than 1000
pages in a job, the “The number of originals exceeds
the limits. Will you save stored originals?” message
appears. If you want to save the scans, press [YES].

* When the temporary workspace is full on the
equipment’s hard disk, a message appears and the job
is canceled. The available workspace can be viewed
on the TopAccess [Device] tab.
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* If the number of jobs waiting to store scans in the
equipment's hard disk exceeds 20, a message appears
to indicate that the equipment’'s memory is full. In this
case, wait a while until memory becomes available
again or delete unnecessary jobs from [JOB STATUS].
P.90 "Viewing the scan job status"

Web Service (WS) Scan

Web Service (WS) Scan uses the functions of Windows
operating systems such as Windows Vista to scan images from
a client computer through the network. Scanning can be
performed through the touch panel operation or from a client
computer running Windows operating systems such as
Windows Vista. The images scanned on the equipment can be
loaded to your client computer and viewed on an application
supporting the Windows Imaging Acquisition (WIA) Scan
Driver.

System Requirements

The WS Scan function is available under the following
environments:
+ OS
Windows Vista / Windows 7 / Windows Server 2008
» Software
Windows Imaging Acquisition (WIA)-compliant applications

Scan Driver Installation

WS Scan uses the WIA Scan Driver included with Windows
operating systems such as Windows Vista. The WIA Scan
Driver is automatically installed to your client computer when
you install client software for Web Service Printing.

(1 Note)

» Toinstall the WIA Scan Driver on a client computer, the Web
Service Scan setting must be enabled by the administrator
on TopAccess. For details, refer to the TopAccess Guide.

* The User Documentation DVD includes the WIA Driver for
users of Windows XP/Windows Vista/Windows 7/Windows
Server 2003/Windows Server 2008. This driver can be used
together with a WIA-compliant application, such as
Microsoft Paint supported by Windows XP or Windows
Vista, to scan images on the equipment and load them to
your client computer.

This guide provides instructions for using the touch panel to
scan images on the equipment. For operational instructions on
the client computers, refer to the documentation that comes
with your WIA-compliant application.

Scanning with Web Service Scan

1 Place the original(s).

2 On the control panel, press the [SCAN]
button to enter the SCAN menu.

 Power |
M Si I C
\ ENU g uvr
CPv aBc oer POWER SAVE
0JOJO)
Scan GHL_ KL MNO
RESET
= D20 €5
_Stop
FILING Box @ @ @ ()
START
EAX UTHENTICATION 4
= Q (e
/ O R PRINTDATA  ATTENTION Mai Power
3 Press [WS SCAN].
& SCAN SETTNGS , fl ¢ TEMPLATE , 7
Select Menu!!
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>
WS SCAN
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‘ SCAN SETTING !

Destination File Name: File Format

‘ [l PREVEW I

.
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JOBSTATUS

Select the client that fits your needs, and
then press [SCAN].

y AN SETTNGS M % TEMPLATE .
WEB SERVICES SCAN ?

‘ Destinations |

USER001-PC A

USER001-PC

USER001-PC 1 |
USER001-PC FAX 1

USER001-PC OCR

‘ CANCEL ” O _SCAN

=

« [f the desired client name is not shown on the screen,
use and to switch between pages.

The following screen is displayed.
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@ copP sTORAGE .M SETTNGS .M <% TEMPLATE .
SCANNING AND TRANSFERRING
Please wait
/5=
=

| CANcEL l

e e ——

JOBSIAIUS

» To cancel the operation, press [CANCEL].

(! Note)

+ If the above screen does not appear, make sure that
the selected client is running.

Using Saved Scan Data

Using scan data saved as e-Filing
documents

You can display a list of the scan data stored in e-Filing and
use it in various ways from the touch panel or with the e-Filing
web utility. For instructions on how to use the data stored in e-
Filing, refer to the e-Filing Guide.

Using scan data saved as files

To access your scans stored in the equipment’s shared folder,
a USB storage device, or a network folder, use the Windows
Explorer search function or the Macintosh Finder.

H Using scans saved in MFP LOCAL

When you select [MFP LOCAL] to save your scans, they are
stored in the equipment’s shared folder named “file_share.”
You can access this folder from a computer running a Windows
OS or Mac OS X 10.3.x or later.

(! Note)

» The equipment’s shared folder cannot be accessed from
Mac OS X 10.2.x or earlier because these versions do not
support SMB.

+ If you access the equipment’s shared folder from Macintosh
OS X 10.3.x or later, connecting to the network from the
Finder displays the SMB/CIFS File dialog box. Enter your
user name and password in the dialog box as required.

Whether your scans are stored directly in the shared folder or
in a sub-folder is controlled by the Local Storage Path setting
on TopAccess. The administrator can change this setting from
the Setup page by clicking the “Save as file” submenu. For
details, refer to the TopAccess Guide.

When scans are sent to a sub-folder:

When the Local Storage Path setting is set to send the scans to
a sub-folder in the path, the equipment automatically creates a
sub-folder. The name of the sub folder depends on how you
operate the Scan to File function.

- 18 Computer
4 EF Network
- 1% ADMIN-PC
o M Wfp-05212915
4 . file_share
. 000-PUBLIC_TEMPLATE_GROUP-2-SCAN_TO_FILE
, 003-User_02-1-SCAN_TO_FILE
, SCAN
 TXFAX
o Printers

The sub-folders created under “file_share” are as follows:

+ “SCAN” — This sub-folder contains files created by the
Scan to File function.

* “000-PUBLIC_TEMPLATE_GROUP-[Template Name]”
— This sub-folder contains files created using a scan
template in the Public Template group.

* “[Group No.]-[Group Name]-[Template Name]” — This
sub-folder contains files created using a scan template in
the User Template group.

The sub-folders are automatically deleted when the folder
becomes empty.

When scans are sent directly to the shared folder:
When the Local Storage Path setting is set to send the scan
data directly to storage, they are stored in the equipment under
the “file_share” folder.

H Using scans saved in USB storage
device

When you select [USB] to save your scans, they are stored in
the USB storage device connected to the equipment.

When you save your scans in the USB storage device, a sub-
folder is automatically created. The name of the sub-folder
depends on how you operate the Scan to USB function.

a8 Computer
- =4 Floppy Disk Drive (A:)
&, Local Disk (C3)
) DVD/CD-RW Drive (D:)
4 e Rermnovable Disk (E:)
. 000-PUBLIC_TEMPLATE_GROUP-7-SCAMN_TO_USE
. 003-User 02-2-5CAN_TO_USBE
. SCAN
- E¥ Metwork

3 Control Panel

+ “SCAN” — This sub-folder contains files created by the
Scan to USB function.

* “000-PUBLIC_TEMPLATE_GROUP-[Template Name]”
— This sub-folder contains files created using a scan
template in the Public Template group.

* “[Group No.]-[Group Name]-[Template Name]” — This
sub-folder contains files created using a scan template in
the User Template group.
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H Using scans saved in network folders
(REMOTE 1/2)

When you select [REMOTE 1] or [REMOTE 2] to store data,
they are stored in the Scan folder automatically created in the
specified network folder. When these data contain a template,
they are stored in a folder that has been specified in the
template setting.

Viewing the Scan Job Status and

Log

The status and log of scan jobs can be viewed on the touch
panel.

(1 Note)

+ If the equipment is managed by the User Management
feature, you need to enter the user information, such as the
user name and password.

Viewing the scan job status

Pressing [JOB STATUS] > [JOBS] > [SCAN] on the touch
panel displays a list of the scan jobs in progress. The jobs can
be deleted if needed.

JOB STATUS ?

PRINT ' FAX SCAN

To / File Name: Agent

Date,Time Pages Status

DOC051013 Save asFile 10,1046 95 | Process

DELETE I

JOBS

JOBSTATUS |

In the list, you can view each job’s destination/file name, agent
(scan function), date and time, number of pages, and current
status. The maximum number of displayed jobs differs
depending on your model or operating environment.

To display the previous or next page, press or . The
number of jobs displayed on a page varies depending on the
equipment used.

To delete jobs, select one on the list and press [DELETE]. You
can select more than one job to be deleted.

To exit from the JOB STATUS screen, press [CLOSE].

Viewing the scan job log

A record of scan jobs can be displayed on the [LOG] tab of the
JOB STATUS screen. To display the record on the touch panel,
press [JOB STATUS] > [LOG] > [SCAN].

IOR STA
SCANLOG 2

To [ File Name Agent Date,Time Pages Status

User020@example.cor | E-mail 10,10:36 10K

DOC051013-001 Store 1o e-Filing 10,10:29 100 | OK =

User001@example.cor |E-mail 10,10:28 0 | 2C65 i
4

DOC051013 Store 1o e-Filing 10,10:28 16 | oK o
User001@example.cor |E-mail 10,10:27 o0 | 2ces ’ v I

[ | | ENTRY | | CLOSE I
JUBSIAIUS

On the [LOG] tab, you can view each job’s destination/file
name, agent (scan function), date and time, number of pages,
and status (job result).

Up to 1000 jobs can be listed.

To display the previous or next page, press or . The
number of jobs displayed on a page varies depending on the
equipment used.

If you want to register an e-mail address on the list to the
address book, press [ENTRY].

Advanced Guide

To exit from the SCAN LOG screen, press [CLOSE].

» For details of the job record displayed on the [LOG] tab,
refer to the TopAccess Guide.

» For details on error codes displayed in the “Status” column,
refer to the Troubleshooting Guide.

» The scan job log can be exported to a USB storage device.
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List of Utilities

List of Utilities

Common Utilities for Windows/Macintosh

You can use the following utilities.
For details, refer to the Utility Guide.

» AddressBook Viewer

+ e-Filing Backup/Restore
* TWAIN Driver

* File Downloader

* Remote Scan Driver

*  WIA Driver

-92.-
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