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HOW TO USE THIS MANUAL

Click a button below to move to the page that you wish to view.
The following explanation assumes that Adobe Acrobat Reader is being used (Some buttons do not appear in the
default state.).
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PART NAMES AND FUNCTION
EXTERIOR
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‘Cortact your desaler or

(1) Return to top page button (4) Return to previously displayed page button
If an operation does not proceed as expected, click this Displays the page that was displayed before the current
button to start over again. page.
(2) Back one page button (5) Title button
Displays the previous page. Displays the page of the title indicated by the button.
(3) Forward one page button (6) Contents button
Displays the next page. Displays the contents of each chapter.

For example, if the current page is part of the printer
chapter, the table of contents of the printer chapter
appears.

If a button does not appear, refer to Adobe Reader Help to display the button.




ABOUT OPERATION MANUAL

This manual explains how to use the MX-M6570/MX-M7570 digital multifunctional system.

Please note

« For information on installing the drivers and software cited in this manual, please refer to the Software Setup Guide.

« For information on your operating system, please refer to your operating system manual or the online Help function.

« The explanations of screens and procedures in a Windows environment are primarily for Windows® 10. The screens may be
different depending on the version of the operating system or the software application.

» The explanations of screens and procedures in a Macintosh environment are based on Mac OS X v10.12 in the case of Mac OS
X. The screens may be different depending on the version of the operating system or the software application.

* Wherever "MX-xxxx" appears in this manual, please substitute your model name for "xxxx".

 This manual contains references to the fax function. However, please note that the fax function is not available in some
countries and regions.

» Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest authorised service representative.

* This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest authorised service representative.

« Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

» Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.

« All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual
The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.
The explanations in this manual assume that a paper drawer is installed on the MX-M7570.
For some functions and procedures, the explanations assume that devices other than the above are installed.

The display screens, messages, and key names shown in the manual may differ from those on the actual machine
due to product improvements and modifications.

Icons used in the manuals

The icons in the manuals indicate the following types of information:

This alerts you to a situation that could result in This explains how to stop or correct an operation.
A death or serious personal injury. This alerts @

you to a situation that could result in personal
injury or damage to properties.

: This alerts you to a situation where there is a This describes a routine work relevant to setting mode.

risk of machine damage or failure.

This supplements function or operation

procedure.
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Output tray (exit tray cabinet)*

Received faxes and printed papers are delivered to this tray.

Automatic document feeder

It automatically feeds and scans multiple originals. 2-sided

originals can be automatically scanned. Both sides of

2-sided originals can be automatically scanned at one time.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Motion sensor

This sensor detects the presence of a person that
approaches the machine, and automatically wakes the
machine from sleep mode (Motion Sensor Mode Only).
USB port (A type)

This is used to connect a USB device such as a USB
memory device to the machine.

Supports USB 2.0 (Hi-Speed).

Operation panel
This panel hosts the [Power] button, [Power Save]
button/indicator, error indicator, [Home Screen] button, main
power button, data notification indicator and touch panel.
Use the touch panel to operate each of these functions.
An NFC touch point area mark also appears.

» OPERATION PANEL (page 1-9)

Keyboard”

Use this as a substitute for the soft keyboard displayed on
the touch panel. When not being used, it can be stored
under the operation panel.

Peripheral device.

N
N
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Exit tray unit (right tray)”
Set this tray as the output tray if needed.
Inner finisher*
This staples paper.
» INNER FINISHER (page 1-165)

Front cover
Open this cover to switch the main power switch to "On"
or "Off" to replace a toner cartridge.

» REPLACEMENT OF TONER CARTRIDGE (page 1-209)
Tray 1
Store paper in this tray. A maximum of 1250 sheets (80
g/m2 (20 Ibs.)) of paper can be loaded.

» LOADING PAPER IN THE TRAY 1/2 (page 1-109)
Tray 3
Store paper in this tray. A maximum of 500 sheets (80
g/m2 (20 Ibs.)) of paper can be loaded.

» LOADING PAPER IN THE TRAY 3/4 (page 1-112)
Tray 4
Store paper in this tray. A maximum of 500 sheets (80
g/mZ2 (20 Ibs.)) of paper can be loaded.

» LOADING PAPER IN THE TRAY 3/4 (page 1-112)
Tray 2
Store paper in this tray. A maximum of 850 sheets (80
g/m?2 (20 Ibs.)) of paper can be loaded.

» LOADING PAPER IN THE TRAY 1/2 (page 1-109)

Equipped standard or not available in some countries and regions. Not available on some models. Contact your dealer or

nearest authorised service representative.
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(14)
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Saddle Stitch Finisher (large stacker)”
This staples and folds paper. A punch module can also
be installed to punch holes in output paper.

» SADDLE STITCH FINISHER (LARGE STACKER) (page 1-184)
Inserter*
Covers and insertion sheets to be inserted into printed
sheets can be loaded.
Using the manual finishing function, you can directly feed
paper into the finisher (large stacker) or saddle stitch
finisher (large stacker) to staple, punch or fold the paper.
Curl correction unit*
This unit corrects curls in printed paper.
Paper pass unit"

Relay between the machine and the finisher, finisher
(large stacker), saddle stitch finisher or saddle stitch
finisher (large stacker).
Tray 5 (MX-LC18)"
Store paper in this tray. A maximum of 3500 sheets (80
g/m2 (20 Ibs.)) of paper can be loaded.

» Large capacity tray (MX-LC18) (page 1-116)
Tray 5 (MX-LC19)"
Store paper in this tray. A maximum of 3000 sheets (80
g/m2 (20 Ibs.)) of paper can be loaded.

» Large capacity tray (MX-LC19) (page 1-117)

Peripheral device.

(15)
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Finisher (large stacker)”
This staples paper. A punch module can also be installed
to punch holes in output paper.

» FINISHER (LARGE STACKER) (page 1-172)
Saddle Stitch Finisher*
This staples and folds paper. A punch module can also
be installed to punch holes in output paper. You can also
perform stapling manually.

» SADDLE STITCH FINISHER (page 1-177)
Finisher*
This staples paper. A punch module can also be installed
to punch holes in output paper. You can also perform
stapling manually.

» FINISHER (page 1-168)
Trimming module*
This trims the excess of saddle-stitched output.

Punch module”
This is used to punch holes in output. Requires a finisher,
finisher (large stacker), saddle stitch finisher or saddle
stitch finisher (large stacker).

Folding unit*
This folds and outputs paper.

Equipped standard or not available in some countries and regions. Not available on some models. Contact your dealer or

nearest authorised service representative.
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The main power switch

Use this switch to turn on the power for the machine.
When using the fax or Internet fax functions, always keep
this switch in the “ | ” position.

» TURNING ON THE POWER (page 1-11)

Toner cartridge

This cartridge contains toner.

When the toner in a cartridge runs out, replace with new
one

» REPLACEMENT OF TONER CARTRIDGE (page
1-209)

Fusing unit
Heat is applied here to fuse the transferred image onto
the paper.

A

The fusing unit is hot. Take care not to burn yourself
when removing a misfeed.

(4)

Right side cover
Open this cover to remove a paper misfeed.

()

)

(6)

(7)

(8)

(4)

(6)

Right side cover release lever
To remove a paper misfeed, pull and hold this lever up to
open the right side cover.

Bypass tray
Use this tray to feed paper manually.
When loading paper larger than A4R or 8-1/2" x 11"R,
pull out the extension guide.
» LOADING PAPER INTO THE BYPASS TRAY (page

™

1-121)

Cover for waste toner box
Open this cover when you need to replace the waste
toner box.

Waste toner box
This container collects excess toner that remains after
printing.
» REPLACING THE WASTE TONER BOX (page
1-212)

A service technician collects replaced waste toner
box.
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AUTOMATIC DOCUMENT FEEDER AND DOCUMENT
GLASS

M
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Document feeding cover
Open this cover to remove an original misfeed.

Original guides

These guides help ensure that the original is scanned
correctly.

Adjust the guides to the width of the original.

Document feeder tray
Place the original.
Place the original with the print side facing up.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Original exit tray
The original is discharged to this tray after scanning.

)

()

(6)

(7)

(6) ™

Original size detector
This unit detects the size of an original placed on the
document glass.

» DOCUMENT GLASS (page 1-133)

Scanning area
Originals placed in the automatic document feeder are
scanned here.
» CLEANING THE DOCUMENT GLASS AND
AUTOMATIC DOCUMENT FEEDER (page 1-206)

Document glass

If you want to scan books or other thick originals that
cannot be fed through the automatic document feeder,
place them on this glass.

» DOCUMENT GLASS (page 1-133)
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SIDE AND BACK

(1
(2
3)

4

(1) USB connector (A type)
This is used to connect a USB device such as a USB
memory device to the machine.
Supports USB 2.0 (Hi-Speed).

(2) USB connector (B type)
The machine does not use this connector.

(3) LAN connector
Connect the LAN cable to this connector when the
machine is used on a network.
Use a shielded LAN cable.

* Optional

)
(6)

(4) Service-only connector

Connecting a cable to this connector may cause the
machine to malfunction.

Important note for service technicians:

The cable connected to the service connector must be
less than 3 m (118") in length.

@ This connector is for use only by service technicians.

(5) Extension phone socket (TEL)*
When the fax function of the machine is used, an
extension phone can be connected to this socket.

(6) Telephone line socket (LINE)*
When the fax function of the machine is used, the
telephone line is connected to this socket.

(7) Power plug
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OPERATION PANEL

This section describes the names and functions of the respective parts of the operation panel.
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(4)
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Data notification indicator
The indicator lights solidly or blinks to indicate the status
of a job.
When the Exit tray unit (right tray) is used for output, this
blinks until the output is removed.
» DATA NOTIFICATION INDICATOR AND ERROR
INDICATOR (page 1-10)

IC card reader holder
Place an IC card reader here when IC cards are used for
user authentication.

Error indicator
Lights solidly or blinks to indicate the status of the error.
» DATA NOTIFICATION INDICATOR AND ERROR

INDICATOR (page 1-10)

Touch panel
Messages and keys appear on the touch panel display.

Operate the machine by directly tapping the displayed keys.

» TOUCH TYPES (page 1-12)

Main power indicator
This lamp lights up when the machine's main power switch
is in the “ | ” position.
Blinks green during the time that the [Power] button does
not operate immediately after the main power switch is
switched on.
Blinks green while print data is being received.

» TURNING ON THE POWER (page 1-11)

(6)

7

®)

9)

l ) o
- )

[Power] button

Use this button to turn the machine's power on and off.
» TURNING ON THE POWER (page 1-11)

[Power Save] button/indicator

Use this button to set the machine to Sleep mode for
energy saving.

[Power Save] button blinks when the machine is in Sleep
Mode.

» AUTO POWER SHUT-OFF MODE (page 1-32)

[Home Screen] key
Use this button to display the home screen.
» HOME SCREEN (page 1-16)

NFC touch point area
You can easily connect a mobile device to the machine
by touching the mobile device.

» CONNECTING BY NFC (page 1-91)

[Home Screen] key
0 Use your finger to touch the [Home Screen] key.

If you use a pen or other tool to touch the key, it may not operate properly.

Risk of malfunctioning if you use with jewelry or other accessories.
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‘ You can change the angle of the touch panel.

DATA NOTIFICATION INDICATOR AND ERROR INDICATOR

The data notification indicator and the error indicator lights solidly or blinks to indicate the status of the machine.

Error indicator (red) Data notification indicator (green)
Pattern 1 Pattern 2 Pattern 3

Solidly Errors that do not stop machine Job in progress, such Ready state or other An original has been

operation, such as almost out as paper feeding or state where jobs can placed in the

of toner. output. be accepted. document feeder
Blinks Errors that stop machine A fax is being received

operation, such as misfeeds When the exit tray unit (right tray) is used for output, this blinks until the output

and out of toner. is removed.
On/Blinking Blinking Priority Blinking Priority Blinking Priority On Priority
Priority

* To set the status indicated by the data notification indicator
In "Settings (administrator)", select [System Settings] — [Common Settings]] — [Device Control] — [Data Indicator Setting].

* To set the error indication
Set in "Settings (administrator)" - [System Settings] - [Common Settings] - [Device Control] - [Error Light Setting].

1-10
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TURNING ON THE POWER

This section describes how to turn on/off the machine's power and how to restart the machine.
Operate two power switches: the main power switch inside the front cover, located in the lower left corner, and the
[Power] button on the operation panel.

Turning on the power

« Turn the main power switch to the " | " position.
* When the main power indicator lights in green, press the [Power] button.

Turning off the power

Turn off the power by pressing the [Power] button, then turn the main power switch to the "(1)" position.

Restart the machine

Turn off the power by pressing the [Power] button and then press it again to turn on the power.

[Power] button

= &)
@w

Main power indicator

|
A
e

The main power switch

switch to the " (D position.

In a sudden case of main power outage, turn the power for the machine back on and then turn it off in the correct order.
If the machine is left for a long time with the main power having been turned off prior to the [Power] button being turned off,
abnormal noises, degraded image quality or other problems may result.

@ * When turning off the main power switch, press the [Power] button on the operation panel and then turn the main power

* Turn off both the [Power] button and the main power switch and unplug the power cord if you suspect a machine failure, if
there is a bad thunderstorm nearby, or when you are moving the machine.

« If the fax function will be used, and in particular if reception or timer transmission will take place at night, do not turn the
‘ main power off.

* When using the fax or Internet fax function, always keep the main power switch in the " | " position.

* In order for some settings to take effect, the machine must be restarted. In some states of the machine, restarting with the
[Power] button may not make the settings take effect. In this case, turn off the main power switch and then turn it on again.

1-11
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TOUCH PANEL
TOUCH TYPES

In addition to tapping, equivalent to conventional touching, the touch panel of the machine can be operated by long

touching, flicking and sliding.

Operation types

Others

Tapping

Touch the panel with your
finger and then lift it quickly.
Use this method to select a
key, tab or check box.

Sliding

Slide the scroll bar (with your
finger touching the panel) to
scroll up and down a list with
a large number of items.

UNE
ob Status
. Send as well as pnnt

Data in Folder

I Call Eco Pmm

Long touching

Touch the panel with your
finger and hold it for a while.
Keep holding (long touching)
it on the action panel or
characters in the text box to
display characters in a
balloon.

Double tapping

Touch the screen twice. Use
this operation to enlarge the
image in the preview.

Flicking
Flick the panel to scroll a
preview image quickly.

Pinch

Touch the screen with two
fingers and move them
toward each other. This is
used to reduce the browser
and preview display.

Dragging

Drag (slide your finger
touching the panel in a
random direction) to replace
a page in the original during
preview.

Spread

Touch the screen with two
fingers and move them away
from each other. This is used
to enlarge the browser and
preview display.
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Operation on respective screens

Key (tapping)

A. Tap to select an item. The selected key turns into a different colour.

B. Tap numeric keys to enter numbers.

C. Tap to increase or decrease the value. Long touching causes the value to be increased or decreased until you stop
touching.

D. Tap to enter a checkmark » and enable the setting.

E. Tap here to close the screen.

Others m e
Margin Shift (E) m | -

List (tapping, sliding and flicking)
A. Tap to select an item. The selected item turns into a different colour.
B. Slide the bar up and down.
It appears when the item does not fit in the screen.
C. Flick the key upwards or downwards. The item scrolls up or down.

Address ( A) E m » Sending History

~ Call by Search Number

1

J Call Search Number
( B ) |4 Add New

I
| Send Same Image
' as Fax Address

Category 0
Category 1

Category 2

Category 3 Print Individual List

Category 4

Category 5

Category 6

Slider (sliding)
A. Slide the knob from side to side.

Others Original
» Change Size/Direction.
~ Erase
Background Adjustment m Eraso Shadow Around.

Adjust Original Background Darkness. Sharpness

(A) Adjust Outline of Image
e
= o |

Touch [+] darken background.
Touch [ erase background.
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Tab (tapping)
A. Tap a tab to switch what is displayed.

2-Sided Copy

Background Adjustment

Image Orientation

|Blank Page Skip
Skip Blank Page in Original

Copy Ratio

Preview screen (Double tapping/ Pinch/ Spread)
A. When a preview screen is "pinched", the screen image is reduced. When "spread", the image is enlarged.

When "Double tapping", the image is also enlarged.

= [ 'Send as well as print
(A) "» ! 5
Quick File
1 [ sire bt Tomporay
File
Store Data in Folder

A4
Scan Original Again
:‘Ewi\hout change Settings
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TAP OPERATION SETTINGS

You can configure settings for tap operation on the touch panel in “Settings (administrator)” — [System Settings] —
[Common Settings] — [Operation Settings] — [Condition Settings] — [Key Operation Setting].

Key Operation Setting

Keys Touch Sound

Controls the key touch sound level, or turns the sound off.

Make Key Touch Sound at Default Setting

When you specify the exposure in the exposure adjustment screen of each mode, a bleep sounds three times when the
reference value is reached.

Screen in which setting is effective Initial value

Ratio setting screen in base screen of copy mode Ratio 100%

Exposure setting screen in base screen of copy mode

Exposure adjustment screen in base screen of fax, Internet fax, and network scanner

modes Exposure level: 3 (medium)

Exposure adjustment screen for Scan to HDD in document filing mode

Auto Clear Setting
The time until Auto Clear activates can be set to any number of seconds from 10 to 240 in increments of 10 seconds.
If the machine is not used for the duration of time set here, the auto clear function will clear any settings that have been
selected and return the screen to the base screen of copy mode or the job status screen.
Cancel Timer
This is used to disable the auto clear function.
Key Operation Setting
Time for Accepting Key Entry
This setting determines how long a key in the touch panel must be tapped until the key input is registered. The time
can be set from 0 to 2 seconds in increments of 0.5 seconds.
By lengthening the time setting, key input can be prevented when a key is tapped accidentally. Keep in mind,
however, that when a longer setting is selected more care is required when tapping keys to ensure that key input is
registered.
Disable Auto Key Repeat
This is used to disable key repeat.
Key repeat causes a setting to change continuously not only each time the key is tapped but while a key is tapped.
Time for Accepting Key Entry of Long Touch
Select a time when a long key touch is detected.
Double Tap Interval Setting
Select an interval when a double tap is detected.
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HOME SCREEN

Pressing the [Home Screen] key on the operation panel displays the home screen on the touch panel. The home screen
displays the keys for selecting modes or functions.

Displays the machine's status other than the job
using icons. Displays the time.

» Icon indicating the status of the machine (page

Displays the job in

1-17) progress or waiting with
Tap a mode to change to text or icon.
that mode. _ A
» Changing mode ! 1015 Select functions that can
from the mode display 41 __be utilized in respective
(page 1-19) modes.

Tap the tab, and the list of

Select shortcut keys for —— function keys is

modes or functions. displayed.
» Changing mode » ACTION PANEL
from the Home (page 1-28)
screen (page 1-19 — Switch the pages for
displaying shortcut keys.

CLOUD PORTAL

Use these keys to select
functions that make the
machine easier to use.

oner Quantity Bk
Operation Enlarge Settings Total Count Brightness  Job Status
Guide Display Mode Adjustment

For procedures for adding and deleting shortcut keys, see "U/lI Customize Guide".

* To set the home screen for each "Favourite Operation Group List":
In "Settings (administrator)", select [User Control] — [Favourite Operation Group List] — [Home Screen List].
Perform this setting when user authentication is used.
* To display the External Service Connect shortcut keys:
You can add shortcut keys for the External Service Connect functions (Google Drive, OneDrive, SharePoint Online, Gmail,
Exchange (E-Mail)) to the home screen.
»BEFORE USING THE CLOUD LINK FUNCTION (page 1-84)
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Icon indicating the status of the machine

Icon Machine status Icon Machine status
_ Printer data is being processed. - A USB device is installed.
Printer data is being printed. The field support system is enabled.

Send data exists. Single-byte alphanumeric character entry

Forward error data exists. A data security kit is installed.

=N - RS

Received data exists. Connecting to the access point (Level 4)

Received confidential fax data exists. Connecting to the access point (Level 3)

Received data is held. Connecting to the access point (Level 2)

L L
)]

Received preview data exists. Connecting to the access point (Level 1)

&
a aa

OSA communication is in progress. Not connected to the access point

)

Enlarge display mode is enabled. Bad connection of the wireless LAN device in
the machine”

Eco mode is enabled. Waiting for the access point

A maintenance notification is issued. A LAN cable is not connected.

7|2 =
L @ |m

Remote operation is in progress.

III'I@I-I

* Contact your dealer or nearest authorised service representative.
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Screen Display Settings

You can configure settings for tap operation on the touch panel in “Settings (administrator)” — [System Settings] —
[Common Settings] — [Operation Settings] — [Condition Settings] — [Screen Display Settings].

Enlarge Display Mode

Displays large characters on the screen.
& appears in the system area when Large Character Mode is enabled.

Message Time Setting
The duration of time that messages appear in the touch panel (the time until a message is automatically cleared) can be
set to any number of seconds from 1 to 12.

Language Setting
The language that appears in the touch panel can be changed to any language.

When user authentication is enabled and a display language is specified in the favourite operation group, that setting is given
priority.

Default Display Setting

Set the screen that appears after auto clear and login.

You can select from Easy Copy, Copy, Easy Scan, E-mail, Network Folder, FTP/Desktop, Easy Fax, Internet Fax, Fax,
Print Release, Data Entry, Address Book, Address Book (Easy Scan), Address Book (Easy Fax), Document Filing,
Home Screen, Exchange (E-Mail), Gmail or the Sharp OSA Screen.

The items that can be set vary depending on what peripheral devices are installed.

Display Favorite Menus as Default
You can specify to display the "Favorite" first during mode selection.

Display Action Panel as defaulit.
Specify whether or not to display with the action panel on the screen.

Icon is displayed when LAN cable is not connected.
Show an icon when a LAN cable is not connected.

Display Confirmation Dialog when job is cancelled.
Show a confirmation dialog box when a job is cancelled.

Switch the Number of Sets to be Displayed for Job Status

Set whether the remaining number of sets or the final number of sets is shown in the job status.

Alignment Order of 10-Key

Set whether the numeric keys are arranged in ascending order with "1" in the upper left corner, or "1" in the lower left corner.

Setting Display from Main Unit

Select settings for the path information of the setting destination displayed when setting mode is set on the machine.
Display Current Path

Set whether or not the current setting items are shown in the path information.

Enable link of current path

Set whether the link at the top is enabled.

MFP Display Pattern Setting

Set the background colour of the touch panel. Each time you change patterns, the touch panel image at the bottom of
the screen changes.
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CHANGING MODES

Changing mode from the Home screen Changing mode from the mode display

Press the [Home Screen] key. Tap on the mode display.

= LINE 1 PRINTER
Sharp OSA Job Status

(7

Detail

©
© I

2-Sided Copy Copy Ratio Staple / Punch

= ‘ ' 100% Off

@
-

, HDD

UNE B PRINTER
g [@Sharp OSA
File retrieve .

UNE [ PRINTER
Job Status [ Sharp OSA Job Status
ile retrieve .

-

- Global
E%I?ffl Address Search

CLOUD PORTAL

Preview Auto Set

Tap for any mode desired.

UNE 3 PRINTER
2D [ Sharp OSA Job Status
File retrieve .

@
Detail -

Preview Auto Set

For procedures for editing the home screen, see "U/l Customize Guide".

* Mode Key Display Setting
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]
— [Mode Key Display Setting].

Configure settings for the display of mode keys at the top of the screen.
* Modes to Display

Select the mode keys that you want to display.
* Display Mode Keys on Home

You can enable display of the mode keys in the home screen as well.
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PREVIEW SCREEN

In the preview screen, you can view output images or images stored in the machine using the touch panel.

In Easy mode

Preview

In Normal mode

Keys used in the preview screen

Send as well as print
» P

~ 1 Quick File
|| store Data Temporarily

File
Store Data in Folder

Scan Original Again
A4 Without change Settings

This changes the mode to edit mode.
Pages of the original can be changed,
rotated, or deleted.

This rotates the preview image of whole
page in the arrow's direction. The
printing result is not rotated.

*17*2

This reduces the image.

This displays preview images of
respective pages.

0 EOG

*1,*2 This displays the scroll bar for This displays thumbnails of preview
enlargement/reduction operations. BEH images.
Moving the slider to the left reduces the =|=]=
image, and moving the slider to the right
enlarges the image.
*1,*2 This enlarges the image. *1 This displays pages in a 3D view.

*1 Can also be used in Easy mode.
*2 In Easy mode, this appears when you tap n

* The display position of an image can be moved by dragging it while it is enlarged.
» To enlarge an image, double-tap it when the preview image is displayed by page.

1
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Preview Setting
Configure preview settings and settings such as specifying thumbnail view as the default setting for display of Document
Filing and other files.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Preview Setting].
Received Data Image Check Setting
Select whether or not a preview of received faxes and Internet faxes is shown. This is displayed when a facsimile
expansion kit or Internet fax expansion kit is installed.
Default List/Thumbnail Display
* Fax/I-Fax Reception Data: Select whether the default display format of the received fax/I-Fax
list screen is list or thumbnails.
* File Retrieve of Main Folder/Quick File Folder:  Select whether the default display format of the document filing main
folder and temporary folder screens is list or thumbnails.

* File Retrieve of Custom Folder: Select whether the default display format of the document filing
custom folder screen is list or thumbnails.
* File Retrieve of Direct Print: Select whether the default state of the folder screen for direct print

shows the folders as a list or as thumbnails.

“Fax/I-Fax Reception Data” in “Received Data Image Check Setting” and “Default List Thumbnail Display” can also be set
using [Received Data Image Check Setting] and [Default List Thumbnail Display] in “Settings (administrator)” — [System
Settings] — [Image Send Settings] —[Common Settings] — [Condition Settings] — [Preview Setting].
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Deleting a page

[2 to switch to edit mode.

" Ee St s Tap the page you want to delete, and
Delete the Page tap i

Rotate 180 Degrees
»

Thumk Specify Chapter Inserts

Insert Blank Page

* You can also delete the page by tapping [Delete the Page] on the action panel.
* You can also delete the page by dragging a page to -

Select the location to move. 1 Cancel and Return

~ Erase Specified Range
‘I# Erase Specified Original Area

~ Delete the Page

Move the Page
Rotate 180 Degrees
|

Insert Blank Page

B Tap the [Edit End] key.
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Moving a page

n In the preview screen, tap to switch to edit mode.

<] Tap the page you want to move, and
n | drag @ to move the page.

You can also move the page by tapping [Move the Page] on the action panel and then tap {*! of the destination.

n Tap the [Edit End] key.

Rotating a page

] to switch to edit mode.

2| Tap the page you want to rotate, and

n : | drag @ or @ to rotate the page.

You can also rotate the page by tapping [Rotate 180 Degrees] (Copy mode only) or [Rotate 90 Degrees] (Fax and

scanner mode only) on the action panel.

n Tap the [Edit End] key.
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Setting chapter inserts

When N-Up or 2-Sided is specified, you can move a page marked with |- to the first page.

n In the preview screen, tap [4

to switch to edit mode.

E Tap the page you want to set chapter
n inserts.
7 Tap (=

IL is displayed on the page.

|
T cditEnd |
- -

* You can also set chapter inserts by tapping [Specify Chapter Inserts] on the action panel.
» To cancel the Chapter Inserts setting:

Tap k displayed on the page, or select the page and tap [Cancel Chapter Inserts of Selected Page.] on the action
panel.

n Tap the [Edit End] key.
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Inserting a blank page

n In the preview screen, tap to switch to edit mode.

n e P Tap L, and tap :+! for the location

- into which you want to insert a blank
page.

A

You can also insert a blank page by tapping [Insert Blank Page] on the action panel.

n Tap the [Edit End] key.

Deleting part of the original image

In the preview screen, tap to switch to edit mode.

(e Tap [Erase Specified Range] on the
1) | Erase Specified Original Area .
L | action panel.

Move the Page

Rotate 180 Degrees
M3

fw— Thamboall Thumbesil Thumt Specify Chapter Inserts

Insert Blank Page
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Follow the on-screen instructions to
specify the erase range.
Specify the erase range and then tap the [OK] key.

Erase Specified Range

To delete the image outside the selected range, tap [Reverse Erase Range] on the action panel.

— PP —— On the action panel, select [Apply This
pecifed Range n PogiZOn(oAllPeges. -
n |~;smse Erase Position to All Pages.] or [Apply
- Reverse Erase Range

This Erase Position to This Page.].

As necessary, repeat the steps to specify the erase range and the pages to
which it is applied.

n Erase Specified Range s | Ta p th e [EXit] key .
[

Changing the settings

Tapping the tab on the left of the screen allows you to change the settings.
You cannot tap the keys for functions whose settings cannot be changed.

I' Copies EE 1 Send as wellas print W Address Touch to Input Address . Sending History
A Pro istrati
_ Program Registration I
Register Current Settings (Gl Sz Nty
| Quick File - |Send Same Image
e Temporarly SPecifisd by System.Setings __las FaxAddress
File Quick File
A4 S Dt n Foldr o L stor ot Terporry
Scan Original Again Check Send/Receive
Imgg Without change Settings Status
File
Al a1 | Store Data in Folder
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OPERATION OF FREQUENTLY USED KEYS

Numeric keys

Tap a number to enter it.
To clear the entered number, tap the [C] key.

On the address screen, you can enter characters other than numbers, and a different key layout is provided. You can also
move the cursor by using the [«] and [—] keys. Tap the [C] key to delete one character to the left of the cursor.

[Start] key

Tap to perform a print or send job.

n |

} g

[Cancel Copy] key, [Storing Cancelled] key, [Cancel Scan] key, [Sending
Cancelled] key

Tap to stop copying, printing, or transmission.

@ Cancel Copy

[CA] key

Tap to cancel all settings and restore the initial status in each mode.
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ACTION PANEL

Recommended functions are displayed on the action panel when you configure functions in each mode.

From the action panel, you can configure functions or combine the configured function with a function displayed on the
action panel.

If the action panel does not appear, tap the action panel tab.

Others Booklet

BB Copy Like APamphlet

Original

Erase ﬁ ﬂ Change Size/Direction.

2-Sided Copy

Up

Left Right

Down

Proof Copy

« If too many functions have been configured to be displayed on the action panel, you can slide the panel vertically or tap
¥ and 4 toviewall.
* In enlarge display mode, part of the text on the action panel may not be displayed. To display the whole text, long-touch
the partially hidden key or slide the tab of the action panel to the left.

‘  The functions displayed on the action panel vary depending on the mode or the functions that have been configured.

To always display the action panel
In "Settings(administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]

— [Display Action Panel as default.].

CONFIRMATION SCREEN FOR FAVOURITE MENUS
AND SETTINGS

When you register frequently used functions you have configured for copying or image sending in favourite, you can
quickly call them.

Favourite can be used in normal mode.

Favorite Key Setting

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Favorite Key Setting].

Set the information that appears when favourite keys are tapped in normal mode.

Click the Copy, Scan, Internet Fax, Fax, and Data Entry tabs to configure settings for the favourite key screens shown in
each of the normal modes.

Favorite Key Number

Sets the favourite key number.

The items appear will appear in order on the screen starting from the item that is set in No. 1.

Key Name

Enter a maximum of 20 characters for the favourite key name.

Function Menu

To set functions such as "Other Functions", select the functions from the pull-down menu.

Job Programs

To set a program, select one of the preset programs from the program list.

Not Display

You can hide a set key in the favourite key screen.
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Registering a function in Favourite

Tap Kd.

‘Call Eco Program

n Tap [Edit Favorite] on the action panel.

n Tap the [Register Key] key.

Administrator rights are required.

n Tap the key for the function you want to register.

Calling a function from Favourite

" Send as well as print Ta p . "

= | |Quick Fie

Store Data Temporarily

‘Cell Eco Program

Teree Tap the key for the function you want
i to call.
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» Favourites can be registered or edited only by authenticated users and administrators.

» Unauthenticated users can call and use the favourites registered by administrators.
Settings for calling Favourites and permitting/prohibiting editing can be configured in [User Control] — [Authority
Group List] in "Settings (administrator)".
* To edit favourites, tap i and then tap [Edit Favorite] on the action panel.

Confirmation Screen for Settings

You can display a list of configured functions and check them.
On the initial screen of each mode, tapping [l displays the setting confirmation screen.

" Function Review - Program Registration
I» Register Current Setiings

. A4
Original “Image Orientation : Vertical

Paper Select :Tray 3 A4 Plain 1

2-Sided Copy *2-Sided (Tablet) — 1-Sided

Original Image Type: Text/Exposure:3.0
" Copy of Copy:Off

Exposure
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Eco

ECO FUNCTIONS OF THE MACHINE

These functions help save power consumption by managing operations of sections prone to high power consumption.
The machine provides two power-saving modes.

Function Description Page
AUTO POWER SHUT-OFF If no operations take place, this mode will turn off the power to the operation 1-32
MODE panel and the fusing unit, and makes the machine wait in the lowest power
consumption state.
Although the power-saving rate is higher, the wakeup time is longer.
PREHEAT MODE This mode lowers the temperature of the fusing unit and makes the machine 1-33
wait in low power consumption state.
Compared to Auto Power Shut-Off mode, the power-saving rate is lower, but
the wakeup time is shorter.
In addition to these two modes, using the following functions in conjunction helps reduce even more power
consumption.
Function Description Page
ECO RECOMMENDATION Shows recommended copy/print settings for copy, document filing reprint, 1-33
FUNCTION DISPLAY and direct print.
AS SOON AS THE REMOTE JOB The machine returns from Auto Power Shut-Off and enters Auto Power 1-34
IS FINISHED, ENTER AUTO Shut-Off mode as soon as printing is completed.
POWER SHUT OFF MODE
ECO SCAN The machine is operated with the fusing unit turned off for non-printing 1-37
operations (that do not use the fusing unit) such as fax and image
transmission.
Power ON/OFF Schedule Setting Use this function to set the times for turning the power on and off to reduce 1-39
power consumption.
Specific Date Operation Settings When you must have the machine perform exceptionally many print jobs or 1-40
other special operation on a certain day, you can specify the day as a
"Specific Date" and define an energy saving pattern only for that day.
Toner Save Mode This mode is used to reduce toner consumption. 1-41
MOTION SENSOR This sensor detects the presence of a person that approaches the machine, 1-42
and automatically wakes the machine from sleep mode (Motion Sensor
Mode Only).
Sleep Mode Power Level Select whether priority is given to power saving or wakeup time. 1-36

Mode Settings

The eco function settings are set in a batch. "Custom Mode" and "Eco Mode" are available.
Setting values applied by each mode is as follows.

Function Custom Mode Eco Mode
Preheat Mode Setting 15min. 15min.
Turn off Panel Display during On On

pre-heat mode

Auto Power Shut-Off Timer

Fix transition time.: 45min. (for Europe) Fix transition time.: 45min.
15min. (Except for

Europe)
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Function Custom Mode

As soon as the remote job is finished, On On
enter Auto power shut off mode.

Sleep Mode Power Level Low Power Low Power

Eco Scan On On (All Modes Except Copy)

Each Energy Save settings in System Settings is not applied when Custom/Eco mode is used.

€::L? To set mode settings
t03) "Settings (administrator)" — select [System Settings] — [Energy Save] — [Eco Setting] — [Mode Setting].

AUTO POWER SHUT-OFF MODE

This mode turns off the power to the operation panel and the fusing unit, and makes the machine wait in the lowest
power consumption state.

Auto Power Shut-Off mode will activate when the set duration of time elapses in waiting status without executing a job.
Compared to preheat mode, the power-saving rate is considerably higher but the wakeup time is longer.

The [Power Save] button blinks when the machine is in Auto Power Shut-Off mode.

Auto Power Shut-Off mode is also activated by pressing the [Power Save] button while the [Power Save] button is not lit.
This mode is cleared when print data is being received, fax data is being output, or when the [Power Save] button is
pressed while it is blinking.

_J
( -~ 5 @\
C= [Power Save] button/indicator
@
= =,

A message appears 15 seconds before Auto Power Shut-Off Mode is entered.

To close the message and continue normal operation, tap the [Continue] button.

The message appears again 15 seconds before the end of the extension of normal operation time.

If no action is taken within 15 seconds after the message appears, the machine enters auto power shutoff mode.

To set display of the message:
In "Settings (administrator)", select [System Settings] — [Energy Save] — [Eco Setting] — [Display Message When
Extending Transition Time to Preheat/Auto Power Shut-Off Mode].
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PREHEAT MODE

This mode lowers the temperature of the fusing unit and makes the machine wait in low power consumption state.
Preheat mode will activate when the set duration of time elapses in waiting status without executing a job.

Compared to Auto Power Shut-Off Mode, the amount of energy saved is less and the wakeup time is shorter.

In the preheat mode, the [Home Screen] key is lit and the light goes off for the touch panel and the [Power Save] button.
The touch panel is cleared when it is tapped or the [Home Screen] button is pressed.

ar?? To set preheat mode:
£03) "Settings (administrator)" — select [System Settings] — [Energy Save] — [Eco Setting] — [Preheat Mode Setting].

A message appears 15 seconds before Preheat Mode is entered.
To close the message and continue normal operation, tap the [Continue] button.
If no action is taken within 15 seconds after the message appears, the machine enters preheat mode.

In "Settings (administrator)", select [System Settings] — [Energy Save] — [Eco Setting] — [Display Message When

@ To set display of the message:
Extending Transition Time to Preheat/Auto Power Shut-Off Mode].

ECO RECOMMENDATION FUNCTION DISPLAY

Shows recommended copy/print settings for copy, document filing reprint, and direct print.

Copying

When you change to copy mode (normal mode), the settings recommended for copy mode appear.
Recommended settings: 2-Sided Copy, N-Up, and Image Orientation

Document filing print

When you tap the [Change Setting to Print] in the action panel on the file list screen of document filing, the settings
recommended for this mode appear.
Recommended settings: 2-Sided Print, and N-Up.

Direct print

When you tap the [Change Setting to Print] in the action panel on the file list screen of direct print, the settings
recommended for this mode appear.
Recommended settings: 2-Sided Print, and N-Up.
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AS SOON AS THE REMOTE JOB IS FINISHED, ENTER
AUTO POWER SHUT OFF MODE

Printing or outputting received fax data in Auto Power Shut-Off Timer turns on the power, and then the machine returns
to Auto Power Shut-Off Mode immediately after completing the print job.

Sleep mode Print Sleep mode

Fusing unit is turned  Fusing unit is turned Fusing unit is turned

Printed

=7

N

To set "As soon as the remote job is finished, enter Auto power shut off mode.":
In "Settings (administrator)", select [System Settings] — [Energy Save] — [Eco Setting] — [As soon as the remote job is
finished, enter Auto power shut off mode.].
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Fix transition time.

The Auto Power Shut-Off Timer is fixed. Select [Fix transition time.], and set the transition time in [Auto Power Shut-Off
Timer].
When this setting is enabled, the [Change transition time by time of day.] option is disabled.

Change transition time by time of day.

This function controls the transition to Auto Power Shut-Off mode optimally for each time period by analyzing the use of
the machine based on job logs obtained during a 4-week period.
When this setting is enabled, the [Fix transition time.] option is disabled.

* This does not link to the Power On/Off Scheduling. If both of them are enabled, the Power On/Off Scheduling settings
precede.

» Pages are counted for each paper size separately.

* When the power supply of the machine was off, there was no job during this time.

» The image transfer control settings are not changed.

Transition to Energy Saving and Auto Power Shut-Off modes

Pattern Transition time Average outputs per
hour”
M(.)d(.ﬂ (Job Start After 1 hour 1,000 or more
Priority1)
Mode2 (Job Start After 30 minutes 250 to 999
Priority2)
Modes (Energy Saving |\t 5 minutes 60 to 249
Priority1)
Mc.>dt.a4 (Energy Saving After the minimum time period Up to 59
Priority2)
Low Power : The machine switches to the power saving mode,

but it takes some time to recover.

Fast Wake Up : Compared with Low Power, the power value rises
by a certain degree, but it results in faster -
recovery.

Motion Sensor: This enables switching of power saving modes by
the motion sensor.

Sleep Mode Power
Level

* Factory default setting
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Automatic

This function controls the power optimally for each time period by analyzing the use of machine based on job logs
obtained during a certain time period.

If the machine does not have the 4-week job log information, the machine enters the template2 (Mode3 (Energy Saving
Priority1) between 8:00 and 18:00 hours). Then after that, it enters Mode4 (Energy Saving Priority2).

Manual

You can set a pattern for each time band.

The machine already has the 3-pattern template. The Energy Save pattern can be added to the "Original Eco Patterns 1
to 4".

Three-pattern template

Template Pattern Description of mode
Template 1 AII. Df'ay '!Energy Save The machine runs in the "Mode4 (Energy Saving Priority2)" all the
Priority2 time.
Template 2 8:00-18:00 "Energy Save The machine runs in "Mode3 (Energy Saving Priority1)" between 8:00
P Priority1" and 18:00, and in "Mode4 (Energy Saving Priority2)" at other times.
Template 3 8:00-18:00 "Job Start The machine runs in "Mode1 (Job Start Priority1)" between 8:00 and
P Priority1" 18:00, and in "Mode4 (Energy Saving Priority2)" at other times.

Sleep Mode Power Level

Low Power: The machine switches to the power saving mode, but it takes some time to recover.
Fast Wake Up: Compared with Low Power, the power value rises by a certain degree, but it results in faster
recovery.

Motion Sensor Mode: The motion sensor enables the machine to automatically wake from sleep mode.
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ECO SCAN

Non-print jobs such as sending a scanned original are performed with the fusing unit turned off.

Sleep mode Fusing unit is
turned on

Copy

Print

Fusing unit is
turned off

Fusing unit is
turned oﬂ/’ @

— —C

Image Send
Document Filing

é::? To set Eco scan:
209 "Settings (administrator)" — select [System Settings] — [Energy Save] — [Eco Setting] — [Eco Scan Setting] .

Eco Scan Setting

Eco Scan Setting is used to execute a non-print operation such as image sending and scan to HDD while the fusing unit
is turned Off.
Set "Eco Scan Setting" to [ , and select a mode or screen in which to enable Eco Scan Setting.
The following modes and screens can be set.

* Home Screen

« Copy

* Image Send

* Document Filing

» System Settings

* Sharp OSA

* Manual Finishing
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Energy Saving Pattern List

This function analyzes machine usage and controls entry into auto power shutoff mode based on frequency of use.

If you want to manage machine power by using an energy saving pattern list, select [Manual] in [System Settings] - [Eco
Setting] - [Change transition time by time of day.], and select an Automatic Update Pattern from the pull-down list or one
of Original Eco Patterns 1 to 4.

To automatically analyze machine usage and update the pattern as needed, set Automatic Update Pattern.

Edit Pattern
Set the Original Eco Pattern.

Item Description

Change Pattern Name To change the pattern name, enter the desired name.

Select the stored pattern that you want to base the new pattern on. To copy the settings of

Pattern to Be Modeled a selected pattern, select [Copy the selected pattern.].

Set time periods for machine modes. Select a mode from 1 to 4, and select a day of the

Energy Save Setting week, start time, and end time.

Day of the Week Set Fhe day of week on which you want to enable the mode selected in the Energy Save
Setting.

Start Time/Completing Time Set the period of time during which you want to enable the mode selected in the Energy

Save Setting.
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Power ON/OFF Schedule Setting

The machine operator panel can be turned On or Off at a preset time. Up to three (3) patterns can be set. The "Setting
1", "Setting 2" and "Setting 3" are executed in this sequence if set at the same day of week or at the same clock time.

W o .

ON
oo MR} Lunch break
13:00

ON

18:00 “ Finish time

» The scheduling function does not support the power management settings in the Preheat Mode and Auto Power Shut-Off
Mode.
» The preset power-off time is subject to the following restrictions:

« If the machine is running due to the current job execution or other reasons, the machine is turned off only after the job has
finished.

» The machine cannot receive printer jobs.
» The machine can receive output jobs, such as received fax data outputs.
« If the Time Specified Output of Received Data setting is enabled, they are output next time the machine is turned on.
« If the power management setting is also enabled, the Power On/Off Scheduling settings precede.
« If the same time is specified, settings are applied in the order of "Setting 1", "Setting 2", and "Setting 3".
» The power is not turned off in the following cases:
* "Power Up Auto Clear" is in progress.

» While the optimization of the hard disk is in progress or while a restart is in progress after the setting mode has been
changed.

* The preset power on/off time is within one minute from when the setting is accepted.

iﬁ Setting Power ON/OFF Scheduling Function
£03) In "Settings", select [System Settings] — [Energy Save] — [Power ON/OFF Schedule Setting].
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Specific Date Operation Settings

You can configure a day on which you have high-output printing or want to perform a special operation as the "specific
date" and set a specific energy saving pattern only for that specific date.

"Specific Date" tab

A period of up to 7 days can be set for Specific Date. Set the specific date, energy saving pattern to be applied, and the
operation that takes place if the specific date falls on a non-work day.

Item Description

Date Sett Configure the date on which you want to operate the machine with a specific pattern.
ate Settin
9 Select a day between 1 and 31 in Every Month or from End of Every Month.

. . . Select an energy saving pattern you want to apply.
Applied Energy Saving Operation . . .
Use the "Pattern” tab (page 1-40) to specify the details of the energy saving pattern.

o tion for Holid Configure how the machine operates if the preset specific date falls on a holiday.
eration for Holida
P y Use the "Holiday" tab (page 1-40) to specify the day as the holiday.

« If a specific date that is initially specified coincides with the one that is moved because it falls on a holiday, the setting for
the former takes precedence.

« If specific dates of the same dates are configured, they are used in ascending order between 1 and 7 (specific date
numbers).

"Pattern” tab
This tab is used to configure the details of an energy saving pattern.

Energy Save Operation Select a specific date pattern you want to specify.

Change Pattern Name Enter a pattern name when you want to change the name of a specific date pattern.
Pattern to Be Modeled Select a source pattern when you create a pattern using a stored or preset pattern.
Add new schedule. Add a schedule.

"Holiday" tab
Specify a holiday. The day you specified as the holiday will not be a specific date.

Item Description

. . When you tap this option, the dates and days of the week for the holidays you have set for
Holiday List
two years.
Day of Week Use this option to specify a holiday using a day of the week.
Set Period Use this to specify a holiday using a date.
"Final Registered Time" shows when the holiday that is stored with Set Period was stored.
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DISPLAYING ECO RECOMMENDATION SETTINGS
(ECO RECOMMENDATION FUNCTION DISPLAY)

When the base screen of normal mode is displayed, eco recommendation settings appear.

This function does not operate in easy mode.

To use the eco recommendation function display:
"Settings (administrator)" — [System Settings] — [Energy Save] — [Eco Setting] — [Eco Recommendation Function
Display].

The displayed functions are as follows.
 2-Sided Copy »page 2-15 * Image Orientation® page 2-28
* N-Up »page 2-55

Toner Save Mode

This mode is used to reduce toner consumption.
Toner consumption can be set for each print job of "Copy", "Printer", and "Prints (Document Filing)".
Toner consumption can be selected from three levels.

* Toner Save1 (Toner Consumption: Much)

* Toner Save2 (Toner Consumption: Middle)

* Toner Save3 (Toner Consumption: Little)

Items may not be displayed depending on country and region.
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MOTION SENSOR

This sensor detects the presence of a person that approaches the machine, and automatically wakes the machine from

sleep mode (Motion Sensor Mode Only).
Three settings are available for the detection range (| /11 /11l).

e — % Detection range
>

7 Motion sensor E

i

_——
y = —
N (e -
/ Lo A
N /
| /@&«:»& /’M
N F \
ear ar ,'60 degrees Approx.
— / maximum
4 1.5m
/
/ {
— /
V4
- /'
/ /
= /
¢ V

* The motion sensor detects the movement of sources of heat.
» The detection range may vary depending on the installation site and environment (ambient temperature, etc.).
The motion sensor may not operate correctly in the conditions below.
» An object is in front of the motion sensor
* There are scratches or dirt on the motion sensor cover
* The motion sensor is directly exposed to sunlight or air flow
« The motion sensor is damaged

* There is a source of heat such as a heater nearby
+ An object is moving in the detection range

€::,,e To enable the motion sensor
t03) "Settings (administrator)" select [System Settings] — [Energy Save] — [Eco Setting] — [Sleep Mode Power Level].
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USER AUTHENTICATION

User authentication restricts the use of the machine to users that have been registered. The functions that each user is
allowed to use can be specified, allowing the machine to be customized to meet the needs of your workplace.
When the administrator of the machine has enabled user authentication, each user must log in to use the machine.
There are different types of user authentication, and each type has a different login method.

For more information, see the explanations of the login methods.

» AUTHENTICATION BY USER NUMBER (page 1-43)

» AUTHENTICATION BY LOGIN NAME/PASSWORD (page 1-45)

For the settings that are required for user authentication, refer to User Control (page 1-48).

AUTHENTICATION BY USER NUMBER

The following procedure is used to log in using a user number received from the administrator of the machine.
When starting the machine, the login screen appears.

User Authentication

?

Admin Login

Enter your
user number.

=

When controlled by user number

If "A Warning when Login Fails" is enabled in the system settings, the operation panel will be locked for five minutes if an
@ incorrect user number is entered three times in a row.
Contact the machine administrator to check the user number assigned for you.

Enter your user number (5 to 8 digits) using the numeric keys.
Each entered digit will be displayed as " *
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UsevAuthenlicatiow(1) m 2 Tap the [O K] key.
EaryET 71819 If the entered user number is authenticated, the number of
user number. 4 5 6 remaining pages that the user can copy or scan is displayed.
1SR i When a limitation is set for the number of pages that a user
“ © can use, the use count for the user that has logged in is
displayed.
s @

 To limit the number of pages that a user can use:
In "Settings (administrator)", select [User Control] — [Pages Limit Group].

» To hide the number of pages that can be used after login:
In "Settings (administrator)", disable [User Control] — [Default Settings] — [Display Usage Status after Login].
* To change the message display time:

In "Settings" (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Message Time Setting].

When the user number is an 8-digit number, this step is not necessary. Login takes place automatically after the user
number is entered.

When you have finished using the
[ P machine and are ready to log out, tap

- Call Search Number

|JDirecnx [Logout].

| :_] Verification Stamp
Call Program

| Call Registered settings

—l Send Same Image
- as Fax Address.
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AUTHENTICATION BY LOGIN NAME/PASSWORD

This method enables users to log in using a login name and password received from the administrator of the machine or
the administrator of the LDAP server.

When starting the machine, the login screen appears.

User Authentication o
Enter login name and password.

Login Name Touch to input Log-in Name Select from List -

Password Touch to Input Password

Authto [Logln Locally l

m

When controlled by login name and password

* When LDAP authentication is used, the [E-mail Address] key may appear, depending on the authentication method. Tap

' « Different items may appear in the screen when LDAP authentication is used.
the [E-mail Address] text box and enter your e-mail address.

User Authentication o

Please enter Log-in name/E-mail address/password.

Login Name Touch to input Log-in Name Select from List -

[ E-mail Address  Touch to input E-mail Address ]

Password Touch to Input Password

incorrect login name or password is entered three times in a row.

@ If "A Warning when Login Fails" is enabled in the system settings, the operation panel will be locked for five minutes if an
Contact the machine administrator to check the login name/password assigned to you.

* To release the operation panel lock:
% In "Settings (Web version)", select [User Control] — [Default Settings] to release the lock.

* To set [A Warning when Login Fails]:
In "Settings (administrator)", select [User Control] — [Default Settings] — [A Warning when Login Fails].

* To store a user name:
In "Settings (administrator)", select [User Control] — [User List].
Also register detailed information such as the login name, user number, and password. Ask the administrator of the
machine for the information that you need to use the machine.
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User Authentication 2 Enter the Iogln name.
Enter login name and password. Entering using the soft keyboard

AR [ T T Too TN - If user name registration has not been performed in setting
mode, a user only using LDAP authentication should tap the

Fesswers e [Login Name] text box and enter the login name using the
|ogin Locally | soft keyboard.

Selecting from a list

“ Tap the [Select from List] key and select a user name from
the User List screen.

LDAP authentication can be used when the administrator of the server provides LDAP service on the LAN (local area
network).

E—— 2 Enter the password.
B DO EE] e Enter the password from the soft keyboard.
Y oLch (0 input Log-in Name - If yOEJ are Ioggiryg in to an LDAP server, Ienter the password
S [Tmh pncr— ] that is stored with your LDAP server login name.
Each entered character will be displayed as " 3 ". After
[ o | IR | entering the password, tap the [OK] key.
When authentication is by LDAP server and you have
- “ different passwords stored in "User List" and in the LDAP
server, use the password stored in the LDAP server.

ﬁi‘:’? To have the user name and password registered:
£ In "Settings (administrator)", select [User Control] — [User List].

When registering the LDAP server, change the information for [Auth to] as required.

* When selecting from the User List screen:
The LDAP server you are connecting to has been registered upon user registration, and so the target server to which
authentication should be directed appears when the login name is selected.
Go to step 3.
* When entering from the soft keyboard:
Tap [Auth to] and select the LDAP server to log in.
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User Authentication 7 Tap the [o K] key-

Enter login name and password.

If the entered login name and password are authenticated,
LoginName  User - the number of remaining pages that the user can copy or

Password [E——————— scan is displayed.

I |

b, » ISandlng History

~ Call Search Number

| |Birectx

_] Verification Stamp

Usage status : used/remaining pages
Job Build Scanner(B&W) :00,000,000/—,~-,—

" = Scanner(Colour)  : 00,000,000,
Internet Fax :00,000,000/~,=-~

T Slow Scan Mode £ 00,000,000/~ B
L

gy Vixed Size Orig

Send Size
- Original Count H

‘Speaker |

When a limitation is set for the number of pages that a user can use, the use count for the user that has logged in is
displayed.

* To limit the number of pages that a user can use:
% In "Settings (administrator)", select [User Control] — [Pages Limit Group].
* To hide the number of pages that can be used after login:
In "Settings (administrator)", disable [User Control] — [Default Settings] — [Display Usage Status after Login].
* To change the message display time:
In "Settings" (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Message Time Setting].

When you have finished using the
machine and are ready to log out,
tap [Logout].

- Address Fax Number

— Exposure
Auto 1

s Sending History

- Call Search Number

| Direct TX

_] Verification Stamp

|
Call Program
| Cal Registered settings.

Job Build

L

"% Slow Scan Mode
5§

~— Send Same Image
| I as Fax Address

-

Mixed Size Orig.
5 g

@ Original Count

Speaker
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User Control

You can perform user management such as registering login users and specifying the user authentication method.
In "Settings (administrator)", select [User Control].

User List

This is used to store, edit, and delete users when user authentication is enabled.

* [Add] key
Adds a new user.

* [Delete All Users] key
Deletes all registered users. (Excluding users stored as factory default.) Only the administrator of the machine can
use this function.

* [Delete All Auto-registered users] key
Deletes all auto-registered users.

» Users auto-registered (page 1-53)

* [Delete Your Information for External Connect] key
Delete the External Connect cache used by the selected user. [Store user authentication information for External
Connect] must be enabled to use this function.

* [Delete All Information for External Connect] key
Only the administrator of the machine can perform this action. Delete all External Connect caches. [Store user
authentication information for External Connect] must be enabled to use this function.

* User List
This shows the users stored as factory default and the currently stored users. An asterisk [*] appears in front of the
user name of auto-registered users.
When you select a user name, the user edit or delete screen appears.

The [Vender] and [Vender2] options are displayed only when the vender is connected.

Storing a user

When you tap the [Add] key, the registration screen appears. Up to 1000 groups can be registered.
For information on the settings, see "Settings (page 1-50)".

Editing and deleting a user

When you select a user from the list, the user edit/delete screen appears.
For information on the settings, see "Settings (page 1-50)".
A user can be deleted using the [Delete] key.

« If the login authentication with a Fixed User is set, the "Delete All Users" option cannot be used.
* Users stored as factory default cannot be deleted.
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Users stored as factory default

The following users are stored in the machine at the factory.

* Administrator:
» System Administrator:
execute jobs.

The administrator account of the machine, stored as factory default.
The account for system maintenance, stored as factory default. This account cannot

* User: This is used when network authentication is used and a login name that is not stored in the
machine is entered directly. (This cannot be selected from the login user screen.)

* Device Account:
* Other User:
selected from the login user screen.)

An account to which the colour prohibited authority is granted.
This is used when a print job is executed using invalid user information. (This cannot be

For settings related to each of the users, see the following table.

User Name Admin Systgm Users Device Account Other User
Administrator

Login Name admin sysadmin users device Other

account

PIN (See "Start svsadmin*t users™ device B

Code/Password Guide.")" y account™

My Folder No Main Folder No Main Folder No

Authentication Loain Locall B

Server Settings 9 y

Pages Limit Unlimited

Group
System

Authority Group™ | Admin Administrator User"1 User"! Guest"!
Authority™!

Favourite Following the System Settings™!

Operation Group 9 Y 9

Default Billing 1

Code Not Set

*1 Items that can be changed
*2 For detailed information, see "Authority Group (page 1-58)".
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Settings

Item Description

Store a user name consisting of up to 255 characters. This user name is used as the key
User Name name in the authentication screen, the user name for document filing, and the sender
name.

Apply User Name to Log-in

Name.* Select this [V to enter the entered user name in the login name.

This determines where the user name will appear in the user list. Enter a maximum of 10

Initial (Optional) characters for the initials.

Select a custom index to be stored. The custom index names are the same as those used

Index in the address book.

User Number™2 Enter a user number in 5 to 8 digits.

Enter the login name that is used when authentication by login name and password is

Login N 1 . !
ogin Rame enabled (up to 255 characters). (The login name must be unique.)

Enter the password, consisting of 1 to 255 characters, that is used for user authentication
Password™!, 3 by login name and password (the password is optional).
After entering the password, enter once again in "Password (for confirmation)".

Enter the e-mail address that is used in the sender list and for LDAP authentication (up to

E-mail Address 255 characters).

Home Directory Path Enter a maximum of 127 full-width/half-width characters for the home directory path.
Use Login Name for User Set whether or not the login name for user authentication will be the same as the user name
Authentication for home directory path authentication.
Enter a maximum of 127 full-width/half-width characters for the user name for home
User Name

directory path authentication.

Enter a maximum of 255 numeric digits for the password for home directory path

Password authentication.

Select either [Login Locally], [Network Authentication] (when LDAP is enabled) or [Active

Authenticati ings*1 . . . . -
uthentication Settings Directory] (when Active Directory is enabled) for authentication.

When the [Network Authentication] is selected, select the server to be used for user

Authentication Server authentication from the LDAP server list that is stored using Setting mode (Web version).

Set a group to which the user belongs.

Organization/Group Up to 8 groups can be assigned.

Specify the page limit for the user by selecting one of the stored page limit groups. The
Pages Limit Group factory default setting is [Unlimited].

For more information, see "Pages Limit Group (page 1-57)".

Specify the user authority by selecting one of the stored authority groups. The factory
Authority Group default setting is [User].

For more information, see "Authority Group (page 1-58)".

The favourite operation group is displayed when the user logs in. The factory default setting
Favourite Operation Group is [Following the System Settings].
To change the settings, select [User Control] in Setting mode (Web version).

Set the Main Code and Sub Code when the user logs in.

Default Billing Code The factory default setting is [Not Set].

Store a folder to be used for document filing as the dedicate user folder (or My Folder). A

My Folder stored folder can be selected, or you can create and specify a new folder.

*1 It is not displayed when "User Number" is selected for the authentication method.
*2 It is displayed when "User Number" is selected for the authentication method.
*3 Not required when network authentication is used, as the password stored in the LDAP server is used.
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Custom Index

You can change the custom index name.
Tap the custom index name on the list to edit it.
Delete the previously entered characters and enter a new name (up to 127 characters).

Organization /Group List

This is used to store user groups.
Tap each group name to enter them directly.

Default Settings

User Authentication

This setting enables or disables user authentication and specifies the authentication method.

When the user authentication is enabled, each user of the machine is registered. When a user logs in, the separate
authentication settings apply to the user. This function allows greater control of security and cost management than that
on previous machines.

Even if user information is not stored on the machine, you can directly enter the user information stored in an LDAP
server to log in the machine if necessary. In this case, the authentication information of the "User" being stored as
factory default applies to the login user. For more information, see "Users stored as factory default (page 1-49)".

* For the procedure for storing users, see "User List (page 1-48)".
* For details on login procedures when user authentication is enabled, see "USER AUTHENTICATION (page 1-43)".

User Authentication

When [User Authentication] is enabled, the authentication screen appears before an operation is carried out in any
mode except the job status screen*.

Log in as an already registered user.

After logging in, you can move freely through the modes.

*The login screen appears when a document filing file is used or when a broadcast transmission is reattempted from the
job status screen.

Authentication Settings

Set the location where user authentication is to be enabled.
Login Locally: User authentication by the machine.

LDAP: User authentication by LDAP server.

Active Directory: User authentication by Active Directory.

Default Network Authentication Server Setting

Use this to set the default network authentication server.

When you log into Setting mode (Web version) or send a print job to the machine using user information that is not
registered in the machine, the authentication server is not known. This setting is used to select one of the LDAP servers
registered in the machine as the authentication server.

When login is performed by network authentication using user information that is not registered in the machine, the login user
will be the "User" registered as factory default. For more information, see "Users stored as factory default (page 1-49)".
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Perform network server access control

Register the access control information for page count limits, authorities, and favourite operations can be registered on
a network server in advance. By using this network server for network authentication, perform the user authentication
based on the registered access control information.

Use this function when user authentication is performed by network authentication using an LDAP server or a directory
service (Active Directory, etc.).

Before using this function, configure settings for authentication by network server, obtain control numbers for the "Pages
Limit Group", "Authority Group", "Favourite Operation Group", and "My Folder" (including base settings for each group),
and associate these with the control numbers registered in the machine.

To use this function, add the properties associated with "Pages Limit Group", "Authority Group", "Favourite Operation
Group", and "My Folder" to the directory information of the network server used for user authentication.
The property information is indicated below. Settings previously stored in the machine cannot be changed.

Property Name of property in factory Setting
default state

Registration number of Pages Limit
Group registered in the machine, or a
Pages Limit Group pagelimit group name previously registered in the
machine.

Unlimited: unlimited

Registration number of Authority Group
registered in the machine, or a group
name previously registered in the
Authority Group authority machine.

Admin: admin

User: user

Guest: guest

Registration number of Favourite
Operation Group registered in the
machine, or a group name previously
registered in the machine.

Following the System Settings:
systemsettings

Favourite Operation Group favourite

Folder name of user folder stored in the
machine.

Do not enter if the default folder is
specified.

My Folder myfolder

Rename the properties that the machine obtains from the LDAP server as follows. In "Settings", select [Network
Settings] — [LDAP Settings]. From the Global Address Book setting screen that is displayed, select [Linkage with User
Control Function] and then select [Pages Limit Group], [Authority Group], [Favourite Operation Group] and [My Folder].

The [Pages Limit Group], [Authority Group], and [Favourite Operation Group] information that is registered in each
machine determines the authority and settings that the user is actually granted. To use this function to ensure that users
are granted the same authority and settings on any machine, register the [Pages Limit Group], [Authority Group], and
[Favourite Operation Group] information with the same authority so that they will be registered in each machine using
the same registration numbers.

For [My Folder], register the folder having the same name in [Custom Folder] in each machine.

The directory information of the network server that is used cannot be changed from the machine. Consult the
administrator of the network server.
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If 1000 users have already been manually registered, login will not be possible. Please delete old or unused user name.
Consult the administrator of the machine.

authentication will not be possible.

« If a user that is registered in the machine is authenticated by network authentication, the user registration settings in the
machine will be given priority for the page count limit group, authority group, favourite operations group, and my folder.

« If the access control obtained from the LDAP server is not registered in the machine, the factory default user authority will
be applied.

» When this function is not enabled and a user is authenticated by network authentication as a non-registered user, the
factory default user authority will be applied.

‘ * If Access Control is enabled and the access control information cannot be acquired from the authentication server, user

Users auto-registered

When you log in by network authentication, your user information is automatically registered in the machine.
The information stored is as follows:

Item Description

User Name This information is acquired from the authentication server.*
Initial 1

Index User1

Card ID -

PIN Code/Password -

Authentication Server Settings -

Authentication Server Network Authentication

E-mail Address

My Folder

When Access Control is enabled, this information is acquired from the authentication

Pages Limit Group server

Authority Group

Favourite Operation Group

If the user name cannot be acquired by network authentication, the first 16 characters of the text string used as the
login name for network authentication is applied.

Authentication Method Setting

This selects the authentication method. When using user authentication, be sure to configure this setting first. The items
to be configured for users stored after setting the user authentication method vary depending on the selected
authentication method.

Authenticate a User by Login Name and Password

Standard authentication method using a login name and password.

Authenticate a User by Login Name, Password and E-mail Address

This authentication also checks the e-mail address, in addition to the login name and password of the user.
Authenticate a User by User Number Only

Use this option for simple authentication if you skip the network authentication.

For details, see "USER AUTHENTICATION (page 1-43).

* When "Authenticate a User by User Number Only" is selected for the authentication method, network authentication
cannot be used.

* The login screen will vary depending on the authentication method that is selected.
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Device Account Mode Setting

A specific user can be registered as an auto login user. When this option is enabled, the registered user can log in the
machine automatically.

This function can eliminate each login procedure on the authentication screen and apply the selected user settings
(such as network authentication and favourite operations). As an example, this enables uses such as "authentication for
copying only".

Also, you can temporarily log in as a user other than the auto login user, and operate the machine with the privileges of
this user. To allow other users to log in temporarily when [Device Account Mode] is enabled, select [Allow Login by
Different User].

have the administrator's privileges, you cannot use the general setting modes or Setting mode. In that case, the

‘I « If you have logged in as the Auto Login user, and if you have failed automatic login due to some reasons or if you do not
administrator should tap the [Admin Password] key on the Setting mode screen and log in again.

» To log in as a user other than a fixed user when [Allow Login by Different User] is enabled, tap the [Logout] key to cancel the
fixed user login state. When the user authentication screen appears, log in as the desired user again. After you have used
the machine, tap the [Logout] key to log out as the current user.

Login User

This setting is used to select the auto login user when auto user login is enabled.

Cache User Information

Set whether or not automatically registered users are created. Externally authenticated users in Sharp OSA can also be
automatically registered.

Cache Period

Select the cache period for user information.
To set the cache period, [Cache User Information] must be enabled.

Cache Password for Authentication
Set whether or not password information is retained as cache information when a user is cached.

Store user authentication information for External Connect

Set whether or not authentication information for connection to the cloud is retained as cache information.

When this setting is enabled, the authentication information of a successfully authenticated user is retained to enable
smooth authentication when the user subsequently logs in.

When this setting is disabled, the previously retained cloud connection authentication information of all users is deleted
and authentication information is no longer retained.

Card Setting

Use IC Card for Authentication

Use these settings for authentication and for use of a HID or other IC card.

Request Password at IC Card Authentication

This can be enabled when "Authentication Settings" is "Active Directory" and "Use IC Card for Authentication" is
enabled. When enabled, a password must be entered each time authentication is performed by IC card. When disabled,
a password is entered the 1st time the user logs in by IC card, and the password information is sent to the Active
Directory server. When the user subsequently logs in, the password can be omitted.

Automatic Logout with a Card

At the point that the IC card is removed from the IC card reader/writer, the user is logged out. (The user can also log out
by tapping the [Logout] key.)

Authentication Method Setting

Set the authentication method for IC cards.
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Actions when the Limit of Pages for Output Jobs

This setting determines whether or not a job will be completed if the page limit is reached while the job is in progress.
The following settings can be configured.

+ Job is Completed even when the Limit of Pages is Reached

« Job is Stopped when the Limit of Pages is Reached

« After reaching to the page limit, cancel the job and delete the job during receiving

A Warning when Login Fails

When entering passwords, including administrator passwords, during user authentication, the number of incorrect
password attempts is counted, and if the number of attempts reaches the specified number (three), the user account is
locked, and the user is blocked from making any more attempts at authenticating their account until a period of five
minutes has elapsed.

The number of incorrect entries made is counted separately for each user, and the count is reset when the correct
password is entered.

This prevents an unauthorized person from attempting to guess a password. (The number of failed login attempts is
retained even if the power is turned off.)

 Lockout only applies to the user who failed to login, not all users. Even if one user is locked out, the other users can still log
in.
» When LDAP or Active Directory network authentication is used, lockout is executed by the server, not the machine. Select
appropriate lockout settings on the server.
« If the same user has been locked out, the [Release Operation Lock Status] key is displayed in the "User Registration”

screen for that user. An administrator can tap this key to carry out a manual clear.

Disabling of Printing by Invalid User

Printing by users whose information is not stored in the machine, such as printing without entering valid user information
in the printer driver or printing of a file on an FTP server in Setting mode (Web version), can be prohibited.

Allow Remote Scanner Using Before Login.

This setting specifies whether scanning can be performed by remote operation before a user has logged in.

Automatically print stored jobs after login

When retention is enabled in the printer driver and print data has been spooled to the machine, you can have the spooled
print data automatically print out when the user who enabled retention logs in.

Display Usage Status after Login

When user authentication is enabled, this setting specifies whether or not to display the page counts of a user when the
user logs in.

Login Name Display

When user authentication is enabled, select whether the login name is shown or asterisks are shown.

Display login name Show the login name.

Display login name with ™" Hide the login name with asterisks.

Include Job Status in user authentication

When user authentication is enabled, this setting specifies whether or not to include the job status in user authentication.
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Automatic Logout Setting

When user authentication is enabled, this setting specifies whether or not to enable automatic logout.
The time until logout can be specified up to 240 seconds in increments of 10 seconds.

Case sensitivity of login name is enabled.

Set whether or not to make login names used at the time of user authentication case sensitive. If the checkbox is set to
v, login names with identical spelling but different cases (upper and lower) will be identified as different login names.
Therefore, login names with identical spelling but different cases will be authenticated as user names of different users.
If the checkbox is setto | |, case sensitivity for login names is disabled. Therefore, identically spelled user names with
upper and lower case character differences will be authenticated as the user name of the same user.

If the selected checkbox is changed to ||, and identical user names with only upper and lower case character differences
exist, the user names that have already been registered are identified as user names of different users.

Apply login name to the user name of network folder

Apply login name to the user name of network folder

Edit Help Display of Login Screen

Settings you have created here is displayed on the login screen.

User Information Print

Prints the following item lists.

* User List

« List of Number of Pages Used

* Page Limit Group List”

* Authority Group List

+ Favourite Operation Group List"

* All User Information Print
Select each item and tap the [Print] key to print it out.
* Cannot be printed when no groups are stored.

* To specify [One Sided] or [Two Sided] printing in List Print, select "Settings" — [System Settings] — [Common Settings] —
‘ [Device Control] — [List Prints].

* In All User Information Print, the following items are handled by 2-sided printing on an item basis.
*User List
«List of Number of Pages Used
*Page Limit Group List
*Favourite Operation Group List

Reset Counter After Sending E-mail Status

After E-mail Status has been sent, the counter is reset.
This only appears when E-mail Status is enabled.

Enable IPP Authentication Except for Printer Driver.

Enable IPP authentication for other than the printer driver.
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Pages Limit Group

This is used to register the page limit settings in advance for each group.
The page limit for each user is specified by selecting one of these registered groups when the user is registered.
* [Add] key
Use this to add a new group.
* List
This shows the currently stored groups. Selecting a group name displays the edit screen for that group.

Storing page limit groups

When you tap the [Add] key, the registration screen appears. Up to 20 groups can be registered.
For information on the settings, see "Settings (page 1-57)".

Editing a page limit group

Selecting a group from the list displays the edit screen for that group.

For information on the settings, see "Settings (page 1-57)".

To return a group to the factory default state, set "Select the Group Name to be the Registration Model" to "Unlimited" on
the edit screen.

Settings
Item Description
Group Name Store a name of group (up to 32 characters).

Select the Group Name to be the Select one of the previously stored groups for use as a template for the new group. When
Registration Model selected, the settings of this group are applied.

Function Names The name of the functions that can be configured is displayed. Set a limit for each function.

When [Prohibited] is selected for a mode, input from the mode is prohibited.

When [Unlimited] is selected for a mode, there is no limit to the number of pages that can
be input/output in that mode.

When [Limited] is selected, enter a page limit (1 to 99999999 pages).

Page Limit

Machine Page Limit Setting

Sets the page limit for the machine.

Settings
Item Description

Function Names The name of the functions that can be configured is displayed. Set a limit for each function.

When [Prohibited] is selected for a mode, input from the mode is prohibited.
o When [Unlimited] is selected for a mode, there is no limit to the number of pages that can

Page Limit . .
be input/output in that mode.
When [Limited] is selected, enter a page limit (1 to 99999999 pages).
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Authority Group

This is used to store the settings relevant to user authorities in advance for each group. The authority of each user is
specified by selecting one of these registered groups when the user is registered.
* [Add] key
Use this to add a new group.
* List
This shows the currently stored groups. Selecting a group name displays the edit screen for that group.

Storing authority groups

When you tap the [Add] key, the registration screen appears. Up to 20 groups can be registered.
For detailed information about each of the settings, see the following table.

Editing an authority group

Selecting a group from the list displays the edit screen for that group. For detailed information about each of the settings,
see the following table.

To return a group to the factory default state, select the group from the list and select any of options [Return to the
Administrator Authority], [Return to the system administrator authority.], [Return to the User Authority], [Return to the
Guest Authority], and [Return to the scanner prohibited authority.].

Tapping the [Execute] key resets the group status to the factory default.

Item Description

Group Name Store a name of group (up to 32 characters).

Select one of the previously stored groups for use as a template for the new group. When
Select the Group Name to be the selected, the settings of this group are applied.
Registration Model

The factory default groups and their settings are shown below.

Admin System User Guest Scanner

Administrator Prohibited
Authority

Copy
Approval Setting Allowed Prohibited Allowed Allowed Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Allowed
Sending while copying Allowed Allowed Allowed Allowed Allowed
Approval Setting to Use Toner No Toner No Toner No Toner No Toner No Toner
Save Mode Save Save Save Save Save
Creation of PDF for PC Browsing Allowed Prohibited Allowed Allowed Allowed
Printer
Approval Setting Allowed Prohibited Allowed Allowed Allowed
FTP Pull Print Allowed Prohibited Allowed Prohibited Allowed
USB Memory Direct Print Allowed Prohibited Allowed Prohibited Allowed
Network Folder Pull Print Allowed Prohibited Allowed Prohibited Allowed
Sending while printing Allowed Allowed Allowed Allowed Allowed
Creation of PDF for PC Browsing Allowed Prohibited Allowed Allowed Allowed
Approval Setting to Use Toner No Toner No Toner No Toner No Toner No Toner
Save Mode Save Save Save Save Save
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Item Description

Image Send

Approval Settings for Each Mode

Logged-in Users

* E-mail
* FTP
» Desktop
* Network Folder
* Scan to Ext.Memory Dev. Al allowed All prohibited | Al allowed All allowed All prohibited
* PC Scan
* Internet Fax Send
* PC-I-Fax Send
» Fax Send
» PC-Fax Send
Colour Scan Allowed Prohibited Allowed Prohibited Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Allowed
Registration/Deletion of Program Allowed Prohibited Allowed Prohibited Allowed
Creation of PDF for PC Browsing Allowed Prohibited Allowed Allowed Allowed
Access to Fax Data Allowed Allowed Allowed Allowed Allowed
Approval Setting for Addressing
* Approval Setting for Direct
Entry
 Approval Setting to Use a All allowed All allowed All allowed Al allowed All allowed
Local Address Book
» Approval Settings to Use a
Global Address Book
Document Filing
Scan to HDD
Colour Scan Allowed Prohibited Allowed Only Black & Allowed
White Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Allowed
Creating Downloadable File Allowed Prohibited Allowed Allowed Allowed
Prints (Document Filing)
Approval Setting Allowed Prohibited Allowed Allowed Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Allowed
Document Filing Image Check
Approval Setting Allowed Prohibited Allowed Prohibited Allowed
Display only the Files of Prohibited Prohibited Prohibited Prohibited Prohibited
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Item Description

Sharp OSA

Approval Setting to Use a Sharp

OSA Allowed Prohibited Allowed Allowed Allowed
Common Functions

g‘ﬁﬁ?va' Settings for 2-Sided All allowed All allowed All allowed All allowed All allowed
Change Billing Code Allowed Allowed Allowed Allowed Allowed
Output Approval Settings All allowed All prohibited All allowed All prohibited All allowed
Machine Settings

Total Count Allowed Allowed Allowed Prohibited Allowed
Device / Network Status Allowed Allowed Allowed Prohibited Allowed
Power Reset Allowed Allowed Prohibited Prohibited Prohibited
List for User Allowed Allowed Allowed Prohibited Allowed
List for Administrator Allowed Allowed Prohibited Prohibited Prohibited
Address Registration Allowed Allowed Allowed Prohibited Allowed
Document Filing Folder Allowed Allowed Allowed Prohibited Allowed
Registration

User Control (Admin) Allowed Allowed Prohibited Prohibited Prohibited
User Control (User) Allowed Allowed Allowed Prohibited Allowed
Home Screen Settings Allowed Allowed Prohibited Prohibited Prohibited
Copy Function Settings Allowed Allowed Prohibited Prohibited Prohibited
Printer Settings (Admin) Allowed Allowed Prohibited Prohibited Prohibited
Printer Settings (User) Allowed Allowed Allowed Prohibited Allowed
Image Send Settings > Common Allowed Allowed Prohibited Prohibited Prohibited
Settings

Scan Settings Allowed Allowed Prohibited Prohibited Prohibited
Fax Settings Allowed Allowed Prohibited Prohibited Prohibited
I-Fax Settings Allowed Allowed Prohibited Prohibited Prohibited
Fax Data Receive/Forward Allowed Allowed Allowed Prohibited Allowed
(Manual)

Inbound Routing Allowed Allowed Prohibited Prohibited Prohibited
(Forwarding/Storing) Settings

(Admin)

Inbound Routing Allowed Allowed Allowed Prohibited Allowed
(Forwarding/Storing) Settings

(User)

Metadata Entry Allowed Allowed Prohibited Prohibited Prohibited
Document Filing Settings Allowed" Allowed" Prohibited Prohibited Prohibited
Sharp OSA Settings Allowed Allowed Prohibited Prohibited Prohibited
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Item Description

Paper Settings (Bypass Tray Allowed Allowed Allowed Prohibited Allowed
Excluded)

Paper Settings (Bypass Tray) Allowed Allowed Allowed Prohibited Allowed
Operation Settings Allowed Allowed Prohibited Prohibited Prohibited
Keyboard Settings Allowed Allowed Prohibited Prohibited Prohibited
Device Control Allowed Allowed Prohibited Prohibited Prohibited
Machine Identification Settings Allowed Allowed Prohibited Prohibited Prohibited
Clock Allowed Allowed Prohibited Prohibited Prohibited
Product Key Allowed Allowed Prohibited Prohibited Prohibited
Custom Link Setting Allowed Allowed Prohibited Prohibited Prohibited
Network Settings Allowed Allowed Prohibited Prohibited Prohibited
Security Settings Allowed Allowed Prohibited Prohibited Prohibited
Energy Save Allowed Allowed Prohibited Prohibited Prohibited
System Control Allowed Allowed Prohibited Prohibited Prohibited
Image Quality Adjustment Allowed Allowed Prohibited Prohibited Prohibited
Operation Manual Download Allowed Allowed Allowed Allowed Allowed
Shortcut Page Setting Allowed Allowed Prohibited Prohibited Prohibited

* For information on each setting, see the setting mode list.

Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.
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Favourite Operation Group

Favourite Operation Group List

The preferred operation environment can be set for each group. For example, a user who speaks a different language
would normally have to change the display language each time he or she uses the machine; however, by registering the
language in a favourite operation group in advance, the language is automatically selected when the user logs in.

« This setting can only be configured in Setting mode (Web version). It cannot be configured in the touch panel of the

» Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.
machine.

Adding/editing a group

Tap the [Add] key to display the favourite operation group registration screen.

Tap a group name to display the registration screen for that favourite operation group. You can edit the group in this
screen.

Settings
Item Description
Group Name Store a name of group (up to 32 characters).

Select the Group Name to be the Select one of the previously stored groups for use as a template for the new group. When
Registration Model selected, the settings of this group are applied.

Copy

Select settings for Image Orientation, Paper Tray, Exposure Type, Copy Ratio, 2-Sided,
Initial Status Settings Original Binding, Output Binding, Output, Offset, Output Tray, Separator Page, Staple Sort,
Staple Position, Punch, and Fold.

Image Send

Select settings for Image Orientation, Exposure, Resolution, Colour Mode, File Format, and

Initial Status Settings Original Image Type. Select settings for Specified Pages per File, and Fax Sender Name.

Document Filing

Image Orientation Specify the image orientation.
Initial Status Settings Select settings for Colour Mode, Exposure, Original Image Type, and Resolution.
Prints (Document Filing) Set the default output tray for document filing print.

System Settings

Enlarge Display Mode Turn this option ON to display large characters on the Setting mode screen.

L . . Select whether Inch sizes or AB sizes are detected, or disable detection on the document
Original Size Detector Setting

glass.
Cancel Detection at Document Original size detection on the document glass can be disabled. When this is done, all
Glass originals placed on the document glass are treated as special size originals.
Language Setting Select the display language.

Switch the Number of Sets to be

Displayed for Job Status Select whether to display the number of progress sets or remaining sets as the job status.

Key Operation Setting Set the key input time and Auto Key Repeat setting.

Time for Accepting Key Entry of

Long Touch Select a time when a long key touch is detected.

Double Tap Interval Setting Select an interval when a double tap is detected.
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Item Description

Keys Touch Sound

Set the sound made when keys are touched.

Keyboard Select

Set the language that appears on the keyboard.

MFP Display Pattern Setting

Select the colour pattern used in the touch panel.

Automatically print stored jobs
after login

When retention is enabled in the printer driver and print data has been spooled to the
machine, the spooled print data is automatically printed out when the user who enabled
retention logs in.

Favorite Key Setting

Select to use System Settings or use the registered Favourite key settings for performing
Favourite Key Setting.

Home Screen Settings

Select to use System Settings or use the stored home screen settings for performing Home
Screen Settings.

Preview Setting: Default List/Thumbnail Display

Fax/I-Fax Reception Data

Select whether the default display format of the received fax/I-Fax list screen is list or
thumbnails.

File Retrieve of Main
Folder/Quick File Folder

Select whether the default display format of the document filing main folder and temporary
folder screens is list or thumbnails.

File Retrieve of Custom Folder

Select whether the default display format of the document filing custom folder screen is list
or thumbnails.

File Retrieve of Direct Print

Select whether the default state of the file list screen for direct print shows the folders as a
list or as thumbnails.

Returning a favourite operation group to "Unlimited"
To return a selected favourite operation group to the factory default state, select the checkbox ([ ) to the left of "No."
and tap the [Return to the Defaults] key.

Favorite Key List

Assign shortcut keys to frequently used functions.
They will be displayed in the base screen of each mode.

Settings

Item Description

Key Name

Enter a maximum of 20 characters for the favourite key name.
(Up to 20 full-width characters can be entered, but only 10 will be shown on the key.)

Function Menu/Program/
Others

Select the function that you wish to assign to the favourite key. The functions that can be
selected vary by mode.

No Display

Enable this setting to not show favourite keys.
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Home Screen List

Home screen settings must be previously stored. Select a home screen when registering Favourite Operation Group

List.
Item Description
Name Enter a maximum of 32 characters for the home screen name.

Select the Group Name to be the Select one of the previously stored home screens as a template for the new home screen.

Registration Model When selected, the settings of this home screen are applied.
Change Home Screen Name Enter a home screen name to change the existing name.
Template Select a layout pattern of the registered key.

Key Layout of the Screen The layout of the keys in the home screen is displayed.

Change Text Colour On Home Set the colour of the text in the scroll area, fixed area, and clock.

Screen

Home Button Registers the function to use for the selected key number.

Fix Key Registers the function to use for the selected key number. This button is displayed on all
pages of the home screen.

Display Toner Quantity Select this to display the toner level in the fixed area.

User Count

This displays the total number of pages printed by each user.

* [Select All] key
This selects all users.
* [Clear Checked] key
This clears all selections.
* [Show] key
This shows the counts of the selected user.
* [Clear Count] key
Use this to reset the counts of the selected user.
* User List
This shows the users stored as factory default and the currently stored users. When you select a user name, the user
is selected.

View User Count

When you select a user and tap the [Show] key, this user count is displayed.

Item Description

Next Displays the next user (in the order of the registration numbers).

Previous Displays the previous user (in the order of the registration numbers).

Displays the counts and the number of pages remaining of the selected user for each

Show Counts .
function.

Page Limit The page limit set for the user appears in parentheses below the count.

If peripheral devices are not mounted, their count is not displayed.
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Resetting user counts

Select a user in the setting screen and tap the [Clear Count] key. A count reset screen for that user will appear.
The reset screen will vary depending on whether a single user or multiple users were selected. The items displayed in
each case are described in the table below.

When a single user is selected

Item Description

Next Displays the next user (in the order of the registration numbers).

Previous Displays the previous user (in the order of the registration numbers).

Show Counts Displays the counts and the number of pages remaining of the selected user for each

function.
Clear Count Reset the count of the selected item to "0".
Clear All Count Clears all counts of the selected user to zero (0).

When multiple users are selected

Item Description

Show Counts Dlspl_ays the counts and the number of pages remaining of the selected user for each
function.

Clear Count Reset the count of the selected item to "0".

Clear All Count Clears all counts of the selected user to zero (0).

Save User Count

Clicking the [Save] button saves the user count information as a data file.
To delete the user count information in the machine, click the checkbox next to the "Save and Delete the Data" so that it
is selected and click the [Save] button.

This setting can only be configured in Setting mode (Web version). It cannot be configured in the touch panel of the machine.
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Card Setting
Card Area Setting

The data check during card reading can be set.

Settings

Item Description

Check System Code only in

FeliCa User Area mode Check the System Code only in FeliCa User Area mode.

Check Facility Code in HID mode Checks the facility code of a HID card.

Enters the facility code of a HID card. When you tap the [Store] key, the facility code is

Facility Code stored.

When you enter the configuration file name and tap the [Execute] key, the card area
Importing from the setup file settings are read from the configuration file. If you tap the [Clear] key, all files that match the
current search conditions are deleted.

Card Type / Card Reader Settings

Use these settings for authentication and for use of a HID or other IC card.

Settings

Description

Card Type / Card Reader Enter the card type and card reader information.
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ACTIVE DIRECTORY LINKING FUNCTION

You can join the Active Directory domain (AD domain) of the machine, and easily perform user management on the
network.

On a network that does not have Active Directory enabled, you must perform network device authentication for each
device.

For this reason, one user must have multiple domain names and passwords.

When you join an AD domain, you only need to be authenticated once. After you are authenticated, the Active Directory
server automatically authenticates network devices. You can log in to multiple devices on the network with a single
domain name and password.

Joining an AD domain

To have the machine join an AD domain, set the authentication destination to [Active Directory] in "Settings
(administrator)" - [User Control]—[Default Settings]—[Authentication Server Settings].

When the authentication destination is set to Active Directory, the Kerberos setting cannot be used.

Registering the machine in an AD domain

When you join an AD domain, the machine is registered as a printer in the AD domain. Enter the machine information in
setting mode.

Device name of the machine
In "Settings (administrator)", select [System Settings] — [Network Settings] — [Network Name Setting] — [Device Name].

Domain name of the machine

In "Settings (administrator)", select [System Settings] — [Network Settings] — [Active Directory Settings] — [Domain
Name].

Machine user name and password

In "Settings (administrator)", select [System Settings] — [Network Settings] — [Active Directory Settings] — [Device
Registration Account].

DNS domain name

In "Settings (administrator)", select [System Settings] — [Network Settings] — [Services Settings] — [DNS] — [Domain
Namel].
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User authentication in the AD domain

The following methods can be used for user authentication in the AD domain.

1. Authentication by manual entry on the machine

Perform authentication using the touch panel of the machine. For the authentication method, refer to
"AUTHENTICATION BY LOGIN NAME/PASSWORD (page 1-45)".

Configure the following setting in "Settings (administrator)".

Disable "Settings (administrator)"—[User Control] —[Default Settings]—[Use IC Card for Authentication].

2. Login by IC card (Quick Mode)

Use the card ID registered in an IC card to perform AD domain authentication.
When you first perform authentication, you must enter your password. After that you can perform authentication with just
your IC card.

If you change your password on the Active Directory server, your initially entered password information will be
‘ reset and you will need to enter your password again.
Configure the following settings in "Settings (administrator)".
Enable "Settings (administrator)"—[User Control]—[Default Settings]—[Use IC Card for Authentication].
Enable "Settings (administrator)"—[User Control]—[Default Settings]—[Cache Password for Authentication].

3. Login by IC card (security card)

Use the card ID registered in an IC card to perform AD domain authentication.

You must always enter your password when you perform authentication using an IC card.

Enable "Settings (administrator)"—[User Control]—[Default Settings]—[Use IC Card for Authentication].
Disable "Settings (administrator)"—[User Control] —[Default Settings]—[Cache Password for Authentication].

* You can use both AD domain authentication users and users set on the machine. In this case, the authentication
% destination is set when logging in.

» When an AD domain authentication user reserves a job and logs out before the job is executed, the user information is
temporarily stored in the machine and the reserved job is executed.
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Functions that can be used by linking with Active Directory

User accessible network folders

When a user who has logged in to the AD domain accesses a network folder from the machine, the user can only
access a folder for which he has permission.

Shared folder

When a logged in user taps the [Browse] key for a shared folder address, only folders for which the user has permission
are displayed.

Document filing

When a logged in user taps [Select File from Network Folder to Print] on the action panel in document filing and then taps
[Refer to Folders on Network], only folders for which the user has permission are displayed.

Home Directory

Scan to Home Directory

When scanning, a logged in user can use his Home Directory property that is set in the AD domain to send the scanned
file to that folder.

To use this function, enable "Settings (administrator)"—[System Settings]—[Image Send Settings]—[Scan
Settings]—[Default Address]—[Apply Home Directory of The User for Login].

Shared folder

In the shared folder address, the path of the logged in user's Home Directory is automatically entered in [Path Input to
Folder]. The folder that appears after the [Browse] key is tapped is the user's Home Directory.

If the Active Directory server cannot be accessed, the [Path Input to Folder] field will be blank, and when the [Browse] key is
tapped, the search results of the entire network will appear.

Print from Home Directory

The logged in user's Home Directory property that is set in the AD domain can be used to set the print folder for printing
to the Home Directory.

Shared folder

When the user taps [Select File from Network Folder to Print] on the action panel in document filing and then taps [Refer
to Folders on Network], the folder that appears is the user's Home Directory.

* When authentication information is stored in the address book and the user sends a file by specifying an address in the
address book, the file is sent according to the user's permissions in the address book. If authentication information is not
stored in the address book, the file is sent according to the logged in user's authentication permissions.

* In AD domain authentication mode, a file can be sent to a shared folder using the logged in user's authentication
permissions. In this case, a user name and password cannot be entered manually.

E-Mail
Scan to E-Mail

A logged in user can use his mail property set in the AD domain to send a scanned image to himself by e-mail.

To apply the e-mail address of the logged-in user set in the AD domain, tap [Find My Address] which appears on the
action panel when e-mail is sent, or enable [Apply E-mail address of the user for login.] in "Settings (administrator)" —
[System Settings] — [Image Send Settings] — [Scan Settings] — [Default Address].

1-69



BEFORE USING THE MACHINE» BEFORE USING THE MACHINE

Active Directory Settings

Among the items that must be set to use Active Directory on the machine, this section explains those items that can be
set in the Active Directory settings of the System Settings.
In "Settings (administrator)", select [System Settings] — [Network Settings] — [Active Directory Settings].

Search Attribute:
Set the lookup attribute. The default setting is cn.

Linkage with User Control Function

Pages Limit Group

Enter to set a page limit group. The default setting is pagelimit.
Authority Group

Enter to set an authority group. The default setting is authority.
Favourite Operation Group

Enter to set a favourite operation group. The default setting is favorite.
My Folder

Enter to set My Folder. The default setting is myfolder.

Device Registration Account
User Name

Enter the user name to be used.
Password

Enter a password.
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BILLING CODE
BILLING CODE

A billing code, which is added to a recorded job log when a printing or sending job has been executed, is used to
perform billing processing.

Billing codes are classified into two types: main code and sub code. A billing code is recorded in the job log when it is
entered and a print or send job is executed.

Summing up the amounts by Billing Code based on the job logs will facilitate the subsequent operations, for instance,

when making combined billings.
O

Collecting job logs

AB

= | =

Registering billing Assigning a billing code Recording a Billing by code
codes and executing the job billing code in
the job log

Types of billing codes

Type Description

Main Code Used to categorize the results of the executed print and send jobs to enable efficient
management. For example, you can assign a code by customer and collect cost
information by customer from job logs.

Code example: Issue of company A

Sub Code Available when the main code alone is not sufficient to enable management of billing
codes. For example, you can assign monthly cost information to a sub code and
collect the total monthly cost information of all customers when the customer name is
assigned to the main code.

Code example: Issue of February, 2018

Default Code Automatically assigned when the main code or sub code has not been specified.

Enable use of billing code

To enable use of the billing code, select "Settings (administrator)" — [User Control] — [Billing Code] — [Administration
Settings], then set [Use Billing Code] to [Enable].

Collecting billing codes

In "Settings (Web version)", select [System Settings] — [System Control] — [Job Log] — [Job Log Operation], and click
[Save] button to download the job logs. Then sum up the data by classifying and arranging the stored job logs.
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USE BILLING CODE

If the use of billing code is enabled in "Settings (administrator)", the billing code entry window is displayed at the time of
mode transition (at the time of printing/sending in document filing mode).
Enter the main code or sub code as required.

* To enable use of the billing code
Select "Settings (administrator)" — [User Control] — [Billing Code] — [Administration Settings], then set [Use Billing Code]
to [Enable].
* To retain the specified billing code at the time of mode transition
Select "Settings (administrator)" — [User Control] — [Billing Code] — [Administration Settings], then set the [Remember
Billing Code Between Modes] check box to |7| . This eliminates the need to enter billing codes at each mode transition.

You can assign billing codes to reprinting/resending of target files and sending of print jobs from "Settings (Web version)" —
[Document Operations].

Specifying a billing code again

To change the specified billing code to another one, tap [Switch Billing Code.] on the action panel.
When the billing code entry window is displayed, select a new billing code.

Select a billing code from the list

Select the desired billing code from the list of registered billing codes.
You need to register billing codes in advance.
» REGISTERING A NEW BILLING CODE (page 1-75)

S oo = When the billing code entry window is
n Ploase enter Bilng Code. displayed, tap the [Select from List]
Main Code AAAA key of the main code.

Sub Code AAAA Select from List

When not specifying a billing code
Tap the [Bypass Billing Code] key.

To select the previously used billing code (at the time of user authentication)
Tap [Use Previously-Used Billing Code] on the action panel at the time of user authentication; this displays the main
code and sub code the authenticated user has entered previously.
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.
oo B oot D B, e eoren Tap and select the main code from the
~ Add/Edit Biling Code I H t
Main Code t Main Code Name g ! Is -
MAINOO Company 1
MAIN002 Company 2
MAINO03 Company 3
MAINOO4 Company 4
MAINO0S Company 5
MAIN0OS Company 6 CA
MAINO07 Company 7
MAINOOS Company 8 v

To search for the main code or main code name
Tap . When the search window is displayed, enter the main code and main code name, then tap the [Search Start]
key. The search result list is displayed.

Tap the [OK] key.
Returns the screen to the billing code entry window.

To cancel the selection from the list
@ Tap [Cancel and Return] on the action panel. This cancels the selected main code and returns the screen to the billing
code entry window.

To check the details of the main code
Tap [Display Details] on the action panel. The detail window is displayed. Check the details, then tap .

n S | Tap the [Select from List] key of the
Please enter Billing Code. . su b code-
Main Code AAAA Select from List [l The sub code list is displayed. Perform the procedure shown

in steps 2 and 3, then specify the sub code.
Sub Code AAAA Select from List

Bypass Billing Code

n S 7] Tap the [OK] key.

Main Code AAAA Select from List

To clear the value of the specified billing code
Tap the [CA] key. Enter the billing code again.
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Directly entering a billing code

g oo | When the billing code entry window is
n displayed, tap the box in [Main Code],

e ' then enter the main code.

Sub Code — , i Specify the code using up to 32 single-byte characters.

Please enter Billing Code.

When not specifying a billing code
Tap the [Bypass Billing Code] key. The use code is set to the main code.

n oting Code 7] Tap the box of [Sub Code], then enter
Please enter Billing Code. | the SUb code-
Main Code AAAA | Specify the code using up to 32 single-byte characters.

s S |

Bypass Billing Code

n Billing Code I; Tap the [OK] key'
Please enter Billing Code.
Main Code AAAA

Sub Code AAAA Select from List

To clear the value of the specified billing code
Tap the [CA] key. Enter the billing code again.
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REGISTERING A NEW BILLING CODE

Register a new billing code.
A billing code can be registered not only from the billing code entry window but also from "Settings".

. Select "Settings" — [User Control] — [Billing Code] — [Main Code List] or [Sub Code List]. Register a main code in [Main

‘ To register a billing code from Setting Mode
Code List], and a sub code in [Sub Code List].

A total of up to 2000 main and sub codes can be registered.

Shared range of billing code

The registered billing codes can only be shared in the specified group at the time of user authentication.
If the shared range is not specified, the registered billing codes are shared by all users.

€:.*z? To register a user group
224 In "Settings (administrator)", select [User Control] — [Organization /Group List].

o oo | When the billing code entry window is
n bremse onter Bling Coce. displayed, tap [Select from List] of the
ManCode  AAMA main code.

To register a new sub code, tap the [Select from List] key of
the sub code.
The subsequent steps are the same as the main code.

Sub Code AAAA Select from List

Bypass Billing Code

. apys
st o oot ~  @.——— 1 Tap[Add/Edit Billing Code] on the
- -
ancote ! W Covaiare 2 E‘ action panel
MAINOO1 Company 1
MAINOO2 Company 2
MAINO03 Company 3
MAINOO4 Company 4
MAINOOS Company 5
MAINOOB Company 6
MAINOO7 Company 7
MAINOOS Company 8 4
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BE (=~ Tap [Add New] on the action panel.

Main Code Registration

Main Code 1 Main Code Name

@ To return to the billing code selection window

Tap .

Main Code Regi=(4)yn D:CE"“'““"RE'“'“ Tap the box Of [Main COde], then type
Main Code - o in the main code.
GEEDRE T — Specify the code using up to 32 single-byte characters.

)

Specify the code name using up to 32 double- or single-byte characters.

B Tap the box of [Main Code Name], then type in the main code name.

o Cove Regaraton —— If necessary, select the share range of
Main Code : 'End.Registra(ion b i I I i n g code .
Main Code Name * _N:gﬁmng Code.

Public to All: Registers the billing code as a public code for
all users who use the machine.
Specify target public address: Limits the share range of
- billing code to be registered only to the specified group. Up
CA . g . . .
to eight groups can be specified as a public destination.

Available to

For details on how to specify a public destination, refer to

"Shared range of billing code (page 1-75)".

The public destination of a billing code is not displayed if user authentication is not performed. The mode is automatically
set to [Public to All].
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S— ][] Tap and select a group as a public
Organization /Group List ' [ d e sti n ati on

G::ZZ Up to eight groups can be specified. After the settings are
Grow3 ' completed, tap .

Group 4 =

Group 5 =

Group 6 CA

Group 7 -

Group 8 4

To cancel the setting
Tap [Clear] on the action panel. This cancels the registered public destination and returns the screen to the previous
window.

n To continuously register other billing codes, tap [Register Next Billing
Code.].

Execute steps 4 to 7 to register the main code.

To cancel the registration
Tap [Cancel and Return] on the action panel. This cancels all the registered billing codes and returns the screen to the
previous window.

n Tap [End Registration] on the action panel.

This finalizes the registration and returns the screen to the previous window. Tap to finish the registration procedure.

To return to the billing code entry window
Tap the [CA] key.
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EDITING OR DELETING THE REGISTERED BILLING
CODE

You can change or delete the registered billing code.
The billing code can also be edited or deleted from "Settings".

€T’* Select "Settings" — [User Control] — [Billing Code] — [Main Code List] or [Sub Code List]. Edit or register a main code in

' To edit or register a billing code from Setting mode
[ ]
[Main Code List], and a sub code in [Sub Code List].

Editing a billing code

o oo ,: When the billing code entry window is
n bremse enter Bling Coce. displayed, tap the [Select from List]
ManCods  AAMA key of the main code.

To register a new sub code, tap the [Select from List] key of
the sub code.
The subsequent steps are the same as the main code.

Sub Code AAAA Select from List

Bypass Billing Code

oo B o T ©.—— 1 Tap [Add/Edit Billing Code] on the
Main Code t  Main Code Name 3 (pdd/Edt Biling Code | acti o n pa n el -
MAIN0O1 Company 1
MAIN002 Company 2
MAINO03 Company 3
MAINO04 Company 4
MAIN0O5 Company 5
MAIN006 Company 6
MAIN0O7 Company 7
MAINO0S Company 8 4
.
TS 0 v 1 Tap and select the main code to be
e §iarcoue e 2| B edited, then tap [Edit] on the action
panel.
MAIN003 Company 3
MAINO04 Company 4
MAIN0O5 Company 5
MAIN006 Company 6
MAIN0O7 Company 7
MAINOOS Company 8 ¥

@ To return to the billing code selection window

Tap .
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o Code Feaeraton T i Edit the main code as required.
Main Gode | aaan _:::::"‘"’""" For information on how to correct the code, refer to steps 4
Main Code Namei} | s an Redlagss | to 7 in "REGISTERING A NEW BILLING CODE (page

1-75)".

Available to

This finalizes the registration and returns the screen to the previous window. Tap to finish the registration procedure.

B Tap [End Registration] on the action panel.

To return to the billing code entry window
Tap the [CA] key.
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Deleting a billing code

g oo | When the billing code entry window is
n lease ntr il Gode, B displayed, tap the [Select from List]
ManCode  AAAA Saecvom L key of the main code.

To delete a sub code, tap the [Select from List] key of the
sub code.
The subsequent steps are the same as the main code.

Sub Code AAAA Select from List

CA Bypass Billing Code

o B oot T @.——— 1 Tap [Add/Edit Billing Code] on the
et Cote ¢ v Codeame . == ) action panel.
MAINOO1 Company 1 |
MAIN002 Company 2
MAINO03 Company 3
MAINOO4 Company 4
MAIN00S Company 5 3
MAINO06 Company 6
MAINO07 Company 7
MAINOOS Company 8 4
o o gt Bm, - Tap and select the main code to be
o s s il = deleted, then tap [Delete] on the action
e
R — panel.
MAINO03 Company 3 [ 1
MAIN0O4 Company 4
MAINOOS Company 5 =
MAIN0O6 Company 6
MAINOO7 Company 7
MAINO08 Company 8 ¥

Tap .

@ To return to the billing code selection window

n When the confirmation message appears, tap the [Delete] key.
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Billing Code Setting

Configure settings for the Billing Code Setting
In "Settings (administrator)" — [User Control] — [Billing Code].

Administration Settings
Change the billing code setting.

Use Billing Code

Switch whether to enable or disable a billing code.

Default Code Setting

A use code is automatically assigned when no billing code is entered. Specify the code using up to 32 single-byte
characters.

Remember Billing Code Between Modes
If this function is enabled, the billing code entry window is not displayed at the time of mode transition.

Disable Change of Billing Code

If this function is enabled, you cannot register, edit, or delete a billing code.
In addition, you cannot directly type in a billing code in the billing code entry window.

Apply Default Code when Billing Code not entered

If this function is enabled, a use code is always set while you are logging in with device account.

Disable Billing Code for Selected Applications
The billing code entry window is displayed when the external application that is set to enable is started.
The following settings can be configured.

* Application Name registered as Standard Application

Billing Code Display Name Setting

You can change the main code or sub code name displayed in the billing code entry window or billing code selection
window.

Main Code List

You can display a list of main codes to search for, register, correct, or delete a main code.
* [Search] key
Searches for a main code.
* [Add] key
Adds a new main code.
* List
Displays a list of registered main codes. Selecting each main code displays the window to correct the main code.
* [Delete] key
Set the check box on the left of each main code to [+, then tap the [Delete] key; the selected main code is deleted.

Register a main code

When you tap the [Add] key, the registration screen appears. A total of up to 2,000 main and sub codes can be
registered.

For information on the settings, see "Settings (page 1-82)".

After the setting has been completed, tap the [Submit and Register Next] key; you can continuously register the next
main code. To end the registration process, tap the [Submit] key.

1-81



BEFORE USING THE MACHINE» BEFORE USING THE MACHINE

Correct a main code

Selecting a main code from the list displays the window to correct the main code.

For information on the settings, see "Settings (page 1-82)".

After the setting has been completed, tap the [Submit] key; you can apply the corrected contents and complete
processing.

Search for a main code
Enter the main code and main code name, then tap the [Search] key; the search result is displayed.

Settings
Item Description
Main Code Enter the main code. Specify the code using up to 32 single-byte characters.

Enter the main code. Specify the code name using up to 32 double- or single-byte

Main Code Name
characters.

The registered billing codes can only be shared in the specified group.

When not specifying a public destination, select [All Users].

When specifying a public destination, select [Designate Public Address.], then specify a
group to share the billing code.

Available to

€::L? To register a group for specifying a public destination
£0J In "Settings (administrator)", select [User Control] — [Organization /Group List].

Sub Code List

You can display a list of sub codes to search for, register, correct, or delete a sub code.
* [Search] key
Searches for a sub code.
* [Add] key
Adds a new sub code.
* List
Displays a list of registered sub codes. Selecting each sub code displays the window to correct the sub code.
* [Delete] key
Set the check box on the left of each sub code to [, then tap the [Delete] key; the selected sub code is deleted.

Register a sub code

When you tap the [Add] key, the registration screen appears. A total of up to 2,000 main and sub codes can be
registered.

For information on the settings, see "Settings (page 1-83)".

After the setting has been completed, tap the [Next] key; you can continuously register the next sub code. To end the
registration process, tap the [Submit] key.

Correct a sub code

Selecting a sub code from the list displays the window to correct the sub code.

For information on the settings, see "Settings (page 1-83)".

After the setting has been completed, tap the [Submit] key; you can apply the corrected contents and complete
processing.

Search for a sub code
Enter the sub code and sub code name, then tap the [Search] key; the search result is displayed.
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Settings
Item Description
Sub Code Enter the sub code. Specify the code using up to 32 single-byte characters.

Enter the sub code. Specify the code name using up to 32 double- or single-byte

Sub Code Name
characters.

The registered billing codes can only be shared in the specified group.
Available to When not specifying a public destination, select [All Users].

When specifying a public destination, select [Designate Public Address.], then specify a
group to share the billing code.

éi‘:? To register a group for specifying a public destination
£0J In "Settings (administrator)", select [User Control] — [Organization /Group List].
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CLOUD LINK

The Cloud Link function is used to connect the machine to a cloud service on the Internet, enabling you to upload
scanned data and print data stored in the cloud.

% Uploading scanned data

O

= =]

=L

% Printing data stored in the cloud

The machine can connect to the following cloud services:
* Microsoft OneDrive for Business
* Microsoft SharePoint Online
» Google Drive

BEFORE USING THE CLOUD LINK FUNCTION

This section explains settings that must be configured before you can use the Cloud Link function.

Settings required on the machine

Configuring system settings

Configure settings for connection of the machine to the Internet (proxy settings, etc.) as required for your network
environment.

In addition, you must configure the following settings on the machine in order to use the "OneDrive for Business Link"
and "SharePoint Online Link" functions.

Configure these settings in "Settings (administrator)" — [System Settings] — [Network Settings] — [External Service
Connect] — [Cloud Connect Settings] or [E-mail Connect Settings].
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Cloud Connect Settings
Office 365

Domain Name
Set this when using the OneDrive for Business Link / SharePoint Online Link function.
Enter your Office 365 domain name (the ***** part of ******.onmicrosoft.com).

SharePoint Online
Site URL
To connect to a subsite or site collection of the SharePoint Online server, enter the URL.

Google Drive

Google Drive
Specify whether or not the Google Drive is enabled.

E-mail Connect Settings

Exchange

Use Exchange Online
To connect to Exchange Online, set this to v .

Hostname
Enter the host name (FQDN) of the Exchange server.

Gmail
Gmail
To enable Gmail, select using the Enable/Disable pull-down.

Set the cloud link icon in the home screen.

n Tap [Edit Home] on the action panel.

n In home edit mode, tap an unused shortcut key.

n Tap [Google Drive], [OneDrive], or [SharePoint Online].

Exit home edit mode and return to the home screen.

n Tap [Exit Home Edit Mode] on the action panel.

To edit the home screen, refer to the "U/lI Customize Guide".
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UPLOADING SCANNED DATA TO A CLOUD SERVICE

This section explains how to upload data scanned on the machine to a cloud service.

n Tap [Google Drive], [OneDrive], or [SharePoint Online] in the home screen.

» The login screen of the selected cloud service appears.
* When user authentication is enabled on the machine, the login screen will not appear after the first time you
successfully log in to the cloud service.

When using OneDrive or SharePoint Online, you can only login using your standard Office 365 user account for
ID/password authentication.

n Enter your user account information for the cloud service.

A screen for selecting tasks appears.

B Tap the [Scan a document] key.

* The scan settings screen appears.
» Specify a "File Name", "Address", and "Upload Data Scan Settings".

n Execute Scan or Preview.

PRINTING DATA IN A CLOUD SERVICE

This section explains how to use the machine to print data in a cloud service.

n Tap [Google Drive], [OneDrive], or [SharePoint Online] in the home screen.

» The login screen of the selected cloud service appears.
» When user authentication is enabled on the machine, the login screen will not appear after the first time you
successfully log in to the cloud service.

When using OneDrive or SharePoint Online, you can only login using your standard Office 365 user account for
ID/password authentication.

A screen for selecting tasks appears.

n Enter your user account information for the cloud service.
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Tap the [Print a document] key.

* The file selection screen appears.

 Tap the [Narrow Down] key to filter files by file extension. Select the file type you want to use to filter the files.
« Select the file and tap the [Change Setting to Print] key to display the print settings screen.

File formats that can be printed are DOCX, PPTX, XLSX, PDF, RTF and TXT.

n Execute printing

Cautions when using the Cloud Link function

* Print results using the Cloud Link function may not have the same quality as print results using other print methods
(printer driver, etc.).
The contents of some files may cause incorrect printing or prevent printing.

* It may not be possible to use some or all Cloud Link functions in some countries or regions where the machine is
used.

* It may not be possible to use the Cloud Link function in some network environments. Even when the Cloud Link
function can be used, processing may require a longer time or may be interrupted.

* We do not extend any guarantees regarding the continuity or connection stability of the Cloud Link function.
With the exception of instances provided for by law, we bear absolutely no responsibility for any damages or loss
suffered by the customer due to the above.

“DirectOffice™ is a product of CSR Imaging US, LP.
DirectOffice™ is a trademark of CSR Imaging US, LP, registered in the United States and other countries, used with
permission.”
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AirPrint

The procedure for printing or sending a file on the machine using AirPrint is explained here.

Il Works with
=3 Apple AirPrint

To send a fax by AirPrint, the facsimile expansion kit is required.

To enable AirPrint
In "Settings (administrator)", select [System Settings] — [Network Settings] — [External Print Services Settings] — [AirPrint
Settings].

Before using AirPrint

To use AirPrint on OS X, you must first register the machine's information in your device.
Advance settings are not necessary to use AirPrint on iOS.
Enable AirPrint in the machine's settings, and also enable AirPrint on your device.

(1) Click [Printers & Scanners] ([Print & Scan]) in System Preferences.
(2) Click the [+] button.

(3) Select the name of the machine from the list, select [AirPrint] from the drivers, and click [Add].
Setup starts, and the machine can be used with AirPrint.

Using AirPrint to print
The printing procedure depends on the application. The procedure for printing a Web page viewed in the iOS version of
Safari is explained below as an example.
(1) Open the page that you want to print in Safari.
Use the commands in Safari to open the page you want to print.
(2) Tap 2.
(3) Tap [Print].
The menu appears. Tap [Print].

(4) Select the printer.
AirPrint compatible printers on the same network as the device are shown. Select the machine.

(5) Select print settings and tap [Print].
Set the number of copies and other settings as needed and tap [Print].

* When you send the print job with a PIN code from your device, the print job is saved in the main folder of document filing.
* The screen that appears varies depending on your OS version.
* The functions that can be used when printing with AirPrint vary depending on the OS and the application.

« To print with AirPrint when the machine’s user authentication function is used, enable [Enable IPP Authentication Except
for Printer Driver] in "Settings (Administrator)" — [System Settings] — [User Control] — [Default Settings].
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Using AirPrint to send a fax

You can send a file created in an AirPrint compatible application by fax via the machine.

The sending procedure depends on the application.

Refer to the manual for the application to send a file by fax. The procedure for transmission in OS X is explained as an
example.

(1) Open the file you want to send.
(2) Select [Print] from [File] in the application.
(3) Select the machine - fax in [Printer].

(4) Enter the fax number in the address. When finished selecting settings, click [Fax].
Fax transmission starts.

« AirPrint can be used to send a fax even when [Disable PC-Fax Transmission] is enabled.
* Fax jobs sent using AirPrint are managed in the same way as resend jobs in Document Filing.

» To send a fax with AirPrint when the machine’s user authentication function is used, enable [Enable IPP Authentication
Except for Printer Driver] in "Settings (Administrator)" — [System Settings] — [User Control] — [Default Settings].

Using AirPrint to send a scanned document

You can scan a document on the machine using an AirPrint-compatible application, and send the scanned document to
a device.

The sending procedure depends on the application.

Refer to the manual for the application to send a scanned document. The procedure for scanning in OS X is explained
here as an example.

(1) Place the original.
(2) Click [Printers & Scanners] ([Print & Scan]) in System Preferences.
(3) Select the machine from the "Printer" list, click [Scan], and click [Open Scanner].

(4) When you have finished selecting settings, click [Scan].
Scanning starts.

» To send a document using AirPrint, the machine must be in one of the following states:

« Login screen displayed, home screen displayed, brightness adjustment screen displayed, display language being set,
home being edited, custom display pattern being set, home screen text colour being changed, administrator password
being entered for home edit / custom display pattern setting / home screen text colour change, login name / password
being entered, numbers being entered for authentication by number, login user being selected, authentication
destination being selected

* When the machine's user authentication function is used, an image scanned with AirPrint is treated as an invalid user job.
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AirPrint Settings

Set this option to use AirPrint.
In "Settings (administrator)", select [System Settings] — [Network Settings] — [External Print Services Settings] —
[AirPrint Settings].

AirPrint (Print), AirPrint (Scan), AirPrint (Fax Send)
Select these settings to use the AirPrint functions.

mDNS

Enable or disable mDNS. When mDNS is disabled, the machine will not appear in the list of printers when AirPrint is
used to print.

This setting is linked to [Network Settings] — [Services Settings] — [MDNS Settings] — [MDNS] in "Settings
(administrator)".

IPP

Specify whether or not the IPP port of the machine is enabled. This setting is linked to [Security Settings] — [Port
Control] — [IPP] in "Settings (administrator)".

IPP-SSL

Specify whether or not the IPP-SSL port of the machine is enabled. This setting is linked to [Security Settings] — [Port
Control] — [IPP-SSL] in "Settings (administrator)".

Service Name

Set the name of the printer that appears in the application when AirPrint is used.
This setting is linked to [Network Settings] — [Services Settings] — [MDNS Settings] — [Service Name] in "Settings
(administrator)".

Machine Location

Enter the machine installation location information that is sent to the application when AirPrint is used.
This setting is linked to Machine Information Page in Setting mode.

geo URI (RFC 5870)

Enter the geographic location of the machine.
Enter the location information in the format specified by the geo URI standard.

AirPrint and the AirPrint logo are trademarks of Apple Inc.
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EASILY CONNECT WITH AN NFC-COMPATIBLE
MOBILE DEVICE (EASY CONNECT)

You can easily connect the machine to a smartphone or other NFC compatible mobile device.
* Touch the NFC touch point area in the lower right corner of the operation panel.
» OPERATION PANEL (page 1-9)
By installing the dedicated application in the mobile device in advance, the application will start automatically after the
device connects to the machine, allowing you to print immediately.
You can also connect by displaying a QR code on the machine's touch panel and scanning the code with a mobile
device that has a dedicated application installed.

* Make sure that the mobile device’s Wi-Fi function and NFC function are turned on in advance.

% » For NFC card readers and dedicated applications that can be used, consult your dealer or nearest authorised service
representative.

CONNECTING BY NFC

You can easily connect a mobile device to the machine by holding it to the NFC touch point area.

In addition, by installing the dedicated application on your mobile device, the application will automatically start when the
device connects to the machine, allowing you to send data and print to the machine right away.

Configure settings on the machine in advance to enable use of an NFC and wireless LAN.

This function may not support depending on the Android version of your device.

Hold your mobile device to the NFC touch point area

If the machine is in the auto power shutoff state, holding your mobile device to the NFC touch point area will wake the
machine. However, if [Sleep Mode] is set to [Energy Saving Priority], you must wake the machine manually.

Connecting to the Machine from a Mobile Device

The machine and mobile device automatically start the connection.

If the dedicated application is not installed, your mobile device will automatically connect to the Google Play™ site and
download the dedicated application.

If the dedicated application is installed on your mobile device, it will start.

You can print and scan from the application.

If the connection is not successful, try the following:
» Move the mobile device slowly over the NFC touch point area.

« If a case is attached to the mobile device, remove the case.
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CONNECTING BY QR CODE

You can connect by displaying the QR code on the machine's touch panel and then having your mobile device (with the
dedicated application already installed) read the QR code.

The machine sends the information required for connection to the mobile device, and the information is saved. No
settings are required on the mobile device, and setup is quickly accomplished.

Configure settings on the machine in advance to enable connection by QR code.

This function can be used on an Android device and on an iOS device.

Tap the [Easy Connect (QR code)] key in the home screen.

The QR code appears on the touch panel.
In advance, enable QR codes in [Easy Connection Setting] in Settings (administrator), and enable display of the [Easy
Connect (QR code)] key in [Home Screen Settings].

Start the dedicated application on your mobile device

Read the QR code on the touch panel with your mobile device

The QR code is the machine's connection information. This information is saved on your mobile device. You can also set
an external access point as the connection destination.

* To use Easy Connect
Configure in "Settings (administrator)" - [System Settings] - [Network Settings] - [Easy Connection Setting].
* To Show the [Easy Connect (QR code)] key in the home screen
Configure in "Settings (administrator)" - [System Settings] - [Home Screen Settings] - [Condition Settings] - [Home Screen
Registration].
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Easy Connection Setting

Set this option to use Easy Connection Setting.
In "Settings (administrator)", select [System Settings] — [Network Settings] — [Easy Connection Setting].

NFC

This appears when an NFC card reader is connected. Enable this setting to connect to mobile devices using an NFC
card reader.

QR code

You can install the dedicated application in a mobile device in advance, and scan the displayed QR code to send and
save the connection settings to the mobile device.

Destination

Set the connection destination for connection by NFC card reader, or the connection destination associated with the QR
code.

To connect to the machine, select [Connect with the machine]. The information required to connect to the machine is
saved in the application.

To connect to a destination other than the machine, select [Connect with the following access point].

To set manually, obtain the network information of the connection destination in advance.

When [Connect with the following access point] is selected, configure the following settings.

Access Point Search

Click this to search access points. When the search results appear, select the access point to be used and click
[OK].[SSID] of the selected access point, [Security Type], and [Encry.] are automatically applied.

Name
Enter the access point name.

SSID

Enter an SSID using up to 32 characters.

Security Type
Select a security type.

Encry.

Select an encryption type.

Security Key
Enter a security key.

Security Type Security Key
+ WEP . . .
« WPA/WPA2-mixed WEPG64bit: 5 characters or 10-digit hexadecimal number
Personal WEP128bit: 13 characters or 26-digit hexadecimal number

. WPA2 Personal WPA/WPA2: 8 to 63 characters or 64-digit hexadecimal number

Show Security Key
If it is set to ON, the security key appears.
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NAS

NAS (Network Attached Storage) is a storage device that is connected to the network.
You can use part of the machine’s hard drive area as a simple file server to save files and browse saved files.

Folder structure

The folder structure is as follows.

root public
shared
faxreceive
* root
* public: Area for storing PDF files for PC browsing that have been created using the document filing function.
* shared: Area where you can freely create folders.

« faxreceive: Area for storing received data using the received data HDD storage function.

To use NAS
+ Set the folder that you want to allow to be used to [Allow] in "Settings (administrator)" - [System Settings] — [Network
Settings] — [Public Folder / NAS Setting]. (The factory default setting is "Allow".)

+ Set the NBT/WINS setting of the server port to [Valid] in "Settings (administrator)" - [System Settings] — [Security Settings]
— [Port Control]. (The factory default setting is "Invalid".)
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Saving files in NAS / browsing NAS files

You can save data that you need to the machine’s hard disk, and view the
data on your computer.

Document scanned on the machine

In document filing, tap the [Create PDF for PC Browsing] checkbox so that it is selected W , and copy to the public
folder to save the data.

» Creating PDF for PC browsing (page 6-14

Received fax data

Configure "Settings (administrator" - [System Settings] — [Image Send Settings] — [Inbound Routing
(Forwarding/Storing) Settings] — [Inbound Routing (Storage) Settings].

» SAVING RECEIVED FAXES TO THE MACHINE'S HARD DISK (INBOUND ROUTING) (page 4-69

Using as a file server / browsing saved files.

To use this, open any folder screen on your computer and enter the IP address of the machine after “\\” in the address
bar (example: \\192.168.1.28).

« Access restrictions are set for each folder, so you must enter the login name and password of the administrator
account or of a user account that has been registered in the machine.

* The maximum size per file is 2 GB.

Public Folder / NAS Setting

In "Settings (administrator)", select [System Settings] — [Network Settings] — [Public Folder / NAS Setting].
The "public", "shared" and "faxreceive" folders of the MFP can be accessed as network folders from a network PC.

Settings

Item Settings

When [Use of Storage] is set to [Allow], the PDF files for PC viewing in the "public" folder

ublic
P can be accessed.

shared If the [Use of Storage] is set to [Allow], you can use the "shared" folder as a network folder.

If the [Use of Storage] is set to [Allow], you can use the "faxreceive" folder as a fax/Internet
faxreceive fax received data. The "faxreceive" folder contains files of "Settings for HDD Storing of
Received Data".
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REMOTE OPERATION OF THE MACHINE

Remotely operate the machine on your computer.
You can operate the machine from the same panel as the machine's operation panel that is displayed on your PC, with
the same feel as operating in front of the machine.

-
The machine
Operation panel %
\
Operate the machine [I [l O
using your computer S =
screen. é 2 g

Network

The remote operation function can only be used on one computer at a time.
Before you can use the remote operation function, the following preparation is required.
* In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Remote Operation Settings] — [Remote Software Operation] and select [Allow] for [Operational Authority].
» Connect the machine to the network.
* Install a VNC application software (recommended VNC software: RealVNC) in your computer.
After the preparation is completed, follow the operation described below to set up the function.
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Example: RealVNC

v iew - ~EN Start the VNC viewer, enter the IP

n VNC® Viewer a address of the machine in the "VNC
N server 16276812 ] Server" entry box, and click the
Facyeon: D *\ [Connect] button.

Check with the administrator of the machine for its IP address.

Follow the message on the operation panel of the machine to permit the
n connection.

When the machine is connected to a VNC application software, == appears on the system bar of the machine's touch panel.
If you wish to disconnect, exit the VNC application software or tap == .

Use the operation panel in the same way as you would on the machine. However, you cannot enter values in series by
continuously clicking the key.

Remote Operation Settings

% Configure settings required for remote operation of the machine from a PC connected to the same network.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Remote Operation Settings].

Remote Software Operation

Operational Authority: This is used when remote software is used to operate the machine remotely.

View Password Entry Screen: When operating the machine by remote control using the remote software, the
password entry screen will appear on both the computer and the machine, or on
only the computer.

Operation from Specified PC

Operational Authority: This is used to allow remote operation of the machine using the specified PC.
Hostname or IP Address of PC: Enter the host name or IP address of the PC to be connected to the machine.
View Password Entry Screen: When operating the machine by remote control using the remote software, the

password entry screen will appear on both the computer and the machine, or on
only the computer.
Operation by User who Has Password

Operational Authority: This is used to allow a user who has a password to operate the machine remotely.
For information on the password, consult your service technician.
View Password Entry Screen: When operating the machine by remote control using the remote software, the

password entry screen will appear on both the computer and the machine, or on
only the computer.
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UNIVERSAL DESIGN IN THE MACHINE

The structure of the machine and the software are designed to allow all people to use the machine with ease.

UNIVERSAL DESIGN RELATED TO OPERATION

Adjustment of operation panel angle

The angle of the entire operation panel can be adjusted to enable use even when seated.

Grip handle on paper trays

The grip-type handles allow easy use from above or below. By simply placing your hand on a handle and gently pulling
forward, the lock releases. The trays can be manipulated in a natural manner.

Changing of key response time

The response time of the keys can be changed as needed.

In "Settings" (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition

Settings] — [Key Operation Setting].

» Time for Accepting Key Entry
This setting determines how long a key in the touch panel must be tapped until the key input is registered. The time
can be set from 0 to 2 seconds in increments of 0.5 seconds.
By lengthening the time setting, key input can be prevented when a key is tapped accidentally. Keep in mind,
however, that when a longer setting is selected more care is required when tapping keys to ensure that key input is
registered.

* Disable Auto Key Repeat

This is used to disable key repeat.

Key repeat causes a setting to change continuously not only each time the key is tapped but while a key is tapped.
* Long-touch Detection Time

Select a time when a long key touch is detected.
* Double Tap Speed Interval

Select an interval when a double tap is detected.
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Confirmation of placement of original in document feeder

You can use the data notification indicator to check if an original has been correctly placed in the auto document feeder.
Select "Settings (administrator)" — [System Settings] — [Common Settings] — [Device Control] — [Data Indicator
Setting], then set to [Pattern 3].

UNIVERSAL DESIGN RELATED TO VISION

Changing of text size

The size of the text on the touch panel can be changed. When the text on the touch panel is small and difficult to read,
the text can be enlarged.

In "Settings" (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Enlarge Display Mode].

* Enlarge Display Mode
Displays large characters on the screen.
@ appears in the system area when Enlarge Display Mode is enabled.

UNIVERSAL DESIGN RELATED TO HEARING

Audible alert sounds when changing settings

When moving through copy ratio or exposure settings, the user is alerted by an audible sound at the default setting
(copy ratio 100%, exposure 3).

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition
Settings] — [Keys Touch Sound] and [Make Key Touch Sound at Default Setting].

* Keys Touch Sound
Controls the key touch sound level, or turns the sound off. You can also have three peeps sound at initial values when
setting the ratio in copy mode or when adjusting the exposure in any mode.

Screen in which setting is effective Initial value
Ratio setting screen in base screen of copy mode Ratio 100%
Exposure setting screen in base screen of copy mode Exposure level: 3 (medium)

Exposure adjustment screen in base screen of fax, Internet fax, and network scanner modes

Exposure adjustment screen for Scan to HDD in document filing mode

* Make Key Touch Sound at Default Setting
When you specify the exposure in the exposure adjustment screen of each mode, a bleep sounds three times when

the reference value is reached.
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UNIVERSAL DESIGN FEATURES

The machine has design features and settings that are compatible with universal design.

Easy-to-use user interface

» Simple mode
This mode shows only frequently used items. Buttons and text are enlarged to increase ease of operation. Almost all
regular operations can be completed using the simple mode screen.
» COPY MODE (page 2-3)
» FAX MODE (page 4-7)
» NETWORK SCANNER MODE (page 5-8)
» Customizing the home screen and adding icons
You can add icons to the home screen. You can also change an icon image to a custom image.
Add an icon image in "Settings (administrator)" - [System Settings] —[Home Screen Settings] —[lcon].
To add an icon to the home screen, add a key in "Settings (administrator)" - [System Settings] —[Home Screen Settings]
—[Condition Settings] —[Home Button]/[Fix Key].
» Customizing the home screen - changing the display order
You can change the order of the items in the home screen so that the items you use most frequently appear first.
To change the order of the items in the home screen, change in "Settings (administrator)" - [System Settings]
—[Home Screen Settings] —[Condition Settings] —[Home Button].
» Customizing the home screen - intuitive and easy-to-use design
A flat icon design is used to make the screen intuitive and easy to view. The toner level is always shown, eliminating
the need to perform an action to check the toner level.

For the procedures for editing the home screen, see "U/I Customize Guide".

* High-contrast display (UD pattern)
The touch panel image can be set to high contrast.
Select [Pattern 5] in "Settings (administrator)" - [System Settings] —[Common Settings] —[Operation Settings]
—[Condition Settings] —[MFP Display Pattern Setting].
» Screen Display Settings (page 1-18)
* Multi-language display
The language used in the touch panel can be changed to another language such as English or French.
Select the desired language in "Settings (administrator)" - [System Settings] —[Common Settings] —[Operation
Settings] —[Condition Settings] —[Display Language Setting].
» Screen Display Settings (page 1-18)
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Intuitive operation

* Quick-view operation guide
Touch the [Operation Guide] key in the home screen on the touch panel to display the operation guide. The operation
guide provides simple explanations of how to use the machine.

» Easy operation by storing programs
The program function lets you store groups of settings for copying, fax, and other functions. By storing groups of
settings that you frequently use, you can easily select those settings.
» PROGRAMS (page 2-137)
» STORING FAX OPERATIONS (PROGRAM) (page 4-73)
» STORING SCAN OPERATIONS (PROGRAM) (page 5-68)

* Remote operation
You can display the machine's touch panel on a computer on the same network to operate the machine from the
computer. You can show how to use the machine on a computer, and people who have difficulty using the touch panel
can operate the machine from a computer.
» REMOTE OPERATION OF THE MACHINE (page 1-96)

Easier operation at the machine

» Darkened output tray colour
Output tray colours are darkened to make it easy to distinguish the tray to which a job has been output.

* On right side of operation panel
Located on the right side of the operation panel, this allows smooth removal of paper without interfering with the
output tray.

Simple toner replacement

* Toner box can be opened with one hand
The box that contains a toner cartridge can be easily opened with one hand.
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ITEMS RECORDED IN THE JOB LOG

The machine records the performed jobs in the job log.
The main information recorded in the job log is described below.

» To make it easy to total the usage counts of differently configured machines, the items recorded in the job log are fixed,
regardless of what peripheral devices are installed or the objective of the recording.
* In some cases, job information may not be correctly recorded, such as when a power failure occurs during a job.

No. Item name Description

1 Main items Job ID The job ID is recorded. Job IDs appear in the log as
consecutive numbers up to a maximum of 999999,
after which the count resets to 1.

2 Account Job ID The job ID used in the Sharp OSA is recorded.

3 Job Mode The job mode type, such as copy or print is recorded.

4 Computer Name The name of the computer that sent a print job is
recorded.*

5 User Name The user name when the user authentication
function is used is recorded.

6 Login Name The login name when the user authentication
function is used is recorded.

7 Card ID The card ID when it is used for an authentication
process is recorded.

8 Number of Card Issuance The number of times the card has been issued is
written in an SSFC IC card is recorded.

9 Main Code Main Code is recorded.

10 Sub Code Sub Code is recorded.

11 Starting Date & Time The date and time the job was started are recorded.

12 Completing Date & Time The date and time the job was completed are
recorded.

13 Black & White Total Count For a print job, the total count is recorded. For a
send job, the number of transmitted black & white
pages is recorded. When a broadcast transmission
is summarized, the total number of pages is
recorded. For a scan to HDD job, the number of
stored black & white pages is recorded.

14 Full Colour Total Count The total number of pages in a send job that have
been printed using a full colour is recorded.

15 Count according to size Counts by original/paper size in colour mode and
black & white mode are recorded.

16 Number of sheets according The number of pages is logged by paper size.

to size

17 Invalid Paper Count The invalid sheet count is recorded.

18 Number of Reserved Sets Number of specified sets or reserved destinations is
recorded.

19 Number of Completed Sets Number of completed sets or number of
destinations to which transmission was successfully
completed is recorded.
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Item name

20

21

22

23

Main items

Number of Reserved Pages

Description

Number of reserved original pages of a copy, print,
scan job, or other job is recorded.

Number of Completed Pages

Number of completed pages of a set is recorded.

Result

The result of a job is recorded.

Error Cause

When an error occurs during a job, the cause of the
error is recorded.

24

25

26

27

28

29

30

31

32

33

Print Job Related Item

Output

The output mode of a printed job is recorded.

Staple

The status of stapling is recorded.

Staple Count

The staple count is recorded.

Punch

The status of punching is recorded.

Punch Count

The punch count is recorded.

Fold A job that uses the fold function is recorded.
Fold Count Number of folded pages is recorded.
Saddle Fold A job that uses the saddle fold function is recorded.

Saddle Fold Count

Number of saddle folded pages is recorded.

Printer Tone

The tone used for a print job is recorded.

34

35

36

37

38

39

40

41

42

43

44

45

46

Image Send Related Item

Address

Address of an image send job is recorded.

Sender Name

Sender name of an image send job is recorded.

Sender Address

Sender address of an image send job is recorded.

Transmission Type

Transmission type of an image send job is
recorded.

Administrative Serial
Number

Administrative serial number of an image send job
is recorded.

Broadcast number

Broadcast number of an image send job is
recorded.

Entry order Reservation order for broadcast transmission of an
image send job is recorded. This is used to link
communication and printing when recording multi
polling jobs.

File Format File format of an image send job or scan to HDD job
is recorded.

Sign Records whether or not an electronic signature is
used in e-mail transmission.

Encry. Records whether or not encryption is used for
e-mail transmission.

Compression Compression mode and compression ratio of the

Mode/Compression Ratio

file of an image send job or scan to HDD job is
recorded.

Communication Time

The communication time of image send jobs is
recorded.

Fax No.

The stored sender's number is recorded.

47

48

Document Filing Related
ltem

Document Filing

Status of document filing is recorded.

Storing Mode

Document filing storing mode is recorded.

1-103




BEFORE USING THE MACHINE» BEFORE USING THE MACHINE

Item name Description

49 Common Functionality Colour Setting Colour mode selected by user is recorded.

50 Special Modes Special modes selected when the job was executed
is recorded.

51 File Name The stored file name is recorded.”

52 Data Size [KB] The size of a file is recorded.

53 Detailed Items Original Size Size of scanned original is recorded. For a
document filing print job, the paper size of the file is
recorded.

54 Original Type Original type (text, printed photo, etc.) set in the
exposure settings screen is recorded.

55 Original Count Number of scanned original sheets is recorded.

56 Paper Size For a print job, the paper size is recorded. For a

send job, the transmitted paper size is recorded.
For a Scan to HDD job, the paper size of the stored
file is recorded.

57 Paper Type The paper type used for printing is recorded.

58 Paper Property The paper property specified in "Paper Type" is
recorded.

59 Duplex Setup The duplex setting is recorded.

60 Resolution The scanning resolution is recorded.

61 Machine ltem Model Name The model name of the machine is recorded.

62 Unit Serial Number The serial number of the machine is recorded.

63 Name The name of the machine that is set in the Web

pages is recorded.

64 Machine Location The installation location of the machine that is set in
the Web pages is recorded.

65 Machine ID Record the Machine ID entered by the service
technician.

* |In some environments this is not recorded.

PRINTING A MANUAL FROM THE
OPERATION PANEL

The manuals can be printed from the Operation Guide embedded in the machine. To print a manual, refer to the Quick
Start Guide.

fié In "Settings (administrator)” - [System Settings] —[Common Settings] —[Operation Settings] —[Disable Printing of Operation

Prohibiting printing of manuals from the operation panel
[ ]
' Manual from the Operation Panel].
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ILOADING PAPER

IMPORTANT POINTS ABOUT PAPER
NAMES AND LOCATIONS OF TRAYS

[
Tray 1 N ;3;.4— Bypass tray
i o =
Tray 2
Tray 5 (MX-LC18)
—0
Tray 3 _l_ =
]
Tray 4
o
B e- Tray 5 (MX-LC19)

THE DEFINITION OF "R" IN PAPER SIZE

To indicate the landscape setting, "R" is added to the end of the name of a paper size enabled for both landscape and
portrait settings.

Paper that can be set either in the portrait or landscape orientation Paper that can only be set in the
landscape orientation
A4, B5, 8-1/2" x 11" A3W, A3, B4, 12" x 18", 11" x 17", 8-1/2"
x 14", 8-1/2" x 13"
Paper set in the landscape orientation Paper set in the portrait orientation Can be placed only in the landscape
orientation
A4R A4
(8-1/2"x 11'R) (8-112"x11") A3
(11" x 17")
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APPLICABLE PAPER TYPES

This section describes paper types that can be used and those that cannot be used.
All types of paper other than plain paper are referred to as special media.

+ Various types of paper are commercially available, some of which cannot be used on the machine.
@ Before using any paper, consult the dealer or nearest authorised service representative.

» The image quality and toner fusibility of paper may change due to ambient conditions, operating conditions, and paper
characteristics, resulting in image quality inferior to that of Sharp standard paper.
Before using any paper, consult the dealer or nearest authorised service representative.

» The use of non-recommended or non-usable paper may result in skewed feeding, misfeeds, poor toner fusing (the toner
does not adhere to the paper well and can be rubbed off), or machine failure.

» The use of non-recommended paper may result in misfeeds or poor image quality. Before using non-recommended paper,
check whether printing can be performed properly.

Useable paper

Specifications of plain paper, heavy paper and thin paper

Plain Paper 1 60 g/mZ2 to 89 g/m2 (16 Ibs. bond to 24 Ibs. bond)
Plain Paper
Plain Paper 2 90 g/mZ2 to 105 g/m?2 (24 Ibs. bond to 28 Ibs. bond)
Heavy paper 1 106 g/m2 to 176 g/m2 (28 Ibs. bond to 65 Ibs. cover)
Heavy paper 2 177 g/m? to 220 g/m2 (65 Ibs. cover to 80 Ibs. cover)
Heavy paper
Heavy paper 3 | 221 g/m2 to 256 g/m?2 (80 Ibs. cover to 140 Ibs. index)
Heavy paper4 | 257 g/m?2 to 300 g/m2 (140 Ibs. index to 110 Ibs. cover)
Thin paper 55 g/mZ2 to 59 g/m2 (13 Ibs to 16 Ibs)

* For paper specifications, see the specifications in the "Start Guide".
' * Recycled paper, coloured paper and pre-punched paper must meet the same specifications as plain paper.
Before using any paper, consult the dealer or nearest authorised service representative.
« If the paper that was output is significantly curled, remove the paper from the cassette, turn the paper over so it is face

down, and resume use.

Set the weight of plain paper

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Plain Paper Compatibility
Settings].
Set the weight of the plain paper that is regularly used. Select from Plain Paper 1 or Plain Paper 2.
The weight of Plain Paper 1 is 60 to 89 g/m2 (16 to 24 Ibs bond). The weight of Plain Paper 2 is 90 to 105 g/m?2 (24 to 28 Ibs
bond). Check the weight of the plain paper that you regularly use, and set accordingly.

Specifications of paper that can be used for two-sided printing

Paper Type Plain, Recycled, Colour, Letter Head, Pre-Printed, Punched,
Heavy Paper (106 g/m?2 (28 Ibs. bond) to 220 g/m2 (80 Ibs. cover))

Paper Size A3W, A3, B4, A4, A4R, B5, B5R, A5R, 12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 13-1/2", 8-1/2"
x 13-2/5", 8-1/2" x 13", 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2"R
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Types of paper that can be set in each tray

* For detailed information on the sizes and types of paper that can be loaded into each tray of the machine, see
"SPECIFICATIONS" in the "Start Guide" and "Paper Tray Settings (page 1-125)".
* Recycled paper, coloured paper and pre-punched paper must meet the same specifications as plain paper.
Before using any paper, consult the dealer or nearest authorised service representative.

Tray 1/2 Tray 3 Tray 4 Tray 51 Bypass tray
Plain Paper 1*2 Permitted Permitted Permitted Permitted Permitted
Plain Paper 2*2 Permitted Permitted Permitted Permitted Permitted
Heavy Paper 1*3 - Permitted Permitted Permitted Permitted
Heavy Paper 2*3 - Permitted Permitted Permitted Permitted
Heavy Paper 3*3 - - - - Permitted
Heavy Paper 4*3 - - - - Permitted
Thin Paper - - - - Permitted
Pre-Printed Permitted Permitted Permitted Permitted Permitted
Recycle Paper Permitted Permitted Permitted Permitted Permitted
Letter Head Permitted Permitted Permitted Permitted Permitted
Pre-Punched Permitted Permitted Permitted Permitted Permitted
Colour Permitted Permitted Permitted Permitted Permitted
Labels - - Permitted - Permitted
Glossy Paper - - - - Permitted
Transparency - - Permitted - Permitted
Tab Paper - - Permitted - Permitted

*1  when a large capacity tray (MX-LC18/MX-LC19) is installed

*2  "Plain Paper 1" is plain paper 60 to 89 g/m?2 (16 to 24 Ibs. bond), "Plain Paper 2" is plain paper 90 to 105 g/m?2 (24
to 28 Ibs. bond).

*3  "Heavy Paper 1" is heavy paper up to 176 g/m?2 (65 Ibs. cover), "Heavy Paper 2" is heavy paper up to 220 g/m?2 (80
Ibs. cover), "Heavy Paper 3" is heavy paper up to 256 g/m?2 (140 Ibs. index), and "Heavy Paper 4" is heavy paper
up to 300 g/m2 (110 Ibs. cover).
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Setting orientation of the print side

The setting orientation varies for the print side of paper, depending on the tray used. For "Letter Head" and
"Pre-Printed", set the paper in the reverse orientation.

Place with the print side facing the direction indicated below.

In normal status With letter head or pre-printed paper set
Trays 1-4 Facing up Facing down
Bypass, Tray 5 Facing down Facing up

When [Disabling of Duplex] is set for "Letter Head" or "Pre-Printed", set the print side in the same orientation as for the
ordinary operation.

€::? To set [Disabling of Duplex]:
209 In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Disabling of Duplex].

Paper that cannot be used

* Embossed paper
* Envelope
* Special media for an ink jet printer
(fine paper, glossy paper, glossy film, etc.)
» Carbon paper or thermal paper
*» Pasted paper
* Paper with clips
* Paper with fold marks
» Torn paper
* Oil-feed transparency film
* Thin paper less than 55 g/m2 (15 Ibs)
* Heavy paper as thick as 300 g/m2 (110 Ibs. cover) over
* Irregularly shaped paper
« Stapled paper
* Damp paper
* Curled paper
» Paper whose print side or reverse side has been already printed on by another printer or multifunction device.
 Paper with a wave-like pattern due to moisture absorption
 Paper with creases
* Paper with dust

Non-recommended paper

* Iron-on transfer paper
 Japanese paper
* Perforated paper

1-108



BEFORE USING THE MACHINE» LOADING PAPER

LOADING PAPER IN THE TRAY 1/2

A maximum of 1250 sheets of A4 (8-1/2" x 11") paper can be loaded into tray 1.
A maximum of 850 sheets of A4 (8-1/2" x 11") paper can be loaded into tray 2.

If you loaded paper of a different type or size from the paper previously loaded, be sure to check the settings in "Settings
(administrator)". An incorrect setting may cause print failure, printing on paper of an incorrect size, or type or paper misfeeds.

0 Do not place heavy objects on the tray or press down on the tray.

To check the type and size of paper:

% [Tray Settings] in the home screen or in "Settings", select [Status] — [Machine Identification] — [Paper Input Tray Status].
To set the type and size of paper:
Set this in [Tray Settings] in the home screen or in "Settings", select [System Settings] — [Common Settings] — [Paper
Settings] — [Paper Tray Settings].

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not
fanned, multiple sheets may feed at once and cause a
misfeed.
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m Lift the feed roller, and place paper
into the tray.

Load the paper with the print side facing up. The stack must
not be higher than the indicator line (maximum of 1250
sheets for tray 1, or maximum of 850 sheets for tray 2).

Lower the feed roller, and gently push
the paper tray into the machine.

Push the tray firmly all the way into the machine slowly.
Forcefully inserting the paper may cause skewed feeding
and paper misfeeds.

Changing the paper size

Wm Remove the paper size guide.

_ With the base of the tray pressed all the way down, hold
down the hook at the bottom on the paper size guide and

pull the paper size guide up slightly.

Paper guide

Hook

Transparent
sheet

\.

Before changing the paper size of tray 2, raise the paper guide.
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Attach the paper size guide and

n f (0 F@ ta transparent sheet appropriately for the
===\ *——1|| size of paper to be used.
- rlg [ ke [ (1) Align the bottom of the paper size guide
- 2) | . R with the appropriate slot on the base of
]7 the tray.
@I AL P>O Align the paper size guide with the slot for the paper
(CEERIYe) J size to be used (indicated by the paper size mark).

(2) Align the holes at the top of the paper
size guide with the protrusions that
secure the paper size guide.

Align with the holes for the paper size to be used
(indicated by the paper size mark).

(3) Push in the paper guide so that it locks
into place.
Push the paper size guide in until the hook at the
bottom locks into place. (You will hear a "click" when
the hook locks.) Move the paper size guide slightly to
verify that it has locked into place.

. Transparent
\ sheet

correct orientation as shown.
» The slot or hole with the "LT" mark is for 8-1/2" x 11" size.

» When attaching the paper size guide, place the transparent sheet in direct contact with the base of the tray in the

When attaching the paper size guide, make sure that the top and bottom of the guide are aligned to the same paper size. If
the top and bottom of the paper size guide are not aligned to the same paper size, skewed feeding and misfeeds will result.

Repeat steps 1 and 2 to adjust the far
paper guide to the paper size to be
used.

Be sure to adjust the far paper guide to the same size as the
near paper guide.

When removing and attaching the far paper size guide, take
care not to hit the front cover of the machine.

Adjusting only one paper guide may result in skewed feeding or misfeeds.

Set the paper size and paper type.

Be sure to set the paper size and paper type by selecting [Tray Settings] in the home screen or in "Settings", select
[System Settings] — [Common Settings] — [Paper Settings] — [Paper Tray Settings].

If the paper size setting is not configured correctly, automatic paper selection will not operate correctly and printing may
take place on the wrong size or type of paper or a misfeed may occur.
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LOADING PAPER IN THE TRAY 3/4

A maximum of 500 sheets of paper from A3 to B5R (11" x 17" to 7-1/4" x 10-1/2"R) can be loaded into tray 3.
A maximum of 500 sheets of paper from A3 to A5R (11" x 17" to 5-1/2" x 8-1/2"R) can be loaded into tray 4.

To load tab paper, the dedicated guide must be installed.

« If you loaded paper of a different type or size from the paper previously loaded, be sure to check the settings in "Settings
(administrator)". An incorrect setting may cause print failure, printing on paper of an incorrect size, or type or paper
misfeeds.

‘ + Other than plain paper, special media such as transparency film and tab paper can be loaded into tray 4.

@ Do not place heavy objects on the tray or press down on the tray.

To check the type and size of paper:

{:% [Tray Settings] in the home screen or in "Settings", select [Status] — [Machine Identification] — [Paper Input Tray Status].
To set the type and size of paper:
Set this in [Tray Settings] in the home screen or in "Settings", select [System Settings] — [Common Settings] — [Paper
Settings] — [Paper Tray Settings].

Pull out the paper tray.

Gently pull the tray out until it stops.
To load paper, go to step 3.
To load a different size of paper, go to the next step.

Adjust guide plates A and B by
squeezing their lock levers and sliding
them to match the longitudinal and
transversal dimensions of the paper to

be loaded.

The guide plates A and B are slidable. Slide each guide
plate while squeezing its lock lever to adjust to the paper
size.

A non-standard size of paper can only be loaded in tray 4. A non-standard size of paper cannot be loaded in tray 3.
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Fan the paper.

Fan the paper well before loading it. If the paper is not
fanned, multiple sheets may feed at once and cause a
misfeed.

Insert the paper into the tray.

Load the paper with the print side facing up. The stack must
not be higher than the indicator line (maximum of 500
sheets).

Indicator line

Gently push the paper tray into the
machine.

Push the tray firmly all the way into the machine slowly.
Forcefully inserting the paper may cause skewed feeding
and paper misfeeds.
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Loading tab paper into tray 4

Remove the tab paper guide.
The guide is stored inside the front cover.

Pull out the tray and install the guide.

Adjust the guide plates to the triangle mark position.

Install the guide so that it may cover the guide plates.
Adjust the guide plates in the tray to match the longitudinal
and transversal dimensions of the paper to be loaded.

n P Insert the tab paper into the tray.

Place the tab paper with the print side facing up so that the
tab is to the left.
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See the following figure and adjust the tab position of the tab paper.

Originals Tab paper
J3—— Topedge

2av

1i__ 1stpage

430

IHO

l Side 1
J—— Tail edge
1st page 2nd page 3rd page 4th page | \\

4th page 3rd page 2nd page

Ir

Gently push the tray into the machine,
and set the paper type to tab paper.

Using "Paper Tray Settings" in the system settings, set the
paper type to tab paper.

To set the paper type to tab paper:
% Set this in [Tray Settings] in the home screen or in "Settings", select [System Settings] — [Common Settings] — [Paper
Settings] — [Paper Tray Settings].
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LOADING PAPER IN THE LARGE CAPACITY
TRAY

Use the large capacity tray for outputting massive prints that cannot be processed using the regular tray.
* Large capacity tray (MX-LC18) stores a maximum of 3500 sheets of A4 and 8-1/2" x 11" paper.
* Large capacity tray (MX-LC19) stores a maximum of 3000 sheets of paper from A3W (12" x 18") to B5 (8-1/2" x
11"R).
When changing the paper size, consult the dealer or nearest authorised service representative.

0 Do not place heavy objects on the tray or press down on the tray.

To check the type and size of paper:

°¢ [Tray Settings] in the home screen or in "Settings", select [Status] — [Machine Identification] — [Paper Input Tray Status].
To set the type and size of paper:
Set this in [Tray Settings] in the home screen or in "Settings", select [System Settings] — [Common Settings] — [Paper
Settings] — [Paper Tray Settings].

Large capacity tray (MX-LC18)

Pull out the paper tray.
\ Gently pull the tray out until it stops.

Fan the paper.
\ Fan the paper well before loading it. If the paper is not

fanned, multiple sheets may feed at once and cause a
misfeed.

Place the paper in the centre of the
paper table.

Load the paper with the print side facing up. The stack must
not be higher than the indicator line (maximum of 3500
sheets).

N
Indicator —&‘
line
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Gently push the paper tray into the
machine.

Push the tray firmly all the way into the machine slowly.
Forcefully inserting the paper may cause skewed feeding
and paper misfeeds.

Press the operation button.

The operation button blinks, and the tray paper table goes
down to the paper loading position. Wait until the operation
button light goes off.

Do not pull out the tray until the light goes off. If you pull out the tray forcibly while the button lights up or blinks, a
machine failure may be resulted.

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not
fanned, multiple sheets may feed at once and cause a
misfeed.

Indicator line Place the paper in the centre of the
paper table.

Load the paper with the print side facing up. The stack must
not be higher than the indicator line (maximum of 3000
sheets).

When a certain volume of paper is loaded, the paper table
automatically goes down slightly and stops. Repeat this
operation in the same way to load paper.
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B / Gently push the paper tray into the

machine.

Push the tray firmly all the way into the machine slowly.
Forcefully inserting the paper may cause skewed feeding
> _| and paper misfeeds.

The paper table goes up after the tray is pushed in. The
operation button blinks while the paper table goes up. The
button lights up when the paper table has gone up.
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Changing the paper size for the large capacity tray (MX-LC19)

Loosen the paper guide screw.

Slide the plate of the paper guide.

Slide the plate until the red line appears at the centre of the
size window of the plate.

Adjust the paper guide to the paper
size that will be used.

Slide the paper guide forward or backward until the size
mark of the paper to be used ( 4 or P ) appears in the size
window of the plate.

Secure the paper guide.

(1) Slide the plate of the paper guide.

Slide the plate until the paper size to be used appears
in the size window of the plate.

(2) Tighten the paper guide screw.

Repeat steps 1 through 4 to adjust the
far paper guide to the paper size to be
used.

Be sure to adjust the far paper guide to the same paper size
as the near paper guide.

@ Adjusting only one paper guide may result in skewed feeding or misfeeds.
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Change the right paper guide to the

-~ paper size to be used.
(1) While holding up the paper guide lock,
~ slide the paper guide to the paper size to
N § be used.

(2) Release the paper guide lock.

(3) Move the paper guide slightly to the right
and left so that it locks into place.
You will hear a "click" when the paper guide locks.

Set the paper size and paper type.

Be sure to set the paper size and paper type by selecting [Tray Settings] in the home screen or in "Settings", select
[System Settings] — [Common Settings] — [Paper Settings] — [Paper Tray Settings].

If the paper size setting is not configured correctly, automatic paper selection will not operate correctly and printing may
take place on the wrong size or type of paper or a misfeed may occur.
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LOADING PAPER INTO THE BYPASS TRAY

Use the bypass tray for printing on plain paper, label sheets, tab paper, and other special media.
Up to 100 sheets of paper can be loaded (Heavy paper weighing between 106 g/m?2 and 256 g/m?2 (28 Ibs. bond and
140 Ibs. index): 40 sheets, heavy paper weighing between 257 g/m2 and 300 g/m2 (140 Ibs. index and 110 Ibs. cover):

20 sheets) for continuous printing, just like operation using other trays.

» When using plain paper other than Sharp standard paper or special media other than SHARP-recommended transparency

film, glossy paper, or when printing on the reverse side of paper that has been printed on one side, load paper one sheet
at a time. Loading more than one sheet at a time will cause misfeeds.

« Before loading paper, straighten any curling in the paper.
+ When adding paper, remove any paper remaining in the bypass tray, combine it with the paper to be added, and reload as
a single stack. If paper is added without removing the remaining paper, a misfeed may result. Loading more sheets than

the specified number of sheets or the limit may cause paper misfeeds.

How to place the original
Load paper up to A5 (7-1/4" x 10-1/2") size in landscape orientation.

Loading tab paper

To print on tab paper, load tab paper into the bypass tray with the print side facing down.

» Use only tab paper that is made of paper. Tab paper made of a material other than paper (film, etc.) cannot be used.

' * To print on the tabs of tab paper:
In copy mode, use [Tab Copy] in "Others". In print mode, use the tab print function.
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Inserting transparency film

» Use SHARP-recommended transparency film.
* When loading multiple sheets of transparency film into the bypass tray, fan the sheets several times before loading.

» When printing on transparency film, remove each sheet as it is printed and output from the machine. Allowing sheets to
stack in the output tray may result in curling.

Oriented Oriented
horizontally vertically

Important points when using label sheets

* For more information, consult the dealer or nearest authorised service representative.

» Some labels may have to be loaded into the bypass tray in the specified orientation. Follow such instructions.
If a form is already printed on the labels, and the print images and the preprinted form do not line up, adjust the
application or printer driver settings to rotate the print images.

* Do not use the following types of label sheets.

+ Label sheets without an adhesive copy or label copy

+ Label sheets with adhesive exposed

+ Label sheets with a specified feeding direction that is not supported by the machine
* A label sheet that has already been fed or has some labels removed

» Label sheets consisting of multiple sheets

+ Label sheets that do not support laser printing

+ Label sheets that cannot withstand heat

+ Label sheets that have perforations in the backing paper

+ Label sheets with slits in the backing paper

» Non-standard label sheets

» Label sheets with adhesive that has deteriorated due to prolonged storage or otherwise
» Label sheets with cutouts that expose the backing paper

* Curled or otherwise deformed label sheets

« Torn or creased label sheets
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Open the bypass tray.

When loading paper larger than 8-1/2" x 11"R or A4R, pull
out the extension guide.
Pull the extension guide all the way out.

@ Do not place heavy objects on the bypass tray or press down on the tray.

Load the paper with the print side
facing down.

Insert the paper along the bypass tray guides all the way into
the bypass tray until it stops slowly. Inserting the paper with
excessive force may cause the leading edge to fold back.
Inserting the paper too loosely may cause skewed feeding
or misfeeds.

The paper must not exceed the maximum number of sheets
and must not be higher than the indicator line.

Set the bypass tray guides correctly to
the width of the paper.

Adjust the bypass tray guides so that they slightly contact
the loaded paper.

enabled, set the print side in the same orientation as in the regular mode (facing down).

* Do not forcefully push in paper that you are loading. This may cause misfeeds.

For "Letter Head" and "Pre-Printed", set the paper with the print side up. However, when [Disabling of Duplex] is
@ « If the bypass tray guides are set wider than the paper, move the bypass tray guides in until they correctly fit the width
of the paper. If the bypass guides are set too wide, the paper may skew or be creased.
To display the paper tray settings when paper is detected in the bypass tray
i’;& In "Settings", select [System Settings] — [Common Settings] — [Paper Settings] — [Paper Tray Settings] — [Display
Paper Tray Settings when bypass tray detects paper.].
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HOW TO PLACE THE LONG PAPER GUIDE

The steps for attaching the optional long paper feeding tray to the bypass tray are explained below.

Extend the auxiliary guide of the long
paper feeding tray.

Pull out the extension guide of the
bypass tray.

Attach the long paper feeding tray
onto the extension guide of the bypass
tray.

Replace the extension guide of the
bypass tray.
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PAPER SETTINGS IN THE SYSTEM SETTINGS

You can configure detailed settings such as the size and type of paper in a tray.
In "Settings", select [System Settings] — [Common Settings] — [Paper Settings].

Paper Settings

Paper Tray Settings

Paper tray and paper type settings are explained in this section.

These settings specify the paper type, paper size, and functions allowed for each paper tray.

When [Paper Tray Settings] is selected, a list appears showing the trays and the current settings.
Auto Switching of Tray

When a tray runs out of paper during printing, this determines whether or not another tray with the same size and type of
paper is automatically selected and printing continues.

Display Paper Tray Settings when bypass tray detects paper.

You can have the paper tray settings appear automatically when paper is detected in the bypass tray.
Settings of each tray

When the [Change] key is tapped, the corresponding setting screen appears.

The following settings can be configured.

List name Description

Select a type of paper to be loaded into the tray.

The paper types that can be selected vary by paper tray. For more information, see "Tray
Settings (page 1-126)".

To user type setup, see "Paper Type Registration (page 1-128)".

Type

Select the paper size from the list. The paper sizes that can be selected vary by tray. The
sizes that can be selected may also be restricted by the paper type selected above. For
Size more information, see "Tray Settings (page 1-126)".

If the desired size does not appear in the list, select [Custom Size] and directly enter the
size (only for the bypass tray). For more information, see "Tray Settings (page 1-126)".

Select the modes that can be used. If there is a function that you do not wish to be used
with the selected tray, disable the function.

When the "Type" is other than plain paper, recycled paper, coloured paper, or a user type,
[Fax] and [Internet Fax] cannot be selected.

Feeding Approved Job

« If the paper size specified here is different from the size of paper that is loaded into a tray, a problem or misfeed may occur
when printing.

 To change the paper size in a tray, see "LOADING PAPER (page 1-105)".

+ Paper properties such as "Fixed Paper Side" are automatically set when the paper type is selected. The paper tray
properties cannot be changed in this screen.

* If [System Settings] in "Settings" — [Common Settings] — [Device Control] — [Disabling of Tray Settings] is selected, the
tray settings (except for the bypass tray) cannot be configured.

« Tray settings can only be changed in setting mode of the machine.
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Tray Settings

Paper Tray Paper Type Size
Tray 1 Plain 1/2, Pre-Printed,
Recycled, Letter Head, A4, 8-1/2" x 11"
Tray 2 Pre-Punched, Colour, User
Type 1to 8
Plain 1/2, Pre-Printed, Au:o-AB (A3, B4, A4, A4R, B5, B5R, 216 mm x 330 mm (8-1/2" x
Recycled, Letter Head 13%),
yced, ’ Auto-Inch (11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
Tray 3 Pre-Punched, Colour, Heavy 7-1/4" x 10-1/2'R)
*1 - - ’
foager Tto2"UserType 1 | g 1100 x 13-2/5" (216 mm x 340 mm), 8-1/2" x 13-1/2" (216 mm x
343 mm), 8K, 16K, 16KR
Auto-AB (A3, B4, A4, A4R, B5, B5R, A5R, 216 mm x 330 mm
Plain 1/2, Pre-Printed, (8-1/2" x 13")),
Recycled, Letter Head, Auto-Inch (11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
Pre-Punched, Colour, Heavy 7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2R),
Paper 1 to 2*1, User Type 1 Size Input-Inch,
to 8 Size Input-AB,
8-1/2" x 13-2/5", 8-1/2" x 13-1/2", 8K, 16K, 16KR
Tray 4

Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R),

o Auto-AB (A4, AdR, B5, BSR)

Transparenc Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R),
P Y Auto-AB (A4, A4R)

Tab Paper Auto-Inch (8-1/2" x 11"),

Auto-AB (A4)

Tray 5 (MX-LC18)

Tray 5 (MX-LC19)

Plain 1/2, Pre-Printed,
Recycled, Letter Head,
Pre-Punched, Colour, Heavy
Paper 1 to 2™1, User Type 1
to8

A4, 8-1/2" x 11"

A3W (12" x 18"),A3, B4, A4, A4R, 11" x 17", 8-1/2" x 14",
8-1/2" x 13" (216 mm x 330 mm), 8-1/2" x 11", 8-1/2" x 11"R,
8K, 16K

Bypass Tray

Plain 1/2, Pre-Printed,
Recycled, Letter Head,
Pre-Punched, Colour,
Heavy Paper 1 to 4*1, Thin
Paper*1, Glossy Paper, User
Type 1to 8

Auto-AB (A3W (12" x 18"), A3, B4, A4, A4R, B5, B5R, A5R, 11"
x 17", 216 mm x 330 mm (8-1/2" x 13")*2, 216 mm x 340 mm
(8-1/2" x 13-2/5")*2, 216 mm x 343 mm (8-1/2" x 13-1/2")*2,
8-1/2" x 11"),

Auto-Inch (12" x 18" (A3W), 11" x 17", 8-1/2" x 14"™2, 8-1/2" x
13-2/5"*2, 8-1/2" x 13-1/2"*2, 8-1/2" x 11", 8-1/2" x 11"R, 7-1/4"
x 10-1/2"R, 5-1/2" x 8-1/2"R, A3, B4, A4, B5R),

Size Input-Inch,

Size Input-AB,

8K, 16K, 16KR

Labels, Transparency, Tab
Paper

Same as for Tray 4
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Paper Tray Paper Type Size
Inserter (Upper tray) Auto-AB (A3W (12" x 18"), 11" x 17", 8-1/2" x 11", A3, B4, A4,
A4R*2, 216 mm x 330 mm (8-1/2" x 13")*2, 216 mm x 340 mm
Plain 1/2, Pre-Printed, (8-1/2" x 13-2/5")*2, 216 mm x 343 mm (8-1/2" x 13-1/2")*2, B5,
Recycled, Letter Head, B5R, A5R)
Pre-Punched, Colour, Heavy | Auto-Inch (12" x 18" (A3W), 11" x 17", 8-1/2" x 14", 8-1/2" x
Inserter (Lower tray) Paper 1 to 2™1, User Type 1 11", 8-1/2" x 11"R*2, 8-1/2" x 14"*2, 8-1/2" x 13"-1/2*2, 8-1/2" x
to 8 13-2/5"*2, 7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2R, A3, B4, A4)
Size Input-Inch,
Size Input-AB

*1 Heavy paper 1: 106 g/m?2 to 176 g/m?2 (28 Ibs to 46 Ibs)
Heavy paper 2: 177 g/m2 to 220 g/m?2 (47 Ibs to 58 Ibs)
Heavy paper 3: 221 g/m2 to 256 g/m?2 (59 Ibs to 68 Ibs)
Heavy paper 4: 257 g/m?2 to 300 g/m?2 (69 Ibs to 79 Ibs)
Thin paper: 55g/m?2 to 59g/m?2 (13 Ibs to 16 Ibs)
*2 The size that is automatically detected is set in "Select Paper Sizes for Auto Detection" in the bypass tray settings
screen.

Select Paper Sizes for Auto Detection

"Select Paper Sizes for Auto Detection" in the bypass tray settings screen is used to select the paper size that is
automatically detected from similar sizes when the automatic paper size detection takes place.

Select one of two sizes when "Auto-Inch” is set. Select one of three sizes when "Auto-AB" is set.

When paper that is the same size as one of the paper sizes in the settings is placed in the bypass tray, the size that is
selected in the settings will be automatically detected.

List name Description

8-1/2" x 13" (216 mm x 330 mm), 8-1/2" x 13-2/5" (216 mm x 340 mm), 8-1/2" x 13-1/2"
Auto-AB

(216 mm x 343 mm)
Auto-Inch 8-1/2" x 14", 8-1/2" x 13-2/5" (216 mm x 340 mm)

Custom Size Registration (Bypass)

Bypass tray and paper type settings are explained in this section.

If you frequently use a non-standard size paper in the bypass tray, register that paper size in advance.

Registering the paper size saves you the trouble of setting the size each time you need to use it.

Up to Seven paper sizes can be registered.

Tap the key ([Custom 1] to [Custom 7]) in which you wish to register or change a paper size, and the registration screen
appears.

Select whether you wish to enter the inches ("Size Input-Inch") or size in mm ("Size Input-AB"), and then set the X and Y
dimensions of the paper.

"Size Input-AB"
The X direction can be set between 140mm and 457mm. The factory default setting is 420mm.
The Y direction can be set between 90mm and 305mm. The factory default setting is 297mm.

"Size Input-Inch”

The X direction can be set between 5-1/2" and 18". The factory default setting is 17".
The Y direction can be set between 3-5/8" and 12". The factory default setting is 11".
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Paper Type Registration

Store a paper type when the desired paper type does not appear as a selection or when you wish to create a new set of
paper properties.
Up to 8 paper types can be registered.

List name Description

Type Name Register any name. ) . )
The factory default names are "User Type 1" to "User Type 8".
Fixed Paper Side Use this setting when paper with a front and reverse side is used.
Disable Duplex Use this setting when paper loaded cannot be used for 2-sided printing.
Disable Reverse Use this setting when using paper that cannot be reversed.
Disable Staple Use this setting when paper used cannot be stapled.
Disable Punch Use this setting when paper used cannot be punched.
Disable Fold Use this setting when paper used cannot be folded.

The settings that can be selected vary depending on the peripheral devices installed.
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IHOW TO PLACE THE ORIGINAL

SELECTING A PROCEDURE FOR PLACING
THE ORIGINAL DEPENDING ON THE TYPE
AND STATUS OF THE ORIGINAL

Place the original in the automatic document feeder. Depending the type and status of the original, use the document
glass. Follow the instructions to select the method for placing the original.

Detectable original sizes

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Original Size
Detector Setting].

Original Size Detector Setting

One of the 8 groups of standard original sizes shown below can be selected for detection by the original size detection
function.

Detectable original sizes

Selections Document glass Document feeder tray (automatic document
feeder)
11" x 17", 8-1/2" x 14", 8-1/2" x 11", A3, A4, A4R, A5,
AB-1 A3, A4, A4R, A5, B4, B5, B5R B4, B5, B5R
AB-2 A3, A4, AdR, A5, B5, B5R, 216 mm x 330 mm (8-1/2" A3, A4, A4R, A5, B4, B5, B5R, 11"x17", 8-1/2"x11",
x 13") 216 mm x 330 mm (8-1/2"x13")
A3, A4, A4R, A5, B4, 11"x17", 8-1/2"x11", 216 mm x
AB-3 A4, A4R, A5, B4, 8K, 16K, 16KR 330 mm (8-1/2"x13"), 8K, 16K, 16KR
AB-4 216 mm x 340 mm (8-1/2" x 13-2/5"), A3, A4, A4R, A3, A4, A4R, A5, B4, B5, B5R, 11"x17", 8-1/2"x11",
A5, B5, B5R 216 mm x 340 mm (8-1/2"x13-2/5")
AB-5 216 mm x 343 mm (8-1/2" x 13-1/2"), A3, A4, A4R, A3, A4, A4R, A5, B4, B5, B5R, 11"x17", 8-1/2"x11",
A5, B5, B5R 216 mm x 343 mm (8-1/2"x13-1/2")
Inch-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
5-1/2" x 8-1/2" 5-1/2" x 8-1/2", A3, A4
Inch-2 11" x 17", 216 mm x 330 mm (8-1/2" x 13"), 8-1/2" x 11"x17", 216 mm x 330 mm (8-1/2"x13"), 8-1/2"x11",
11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2"x11"R, 5-1/2"x8-1/2", A3, A4
Inch-3 11" x 17", 8-1/2" x 13-2/5" (216 mm x 340 mm), 8-1/2" 11"x17", 8-1/2"x13-2/5 (216 mm x 340 mm),
x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2"x11", 8-1/2"x11"R, 5-1/2"x8-1/2", A3, A4

Cancel Detection at Document Glass
Original size detection on the document glass can be disabled. When this is done, all originals placed on the document
glass are treated as special size originals.
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Original Feeding Mode
The following original feeding modes can be set to operate by default in copy, image send, and scan to HDD. When a
mode is frequently used, this saves you from having to select the mode in another mode each time you need to use it.
* Mixed Size Doc. Different Width
* Slow Scan Mode
» Blank Page Skip"
* Excluding fax mode and Internet fax mode.

Plain Paper Compatibility Settings

Set the weight of the plain paper that is regularly used. Select from Plain Paper 1 or Plain Paper 2.

The weight of Plain Paper 1 is 60 to 89 g/m2 (16 to 24 Ibs bond). The weight of Plain Paper 2 is 90 to 105 g/m?2 (24 to 28
Ibs bond). Check the weight of the plain paper that you regularly use, and set accordingly.

Initial Original Count Setting
Specifies whether or not "Original Count" in Others is enabled for each function.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]
— [Initial Original Count Setting].
The following settings can be configured.
Copy
* Copy
Image Send
» Scan to
* Internet Fax
* Fax
» Data Entry
Document Filing
» Scan to HDD
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AUTOMATIC DOCUMENT FEEDER

This section explains how to place originals in the automatic document feeder.

* Place originals of different sizes together, if needed, in the automatic document feeder. In that case, use the "Others"
function in each mode to set [Mixed Size Original]. An original cannot be detected if all pages are of the same size but
some of them are set in a different orientation.

—

\\D
%
B5 (5-1/2" x 8-1/2" ey
( X ) —.%

A4 (8-1/2" x 11" —E

+ Before inserting originals into the document feeder tray, be sure to remove any staples or paper clips.

« If originals have damp spots due to correction fluid, ink or paste up glue, wait until the originals are dry before making
copies. Otherwise the interior of the machine or the document glass may be soiled.

+ Do not use the following originals. Incorrect original size detection, original misfeeds, and smudges may result.
Transparency film or other transparent material for backup copy, tracing paper, carbon paper, thermal paper or originals
printed with thermal transfer ink ribbon should not be fed through the document feeder. Originals to be fed through the
feeder should not be damaged, crumpled, folded, loosely pasted together, or have cut-out holes. Originals with multiple
punched holes other than two-hole or three-hole punched paper may not feed correctly.

» When using originals with two or three holes, place them so that the punched edge is at a position away from the feed slot
of the document feeder tray. Specify the orientation of the original using [Original].

o o o
| —
Feed slot -[F=—— Hole positions o\\D
) —
\
= 0\

« For a thin original (35 g/mZ2 - 49 g/m2 (9 Ibs. to 14 Ibs.)), use [Slow Scan Mode] in the "Others". For this type, 2-sided

scanning is disabled.

'@

L

QL:
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Allowed original sizes

Minimum original size

Maximum original size

Standard size

(Minimum size that can be automatically detected)
148 mm (longitudinal) x 210 mm, or A5

5-1/2" (longitudinal) x 8-1/2" (transversal)
Non-standard size

(Minimum size that can be specified manually)
131 mm (longitudinal) x 140 mm (transversal)
5-1/8" (longitudinal) x 5-1/2" (transversal)

Standard size

(Maximum size that can be automatically detected)
297 mm (longitudinal) x 420 mm (transversal) or A3
11" (longitudinal) x 17" (transversal)

A3W (12" x 18") cannot be used.

Non-standard size

(Maximum size that can be specified manually)
Copy mode:

297 mm (longitudinal) x 432 mm (transversal)
11-5/8" (longitudinal) x 17" (transversal)

image send mode:

297 mm (longitudinal) x 1000 mm (transversal)

11" (longitudinal) x 39-3/8" (transversal)

When the original is a non-standard size, see the appropriate explanation below for the mode you are using.
» COPIER: "SELECTING THE ORIENTATION AND SIZE OF THE ORIGINAL (page 2-28)"

» FAX:"SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 4-45)"

» IMAGE SEND: "SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 5-51)"

Allowed original weights

1-sided scanning: 35 to 128 g/m2 (9 to 32 Ibs Bond)
2-sided scanning: 50 to 128 g/m2 (13 to 32 Ibs Bond)
To scan originals from 35 to 49 g/m2 (9 to 13- Ibs Bond), use "Slow Scan Mode" in the "Others" function. Scanning

without using "Slow Scan Mode" may result in original misfeeds.
When "Slow Scan Mode" is selected, automatic 2-sided scanning is not possible.

n Make sure that there is no original on the document glass.

Place the original.

n Align the edges evenly U to 150 sheet be inserted
and face them up pto sheets can be inserted.

Below the indicator line

Insert to the end

After scanning is finished on the automatic document feeder,
remove originals from the original exit tray.
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DOCUMENT GLASS

This section describes the steps for setting the original on the document glass.

* Close the automatic document feeder slowly. Abruptly closing the automatic document feeder may damage it.
A  Take care that your fingers are not pinched when closing the automatic document feeder.

Allowed original sizes

Maximum original size

Standard size

297 mm (longitudinal) x 420 mm (transversal) or A3
11" (longitudinal) x 17" (transversal)

Non-standard size

297 mm (longitudinal) x 432 mm (transversal)
11-5/8" (longitudinal) x 17" (transversal)

When the original is a non-standard size, see the appropriate explanation below for the mode you are using.
» COPIER: "SELECTING THE ORIENTATION AND SIZE OF THE ORIGINAL (page 2-28)"

» FAX:"SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 4-45)"

» IMAGE SEND: "SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 5-51)"

n Open the automatic document feeder.

Load the paper with the print side
— facing down.
Place the original face down and align the top left corner of

the original with back left (at the tip of the mark ‘ ) of the
document glass.

Original size
detector

Document glass | ‘
Y

scale
—

Do not place any objects under the original size detector.
@ Closing the automatic document feeder with an object underneath may damage the original size detector or disable
correct detection of the original size.

When placing a non-standard size original on the document glass, the size can be detected easily if a blank sheet of A4
(8-1/2" x 11"), B5 (5-1/2" x 8-1/2"), or other standard size paper is placed on top of the original.
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Close the automatic document feeder.

After placing the original, close the automatic document feeder. If the unit is left open, parts outside of the original will be
copied in black, causing excessive use of toner.

» When closing, open the automatic document feeder all the way and then close it.

« If originals have damp spots due to correction fluid, ink or paste up glue, wait until the originals are dry before making
copies. Otherwise the interior of the machine or the document glass may be soiled.
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PROCESSING AND CHECKING THE STATUS

TYPES OF JOB STATUS SCREENS

When you tap the job status display, the job status screen appears. Tap it again to return to the previous mode.
The job status screen is divided into the following four tabs, enabling you to select a job list by tapping a desired tab.

Easy Easy HDD UNE T PRIN —
Job Stat
5 Copy [_J5e B Fi rotrieve ISP OSA 00 Sials o Job Status ) Back

ack

[HE)

« W Print @ scan i T Fax o Intenet Fax '8

Job Job Queue Progress / Sets Status

B User_1_User_1_User 10004 Encrypt PDF

-
= (LU0
=PORTAL

(B User_2_ User_2_User 10004 Spooling

CLOUD PORTAL

Spool

Complete

s Total Count Brightness
Adjustment

Job Status

* Print
Lists print jobs such as copying, printing from a PC, USB direct print, and printing for faxed or other received data.
* Scan
Lists send jobs of converted images for e-mail messages and FTP/Desktop send jobs.
* Fax
Lists fax send jobs using a telephone line.
* Internet Fax
Lists fax send jobs using internet.

The background of the job status display changes as follows:

» Green: Job in progress

* Yellow: Warming up/waiting
» Red: Waiting for error clearing

* To prohibit the display and changing of job information of other users when user authentication is enabled
Select "Settings (administrator)" — [User Control] — [Default Settings] — [Include Job Status in user authentication] —

[Disable display/change of other users' information in the job status] check box to +.

+ Job Spool Queuing
When this function is enabled, received print jobs are displayed in the spool queue of the job status screen. The jobs are
moved to the job queue after they have been analyzed by the machine. Multiple jobs that have not yet been analyzed
appear in the spool queue.
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Condition Settings] —[Job Spool Queuing].

On each tab, jobs are classified into three groups.

Jobs move among the lists according to the processing status, from [Spool], [Job Queue] and [Complete], in that order.
To switch the job list display to the display by processing status, tap the [Spool], [Job Queue] or [Complete] key as
desired.
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Job Job Queue Progress / Sets Status
B User_1_User_1_User ---/0004 Encrypt PDF

B User_2 User 2 User /0004 Spooling

* Spool list (Only displayed when a print-from computer job is received)
Lists print jobs up to the transfer to the machine from a computer. The jobs move to the Job Queue list after the
transfer is completed.
If you printed an encrypted PDF file by direct print, enter the password from here to print the file.
» PRINTING AN ENCRYPTED PDF FILE (page 3-89)
+ Job Queue list
Lists jobs in progress and in the queue for copying, printing from a computer and printing of received fax. This list also
displays jobs in progress and in the queue for sending fax data or sending image data converted on the machine. The
jobs move to the Complete list after printing or sending is completed.
* Complete list
Lists jobs through with copying, printing or sending.
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STOPPING/DELETING A JOB IN PROGRESS
OR RESERVED

Tap the job status display and tap the tab for the job that you wish to stop or
delete.

T Tap the [Job Queue] key.

Back

@ When you wish to stop a print job being sent from the computer, tap the [Spool] key.

Tap the job that you wish to stop or delete, and then tap [Stop/Delete] on the
action panel.
When a screen appears that allows you to confirm that you do want to stop the job, tap the [Cancel] key.

If the machine runs out of paper during a copy or print job, you can cancel the job from the job status screen.
To delete more than one job, operate the check box for [Enter Plural Selection Mode] on the action panel so that it looks
like v .

* Printing of a received fax or Internet fax cannot be stopped.

* A job set for transfer in "EORWARDING RECEIVED DATA TO PRESET DESTINATIONS (INBOUND ROUTING
SETTINGS) (page 4-65)" cannot be cancelled.
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PRIORITY PROCESSING OF A RESERVED
JOB

This function gives priority to processing of copied, faxed or image send jobs arising later to jobs already in a queue for
printing or sending.

+ Job on the print tab

The job currently in progress is suspended to let the priority job make interruption.
+ Job on the scanner/fax/Internet fax tab

The priority job is moved directly under the job currently in progress.

' Priority processing operation varies, as follows, depending on the job type.

n Tap the job status display and tap the job for priority processing.

n ECH -~ | - |- D Tap the [Job Queue] key.

Job | Job Queue Progress / Sets Status et | TR
i Copy 0100/0100  Paper Empty — 2 €3 Stop/Delete
Co 0000/0001  Waitin Calculatin ||| Enter Plural
& copy iting vlating L Selection Mode
Coy 0000/0001  Waiting Calculating
B Copy 9 9 ek
3 Copy 0000/0001  Waiting Calculating
i Copy 0000/0001  Waiting Calculating ‘
3 Copy 0000/0001  Waiting Calculating
@ Copy 0000/0001 Waiting Calculating
& copy 0000/0001  Waiting Calculating 3 l
Tap the job for priority processing and

s Print @ Scan ax i »,
Job  Job Queue Progress / Sets Status g

Change Job Priority

then tap [Change Job Priority] on the

& Copy 0100/0100  Paper Empty — 1 €3 Stop/Delete .
5 Copy 0000/0001  Waiting Calculating ._J g:::;l';:f::ode actlon panel-
i Copy 0000/0001  Waiting Calculating ok
@ 000001 Weltng  Caodatng
i copy 0000/0001 ~ Waiting Calculating
5 Copy 0000/0001  Waiting Calculating
& copy 0000/0001  Waiting Calculating
@ Copy 0000/0001  Waiting Calculating
& Copy 0000/0001  Waiting Calculating ¥
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Changing the job order

If there is a job in progress, an interrupt job can be performed, or a job can be moved down in the queue to change the
job order. Tap the key of the job you want to move, and tap the "Priority Change" key.

4 Print @ Scan a o Internet Fax .
Job  Job Queue Progress / Sets Status %‘:‘“
Priority Change

& Copy 0100/0100  Paper Empty —

key
Moves the selected job to the top of the queue. The current job will be interrupted and the selected job starts.

key
Moves the selected job up one position. When the second job from the top is selected, tapping this key interrupts the
current job and starts the selected job.

key
Moves the selected job down one position.

key

Moves the selected job to the bottom of the queue.

Scanner job with a timer setting
When a scanner job with a timer setting is selected, tapping the order change keys moves the job as follows.

key
The timer setting is cancelled and the job moves to the position after the job in progress (second from top).

key
The timer setting is cancelled and the job moves to the lowest position in the queue (if there are 3 jobs, the 4th

.

©

(]

D,

=

I S

>

=~
=~
(0]
<

These keys cannot be used.

The jobs below cannot be moved.
Job currently in progress, interrupt copy jobs, list print jobs, and jobs when Passing Prohibited is set in the system settings.

* Prohibit Job Priority Operation
Use this setting to prohibit Job Priority Operation and hide the [Priority Change] key in the Job Status screen.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Disabling of Job
Priority Operation].

+ Disabling of Bypass Printing
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Disabling of
Bypass Printing].
This setting is used to disable bypass printing (printing other jobs ahead of a job that has been stopped* because the
paper required for the job is not available in any of the trays).
* This does not include cases where the paper ran out during the job.

@ e
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In print tab, you can switch the display in the "Job Queue" screen between the number of printed copies and remaining
copies to be printed for each job.

o Internet Fax L%

Job  Job Queue Proaress / Sets  Status

BT () I

Start
im

To switch the display between the numbers of printed copies and remaining copies to be printed for each job:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]
— [Switch the Number of Sets to be Displayed for Job Status].

CHECKING A RESERVED JOB OR THE JOB
IN PROGRESS

Tap the job status display and tap the tab for the job whose contents you
wish to check.

- e | Tap the [Job Queue] key.
 Check Details of
Job  Job Queue (1) Progress / Sets Status ;‘;’; Selected Job

TG g ) - covon
55 copy 0000/0001 ~ Waiting Calculating © StopiDelete
i copy 0000/0001  Waiting Calculating  Enter Plural
" Selection Mode
i Ccopy 0000/0001  Waiting Calculating
Back
i Copy 0000/0001 ~ Waiting Calculating
]
5 Copy 0000/0001  Waiting Calculating (2 ‘
& Copy 0000/0001 ~ Waiting Calculating
@ Copy 0000/0001 ~ Waiting Calculating
@ Copy 0000/0001  Waiting Calculaing ¥ |

Tap the job whose contents you wish to check and then tap [Check Details of
Selected Job] on the action panel.

« Different job contents appear in different modes.

* For information on the icons displayed on the job keys or the messages displayed in "Status", see "READING THE
JOB LIST (page 1-142)".
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CHECKING COMPLETED JOBS

Tap the job status display and tap the tab for the job whose contents you
wish to check.

(- Emmm———] 7| T the [Complete] key

Job | Job Queue (1 ) Progress / Sets Status [

Time

(cmoms Tap the job whose contents you wish

Selected Job

Job  Complete Set Time NuberulPrinlsSIalus ~ e ' tO CheCK and then tap [CheCK Detai |S
& Copy 13:4306/22 0001/0001 i 4 Change Seting o Prnt

- | = of Selected Job] on the action panel.

& Copy 13:3306/22 0001/0001

Jobs you can check are displayed as keys so that you can

#& Copy 13:33 06/22 0001/0001

% copy 133306122 0001/0001 tap them.

S B

« Different job contents appear in different modes.

- L i B acicid ks « For information on the icons displayed on the job keys or
£ Copy 00:00 05/05 0001/0001  OK . .
& copy 00:0005105 00010001 OK 3 the messages displayed in "Status", see "READING THE

JOB LIST (page 1-142)".
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READING THE JOB LIST

The meaning of each job icon and message displayed in "Status" is as follows:

Icons indicating the job type

Print job (RGB/CMYK) Copy job

LE LE

RGE  CMYK

iy

Scan to E-mail job Scan to FTP job

L

Scan to Network Folder job Scan to Desktop job

Fax transmission job Fax reception job

VAR PR
&

. PC-Fax transmission job . Internet fax transmission job (Including
e e Direct SMTP)
PC-I-Fax transmission job Scan to HDD file print job
L
& E|
. Internet fax reception job (Including Broadcast job* Inbound routing job
o° Direct SMTP) 114

Tandem copy/print job OSA Scan Job

EE =

* This appears in a multi-mode broadcast job.
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Messages displayed in "Status"

Job in progress

Display Status

"Printing" Print job in progress

"Copying" Copy job in progress

"Connecting" Connecting

"Sending" Sending

"Receiving" Receiving

"Processing" Processing

"Tel" Speaking with the other party using an extension telephone
"Stopped" The job has been stopped.

"Toner Empty" Toner Empty

"Paper Empty" Paper Empty

"Paper Jam" Paper jam

"Waiting" Waiting

"Warming up" Warming up

"Limit" Having reached the account limit

"Report Wait" Transmission confirmation reception timeout

"Error" An error occurred while the job was being executed.

Reserved job

Display Status

"Waiting" The job is waiting to be executed.

"Retry Mode" The job is being retried due to a communication error or other problem.
"Report Wait" Waiting for confirmation of Internet fax transmission

A day and time is displayed Timer transmission job (the specified time is displayed)
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Completed job
"OK" Normal termination
"Send OK" Transmission was completed.
"NG Ck Line" Fax line cable is not connected
"In Memory" Reception completed but the fax has not been printed.

The received data (each page) has not been printed or forwarded. (The received data has not
been deleted.)

"Received" Printed received fax data.

The fax has been received.

The received data (each file) was stored.

"Forward OK" The received data/received data (each file) has been forwarded.

"FAST" FAST transmission completed.

"Stopped" The job was stopped.

"Delete" Deleted received data in the image check screen.

"Number of successful Completion of a broadcast transmission, serial polling, or inbound routing operation.

transmission
destinations/Total
destinations OK"

If transmission to 3 destinations was successful out of a total of 5, "003/005 OK" will appear.

"No Response" An error occurred because there was no response from the destination.

"Busy" An error occurred because the other party was busy.

"Received" E-mail other than Internet fax received

"Rejected" A fax was sent from a party that has been blocked by the anti junk fax function.

"NGxxxxxx" Transmission/reception was not successful because a communication error occurred (a 6-digit

error code appears in XXxxxx.)

"Error" An error occurred while the job was being executed.
"displayed"* Displayed at the receiving machine when delivery confirmation is set
"dispatched" Forwarded elsewhere before being displayed at the receiving machine when delivery

confirmation is set

"processed"” Processed without being displayed at receiving machine when delivery confirmation is set
"deleted"” Message deleted at receiving machine when delivery confirmation is set
"denied"™ Receiving machine refused to notify sending machine of message processing content when

delivery confirmation is set

"failed" An abnormal condition occurred when delivery confirmation is set

* If the receiving machine is a SHARP machine, the receiving machine will return "dispatched" if the fax was received
normally, or "processed" if reception failed.
When delivery confirmation is set for Internet Fax, the disposition feeld value indicated on the delivery confirmation
return e-mail appears.
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IADDRESS BOOK
ADDRESS BOOK

"Contacts" and "Group" can be stored in the address book.

For a contact, more than one address can be stored, including fax, e-mail, Internet fax and direct SMTP addresses.
Registering addresses stored as "Contacts" as well as directly entered addresses as "Group" enables you to easily send
messages to multiple destinations simply by specifying a group.

Address Book

0612541234

» Up to 2000 entries in all can be stored for "Contacts" and "Group".

* The address book can store up to 6000 addresses.

* One "Contacts" can store up to 500 addresses.

* One "Group" can store up to 500 addresses.

* A group that combines direct SMTP with other sending methods cannot be used for transmission.
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ADDRESS BOOK SCREEN

To display the address book, tap the [Address Book] key on the base screen in image send mode such as fax, e-mail, or
Internet fax. You can also display it by tapping the [Address Book] icon in the home screen. "Contacts" and "Group”
registered are enabled for alphabetical search and selected condition-based advanced search.

' * When the [Address Book] key is tapped on the e-mail base screen, groups and contacts having e-mail addresses are
displayed.

« If user authentication is enabled, registered contacts can be shared within a specified group or stored as personal contacts
that only you are allowed to access.

» SETTING THE SCOPE FOR PUBLICIZING CONTACTS AND GROUPS (page 1-158)

* You can tap the [Find My Address] key while logging in and select your e-mail address from the user list. This is convenient
when you want to send an e-mail to yourself.

» MY ADDRESS (page 5-17)

Disable register an address book

*Prohibiting registration from the machine
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Enable/Disable
Settings] — [Settings to Disable Registration] — [Disable Registering Destination from Operation Panel].

*Prohibiting registration from the web page
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Enable/Disable
Settings] — [Settings to Disable Registration] — [Disable Registering Destination on Web Page].

*Disable Switching of Display Order
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Disable Switching of Display Order].
Disables to change the order of display (search number order, ascending, descending).
Once set, the display sequence is not changed. The display order will remain fixed at the order that is in effect when this
setting is enabled.

*The type of screen set in the initial screen of the address book is shown
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Category Displayed as Default].
Select a category to be displayed with the default.
* None
* Frequent Use
+ Categories 1 to 32

*Show all addresses regardless of the mode
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Display all address type regardless of the mode being displayed currently.].
Displays all destinations regardless of the displayed mode when this setting is enabled.

*Enlarge the address book
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Enlarge Address Book].
An enlarged address book list appears.

Address Em j» Sending History

I} Sott Call Search Number

. BBB
1, AAA
4, ccc

| Direct TX
) Add New

I Send Same Image
as Fax Address

Print Individual List

_
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Selecting "Contacts" or "Group"
Tap a "Contacts" or "Group", and the tapped "Contacts" or "Group" is selected.
After selection, tap 3.
To add "Contacts" and "Group", refer to the following.
» STORING ADDRESSES THROUGH DIRECT ENTRY (page 1-150)
» STORING ADDRESSES THROUGH GLOBAL ADDRESS SEARCH (page 1-151)
» STORING ADDRESSES FROM FAX OR IMAGE SEND LOGS (page 1-153)
» STORING GROUPS (page 1-154)

|
Hm » iGIobaI Address Search

Sending History

Y Call Search Number
[:] Direct TX

. (- Add New
-_:] Send Same Im;ga
- as Fax Address

One touch keys Of e * °®
"Contacts"

One touch keys of "Group"
[Frequent Use] key

[Category] key  [Narrow Down] key
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Narrowing by frequent Use

Tap the [Frequent Use] key and select an address in the screen that appears.
Addresses registered as "Frequent Use" addresses are shown.

Address H m » | Global Address Search

AL sot IR ~ Sending History

VY
|

% ccc | || Direct X
5

4 DDD .: (- Add New

|Cal| Search Number

Send Same Image

s cce —l as Fax Address

4+ DDD

% BBB

Narrowing by category

Tap the [Category] key to select a category on the screen that appears.
The "Contacts" and "Group" in the selected category appear on a list.
The narrowed-down condition is displayed under the [Category] key.

H 1 s Sending History

~ Call Search Number
2

|JDirectTX
|

‘Category 1 ! @ Add New

Address

Fax
Category 0

_] Send Same Image

(Category 2 as Fax Address

Category 3 Print Individual List

Category 4

Category 5

(Category 6

Narrowing by job type

Tap the [Narrow Down] key to select a job on the screen that appears.
To narrow by "Group", tap the [Group] key.

The "Contacts" and "Group" for the selected job appear on a list.

The narrowed-down condition is displayed under the [Narrow Down] key.

Address

Iy

E ﬂ s Sending History
- ~ Call Search Number

i | | Direct TX
=
& 688 ) AddNew
| Send Same Image
Al cce e
4, AAA FTP/Desktop Print Individual List

Network Folder

4+ BBB

Intel Fax

Frequent
Use
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Narrowing by index

Search by alphabet to narrow down addresses.
For example, tap "A" on the index bar to display "Contacts" stored with search text starting with "A".

Address E m1 . Sending History

I} sot iA ~ Call by Search Number

| Direct TX
=
() Add New
l§

| Send Same Image
- as FaxAddress

Print Individual List

Narrowing by keyword

Tap to display a search screen. Select a target for search, enter a keyword and then tap the [Search Start] key. The

search results are listed.
For example, if [Item] is [Name], search with a keyword "SH" lists contacts and groups starting with "SH".

Displaying in the order of search numbers
Tapping the [Sort] key displays a list in ascending order, descending order, or in the order of search numbers.
The display is switched in the order of [Sort] (A) (Up) —[Sort] (¥ ) (Down) — Search Number Order.

Address E u] j». Sending History

£ E — Call by Search Number
ALL

| Direct TX
=
(4 Add New

| Send Same Image
- as FaxAddress

Print Individual List
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STORING ADDRESSES THROUGH DIRECT
ENTRY

Store new names or addresses in the address book by directly entering them.

In the address book screen, tap [Add New] on the action panel, or tap the
[Address Control] icon in the home screen.

B | Enter basic information.
R | <rie (Recurec) ' Be sure to enter [Name] and [Initial].
il Search (Opt) Seareh 6 To specify a category, select one from a category list that
| appears when the entry box is tapped.
| © = To register for frequent use, select the [Also Register for
. FaxNumber Frequent Use] checkbox [+ .

E-mail Address
= Internet Fax Address

Direct SMTP Address

{.’5 To register a category name:
£0; In "Settings (Web version)", select [Address Book] — [Category Setting].

If user authentication is enabled, the tab for address publication setting appears. Setting address publication enables
stored "Contacts" and "Group" to be shared within a specified group or stored as personal contacts that only you are
allowed to access.
» SETTING THE SCOPE FOR PUBLICIZING CONTACTS AND GROUPS (page 1-158)

= ] ~ | Tap [Fax Number], [E-mail Address],
[Internet Fax Address], or [Direct SMTP
. Address] to enter the address, and tap
TN [ ox]

%, Fax Number
E-mail Address

™ Internet Fax Address

Direct SMTP Address

» Select the checkbox to set that address as the preferred over the others if two or more addresses are stored for
"Contacts".

» FTP, Desktop, and Network Folder addresses can be registered from [Address Book] in "Settings (Web version)".

Tap the [Register] key.
The first address of each address type is set as the default address. If no address has the checkbox next to it selected,

a confirmation screen will appear asking you if you want to select a default address.
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STORING ADDRESSES THROUGH GLOBAL
ADDRESS SEARCH

Store the results of searching the global address book as new addresses in the address book.

Global address search requires an LDAP server.

Disable Destination Registration Using Global Address Search
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Enable/Disable
Settings] — [Settings to Disable Registration] — [Disable Destination Registration Using Global Address Search].
This disables address control from the global address search.
Configure the setting for each of the following items:
E-mail, Internet Fax, Fax

In the address book screen, tap [Add New] on the action panel, or tap the
[Address Control] icon in the home screen.

Name  Name (Required)

n e iamn - | Enter basic information.

Be sure to enter [Name] and [Initial].
Search 10 To specify a category, select one from a category list that

Initial Search (Opt.
) Number

W appears when the entry box is tapped.
Mt 0 Qg To register for frequent use, select the [Also Register for
4, |Fax Number Frequent Use] checkbox +.

E-mail Address
™ | Internet Fax Address

Direct SMTP Address

é:,:? To register a category name:
05 In "Settings (Web version)", select [Address Book] — [Category Setting].

If user authentication is enabled, the tab for address publication setting appears. Setting address publication enables
stored "Contacts" and "Group" to be shared within a specified group or stored as personal contacts that only you are
allowed to access.
» SETTING THE SCOPE FOR PUBLICIZING CONTACTS AND GROUPS (page 1-158)

B Tap the [Global Search] key.
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e Select the server from the list of
Search Start m =t servers.
s snmmominemd | If an authentication screen appears, enter your user name

LOWP_SERVER 2 _) 2345678001 23456 TR001 234567000

and password, and tap the [OK] key.
» AUTHENTICATION BY LOGIN NAME/PASSWORD
(page 1-45)

After selecting a server, tap o«

LWP_SERVER_3_1 735K 7001 23456 TH001 734567600

B e Tap the entry field to enter the search
= condition and then tap the [Search
Start] key.

To change the search target, tap ]T\ for [Iltem]. You can
select [Name] or [Address].

Enter Initial and press Enter key of
external keyboard or [Search Start] button.

n Select one address from the search result list, and tap the ok | key.

To check address information, select the address and tap the [Confirm Registered Information] key.

7 Tap the [Register] key.

The first address of each address type is set as the default address. If no address has the checkbox next to it selected,
a confirmation screen will appear asking you if you want to select a default address.
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STORING ADDRESSES FROM FAX OR
IMAGE SEND LOGS

As a new registration, add an address you have entered via fax or image send operations to the address book.

FTP and desktop addresses cannot be stored in the address book from transmission logs.

n In fax or image send mode, tap [Sending History] on the action panel.

o | Select one address you want to
n Sending History I# J with Address Book y

i T register in the address book from the
L send logs, and then tap [New
~—DrectEnry Registration with Address Book] on

Cccc

the action panel.

@ When you tap [Additional Registration with Address Book] on the action panel, you can add the address to a contact
stored in the address book.

n o] | Enter basic information.

Neme  BBB Be sure to enter [Name] and [Initial].

I sear © To specify a category, select one from a category list that
i R appears when the entry box is tapped.
BECr To register for frequent use, select the [Also Register for

Addresses

Frequent Use] checkbox +.

& BBBBBB

stored "Contacts" and "Group" to be shared within a specified group or stored as personal contacts that only you are
allowed to access.
» SETTING THE SCOPE FOR PUBLICIZING CONTACTS AND GROUPS (page 1-158)

If user authentication is enabled, the tab for address publication setting appears. Setting address publication enables

i;né To register a category name:
£ In "Settings (Web version)", select [Address Book] — [Category Setting].

Tap the [Register] key.
The address is registered in the address book and the transmission log screen is restored.

The first address of each address type is set as the default address. If no address has the checkbox next to it selected, a
confirmation screen will appear asking you if you want to select a default address.
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B Tap the [OK] key.

STORING GROUPS

Register "Group" by selecting addresses from those already stored as "Contacts”. In this case of registration, only
reference to addresses already stored takes place, and so, the total number of registered addresses (maximum 6000) in
the address book does not increase. You can also directly enter a new address for a "Group".

In the address book screen, tap [Add New] on the action panel, or tap the
[Address Control] icon in the home screen.

e - | Enter the basic information, and tap
SRR . o = ' [Switch to Group Registration] on the
Initial Search (Opt.) zs;’z';r 6 - | action panell

|| Aiso Register
for Frequent Use

Number of 0
Addresses

%, Fax Number
E-mail Address

= Intenet Fax Address

* Direct SMTP Address

Name Name (Required) - Call Search Number

B @~ oo ] « | Tap the [Address Book] key.

Search 6
Number

Bl | AlsoRegister
s t US

Iniial  Search (Opt.)

Numberof .
Addresses *

%, Fax Number
E-mail Address
= Internet Fax Address

* Direct SMTP Address

To directly enter a new address for a "Group", tap [Fax Number], [E-mail Address], [Internet Fax Address], or [Direct
SMTP Address].

St Fom Adres Bk [ o In the contact list, tap the "Contacts"
n P o Bk (E====") that includes the address you want to
= ' add to the "Group", and tap [Display
| Registered Information] on the action
F panel.
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Tap the address to be registered in the
"Group", and then tap the E3 key.

You can select more than one address.

a cce.

Registered Address

0555123

= test@test.com

Repeat steps 3 through 5 to register addresses. After address registration is
completed, tap E3 key.

Tap the [Register] key.
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EDITING/DELETING ADDRESSES IN
ADDRESS BOOK

You can edit or delete "Contacts" or "Group" information stored in the address book as well as addresses listed under
"Contacts" and "Group".

Editing/deleting contacts and groups

In the address book screen, select a contact or group you wish to edit, and
tap [Edit] on the action panel.

To delete a "Contacts" or "Group", tap [Delete] on the action panel.

* For editing, you can only select one "Contacts" or "Group" at a time.
« For deleting, you can select more than one "Contacts" or "Group" at a time.
« If you have logged in as the administrator, you can delete all addresses stored in the address book by using the
[Delete All] that appears on the action panel.

n e e % | S Editing a "Contacts" or "Group"

Name  AAA * You can change basic information such as names and
mital A S o categories and also you can add addresses.
- mEe » STORING ADDRESSES THROUGH DIRECT
M g ENTRY (page 1-150)
v . 12345678 . » STORING ADDRESSES THROUGH GLOBAL

ADDRESS SEARCH (page 1-151)
_ » STORING ADDRESSES FROM FAX OR IMAGE
«~ e SEND LOGS (page 1-153)
» STORING GROUPS (page 1-154)
* You can change the publicity scope.
» SETTING THE SCOPE FOR PUBLICIZING
CONTACTS AND GROUPS (page 1-158)
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Editing/deleting addresses

Select a contact or group you wish to edit, and tap [Edit] on the action panel.
In the address book screen, select the contact or group that has the address
you want to edit, and tap [Edit] on the action panel.

Only one contact or group can be selected. If more than one is selected, the [Edit] key does not appear.

PR o Tap the address display in the list of
= addresses.
N - Rﬁgmbl 2 | To delete an address, tap the 1 key.
- i rsor eu:r‘:r se I
‘
Lo oo B
o123 Detail [
test@test.com Detail v
Add trox | 67 et s |

 To edit or delete, you can only select one address at a time.
* To check address information, tap the [Detail] key.

You cannot edit or delete an address for a job in a job queue.

Name  ccc g After editing, tap the [Register] key.

L Search
Initial
nitial cce Number 5 i

[ ~ Also Register
Ml | for Frequent Use ‘

Number of 2
Addresses *

o123

n — ID 5 Edit an address.

Category 0

test@test.com

You can only edit addresses in the network folder on the edit screen. (The Add New screen cannot be displayed.)
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SETTING THE SCOPE FOR PUBLICIZING
CONTACTS AND GROUPS

"Contacts" and "Group" stored in the address book can be shared within a specified group or stored as personal
contacts that only you are allowed to access.
If no publicity scope is specified, stored "Contacts" and "Group" are publicized to all users.

User authentication is required to set the scope for publicizing "Contacts" and "Group".

Scope for publicizing Description
addresses
Publicized to all "Contacts" and "Group" are published to all users of the machine.
User "Contacts" and "Group" are published only to the user. Registered addresses are preferentially

displayed as "Personal Contacts" in the user's address book.

User Group Publication of "Contacts" and "Group" is limited to the specified group. Up to eight groups per
"Contacts" or "Group" can be set as the publicity scope.

— (e In the address registration screen, tap
= [Restrict Public Address of The
Nower - Contacts] on the action panel.
L -
W 123456 ¥

Tap the [Designate Public Address]
n Public Address Setting ﬁ‘ . ._i key

Designate Public Address @lb Call by User Number Tap [User] 0'.' [Group] and. speCIfy Who
L son ik : the address is made public to.
ek After the settings are completed, tap .

[
tianne
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If you have logged in as the administrator, select any user name desired from the user list.

{;5 To register a user:
203 In "Settings (administrator)", select [User Control] — [User Control] — [User List] — [User Registration].

DELETING THE TRANSMISSION HISTORY

You can delete the fax or image send transmission history.

The transmission history is deleted in normal mode.

Deleting a selected history

n Tap the history you want to delete.

In the transmission log screen, tap [Delete the Selected History] on the action
panel.

The message "Delete the selected history?" will appear, tap the [Delete] key.
The selected transmission log is deleted.

Deleting all transmission histories

n In the transmission log screen, tap [Delete All Histories] on the action panel.

The message "Delete all histories?" will appear, tap the [Delete All] key.
All transmission logs are to be deleted.
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REGISTER AN ADDRESS BOOK IN THE
WEB PAGE

Transmission destinations (contacts) such as fax and Scan to E-mail addresses, and groups of transmission
destinations, can be stored in the address book. For the procedure for storing contacts and groups using the machine's
touch panel, see "ADDRESS BOOK (page 1-145)". In setting mode, a list of stored contact and group information is
displayed.

To edit a contact or group, select the name of the contact/group. To add a new contact or group, click the [Add] key.

Item Description

Type Select the contact or group.

Search Number Store a number that can be used to search for a contact or group.
Address Name Store a name for an address.

Initial Store an initial that can be used to search for a contact or group.
Category Enter a category for a contact or group.

Register this Address to be added

to the [Frequent Use] index. Add a contact to the "Frequent Use" index.

Set whether the address will be shared with all users or only selected users.
Address Public Setting If you select [Select user], click the user selection buttons to select the users with whom the
address will be shared.

When this function is enabled, you can select a previously stored group from the list below

Share also to the following group and share the address with that group.

E-mail

To store a new address, select [New Address] and enter the address in the address entry

E-mail Address field.

To search for an address stored as a global address, click this key and select the address

Global Address Search from the list.

Select the file format used for a scanned image.

When [OCR] is enabled, text in the scanned data is automatically recognized. For PDF, the

text information is embedded in the PDF. For PDF, RTF, TXT(UTF-8), DOCX, XLSX, or

File Type PPTX, the recognized text is saved in the corresponding format.

Black & white: Select the compression format used for saving black & white images.

Colour/Greyscale: Select the compression format used for saving colour/greyscale images.
To enhance black text when scanning, select "Bk Letter Emphasis”.

Set as Default used Set an address as a default address.
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Item Description

Fax

To store a new fax number, select [New Address] and enter the fax number in the fax

Fax Number number entry field.

To search for a fax number stored as a global address, click this key and select the fax

Global Address Search number from the list.

Transmission Mode Select the communication speed and International Correspondence Mode.

Set as Default used Set an address as a default address.

Internet Fax

To store a new address, select [New Address] and enter the address in the address entry

Internet Fax Address .
field.

Global Address Search To search for an address stored as a global address, click this key and select the address

from the list.
Compression Mode Set the compression format used for transmitted images.
Request Internet Fax Reception Select whether or not you wish to receive a reception report by e-mail after transmission is
Report completed.
Set as Default used Set an address as a default address.
Direct SMTP
Direct SMTP Address To store a new address, select [New Address] and enter the address in the address entry

field.

When the receiving machine is set to only receive e-mail from specific addresses, enter the
specified specific e-mail address in the [Direct SMTP Address] text box. Select the "Add
Hostname or IP Address." checkbox and enter the host name or IP address of the receiving
machine in the [Hostname or IP Address] text box.

Example: When the e-mail address of the receiving machine is
"user@sample_domain.com" and the IPv4 address is "192.168.123.45"

Enter "user@sample_domain.com" in the [Direct SMTP Address] text box and enter
"192.168.123.45" in the [Hostname or IP Address] text box.

Add Hostname or IP Address.

Compression Mode Set the compression format used for transmitted images.

Set as Default used Set an address as a default address.

FTP

FTP Address To add a new address, select [New Address] and enter the address in [Hostname or IP
Address].
Select the file format used for a scanned image. When [OCR] is enabled, text in the scanned
data is automatically recognized. For PDF, the text information is embedded in the PDF. For
PDF, RTF, TXT(UTF-8), DOCX, XLSX, or PPTX, the recognized text is saved in the

File Type corresponding format.
Black & white: Select the compression format used for saving black & white images.
Colour/Greyscale: Select the compression format used for saving colour/greyscale images.

To enhance black text when scanning, select "Bk Letter Emphasis".

Directory Specify a directory in the FTP server to be used for transmission.

User Name Enter a user name in the FTP server to be used for transmission.

Password Enter the password associated with the entered user name.

Enable SSL Use SSL to encrypt data before transmission.
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Item Description

Use PASV mode Send data to an FTP server in PASV mode.
Enable Hyperlink to FTP server to When sending data to an FTP server, send the data to the e-mail address that is specified
be e-mailed in the hyperlink to the FTP server.
Set as Default used Set an address as a default address.
Desktop

_ To add a new address, select [New Address] and enter the address in [Hostname or IP
Desktop Destination

Address].

Please enter Port Number. Enter the port of the destination computer.
Process Directory Specify the directory to which the data is be to sent.

Select the file format used for a scanned image. When [OCR] is enabled, text in the scanned

data is automatically recognized. For PDF, the text information is embedded in the PDF. For

PDF, RTF, TXT(UTF-8), DOCX, XLSX, or PPTX, the recognized text is saved in the

File Type corresponding format.

Black & white: Select the compression format used for saving black & white images.

Colour/Greyscale:Select the compression format used for saving colour/greyscale images.
To enhance black text when scanning, select "Bk Letter Emphasis".

User Name Enter a user name in the computer to be used for transmission.
Password Enter the password associated with the entered user name.
Enable SSL Use SSL to encrypt data before transmission.

Set as Default used Set an address as a default address.

Network Folder

Network Folder Path To store a new path, select [New Address] and enter the path in the path entry field.
User Name Enter a user name in the computer to be used for transmission.
Password Enter the password associated with the entered user name.

Select the file format used for a scanned image. When [OCR] is enabled, text in the scanned

data is automatically recognized. For PDF, the text information is embedded in the PDF. For

PDF, RTF, TXT(UTF-8), DOCX, XLSX, or PPTX, the recognized text is saved in the

File Type corresponding format.

Black & white: Select the compression format used for saving black & white images.

Colour/Greyscale:Select the compression format used for saving colour/greyscale images.
To enhance black text when scanning, select "Bk Letter Emphasis".

Enable Hyperlink to Network When sending data to a shared folder, send the data to the e-mail address that is specified
Folder to be e-mailed in the hyperlink to the shared folder.
Set as Default used Set an address as a default address.

Category Setting

A category can be renamed for greater ease of use.
Delete the previously entered characters and enter a new name (up to 127 characters).
The factory default names are "Category 1" to "Category 32".
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IPERIPHERAL DEVICES
PERIPHERAL DEVICES

Peripheral devices can be installed on the machine to increase its range of functionality.
The peripheral devices are generally optional. However, some models include certain peripheral devices as standard
equipment.

(As of February, 2018)

Product name Product Description
number
Large capacity tray MX-LC18 LOADING PAPER IN THE LARGE CAPACITY TRAY (page
MX-LC19 1-116)

Long paper feeding tray MX-LT10 HOW TO PLACE THE LONG PAPER GUIDE (page 1-124)

Exit tray unit MX-TR21 When a finisher is installed, this can be added to the right side of
the machine.

Exit tray cabinet MX-TU15 This enables separation of output locations by mode (copy,
printer, etc.).

Inner finisher MX-FN33 INNER FINISHER (page 1-165)

Finisher MX-FN34 FINISHER (page 1-168)

Finisher (large stacker) MX-FN21 FINISHER (LARGE STACKER) (page 1-172)

Saddle stitch finisher MX-FN35 SADDLE STITCH FINISHER (page 1-177)

Saddle stitch finisher (large stacker) MX-FN22 SADDLE STITCH FINISHER (LARGE STACKER) (page 1-184)

Trimming module MX-TM10 This unit trims the excess portions of saddle-stitched sheets. A

saddle stitch finisher (large stacker) is required.

Folding unit MX-FD10 This unit folds and outputs paper. A finisher (large stacker)
or saddle stitch finisher (large stacker) is required.

Inserter MX-CF11 This unit inserts covers and insertion sheets. This unit can also
feed paper to a finisher (large stacker) or saddle stitch
finisher (large stacker) for finishing.

Curl correction unit MX-RB27 This unit corrects curls in printed paper. This unit is required for
installing a finisher (large stacker), saddle stitch finisher
(large stacker), folding unit or inserter.

Paper pass unit MX-RB26 This unit is required to install a finisher or a saddle stitch finisher.
MX-RB24

Relay unit MX-RB13 This unit is required for directly installing a finisher (large stacker)

or saddle stitch finisher (large stacker) and inserter.

Punch module MX-PN16B This unit punches holes in copies and other output. A finisher or
MX-PN16C saddle stitch finisher (MX-FN34/MX-FN35) is required.
MX-PN16D
MX-PN13A This unit punches holes in copies and other output. A finisher
MX-PN13B (large stacker) or saddle stitch finisher (large stacker)
MX-PN13C (MX-FN21/MX-FN22) is required.
MX-PN13D
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Product name Product Description
number
Barcode font kit MX-PF10 Adds barcode fonts to the machine.
Facsimile expansion kit MX-FX15 Enables Fax.
Internet fax expansion kit MX-FWX1 Enables Internet Fax.
Application integration module MX-AMX1 Sharp OSA (page 1-199)
Sharpdesk 1 license kit MX-USX1 This software enables integrated management of documents and
Sharpdesk 5 license kit MX-USX5 computer files.
Sharpdesk 10 license kit MX-USX10
Sharpdesk 50 license kit MX-USX50
Sharpdesk 100 license kit MX-USXAO0
Stamp unit AR-SU1 This stamps each original page after it is scanned in image send
mode. An automatic document feeder is required.
The stamp cartridge AR-SV1 Two stamp cartridges are included in a package.

Some options may not be available in some countries and regions.
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INNER FINISHER

This device outputs sorted paper while staggering each set of paper. As needed, it staples each set.

PART NAMES

The following describes the parts that appear when the finisher is open.

(1) (2)

@ @ (5)

(1) Output tray (4) Lever
Stapled and offset output is delivered to this tray. Use this lever to move the finisher in order to remove a
The tray is slidable. To print on large paper such as A3 paper misfeed, or remove a staple jam.
size, extend the tray. (5) Front cover

(2) Staple case release lever Open this cover to remove a paper misfeed, replace
Use this lever to remove the staple case. staples, or remove a staple jam.

(3) Staple case
This holds the staple cartridge.
Pull the case out to replace the staple cartridge or
remove a staple jam.

» The inner finisher cannot be installed at the same time as the finisher, finisher (large stacker), saddle stitch finisher or

saddle stitch finisher (large stacker).

+ Exercise caution when you turn on the power and when printing take place, as the output tray may move up and down.
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SUPPLIES

The finisher requires the following staple cartridge:
Staple cartridge (approx. 5000 staples per cartridge x three cartridges)
MX-SCX1

INNER FINISHER MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the operation
procedure to replace the staple cartridge.

Replacement the staple cartridge

Open the cover.

While pressing the lever over to the
left, slide the finisher to the left until it
stops.

Gently slide the finisher until it stops.

Lower the staple case release lever
and remove the staple case.

Pull the staple case out to the right.
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Remove the empty staple cartridge
from the staple case.

Insert a new staple cartridge into the
staple case as shown.
Push the staple cartridge in until it clicks into place.

Replace the staple case.
Push the staple case in until it clicks into place.

Slide the finisher back to the right.

Gently slide the finisher back to the right until it locks into its
original position.

Close the cover.

Make a proof copy in staple sort function to verify that stapling takes place correctly.
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FINISHER

This device outputs sorted paper while staggering each set of paper. As needed, it staples each set. You can also
perform stapling manually. To punch holes in printed paper, install an optional hole punch module.

PART NAMES

1 @ 3) 4

() (6)
(1) Output tray (upper tray) (4) Top cover
The tray is slidable. To print on large paper such as A3 Open this cover to remove a paper misfeed.

paper, extend the tray. (5) Insertion slot

(2) Output tray (lower tray) Place the paper that you want to staple in this slot.
Stapled and offset output is delivered to this tray. Maximum thickness 9 mm.
The tray is slidable. To print on large paper such as A3

(6) Frontcover
paper, extend the tray.

Open this cover to replace the staple cartridge or remove
(3) Manual staple key a staple jam.
Press to execute manual stapling.

* To install a finisher, a paper pass unit is required.
+ A finisher cannot be installed simultaneously with an inner finisher, finisher (large stacker), saddle stitch finisher or saddle
stitch finisher (large stacker).
* Do not place heavy objects on the finisher or press down on the finisher.
+ Exercise caution when you turn on the power and when printing take place, as the tray may move up and down.
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HOW TO STAPLE MANUALLY

You can perform stapling manually.
Make sure the manual staple key is lit green.

Place the paper that you want to staple
in the insertion slot.

When you place the paper, the manual staple key blinks
green.

After two seconds elapse, stapling automatically
starts.

» Manual stapling cannot be executed during execution of a staple job.

Relation between paper orientation and stapling resulit

Paper Paper orientation when inserted After stapling

4

* AB| ' AB

AB| | AB

AB| | AB
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SUPPLIES

The finisher requires the following staple cartridge:
Staple cartridge (approx. 5000 staples per cartridge x three cartridges)
MX-SC11

FINISHER MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the operation
procedure to replace the staple cartridge.

Replacement the staple cartridge

Open the front cover.

Remove the staple case.

Remove the empty staple cartridge.
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Insert a new staple cartridge into the
staple case.

Push the staple cartridge in until it clicks into place.

Push the staple case firmly back in.

Push the staple case in until it clicks into place.

Close the front cover.

Make a proof copy in staple sort function to verify that stapling takes place correctly.
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FINISHER (LARGE STACKER)

This device outputs sorted paper while staggering each set of paper. As needed, it staples each set. To punch holes in
printed paper, install an optional hole punch module.

PART NAMES

(1 <

‘/

J
Y%
4

(2) — .Dj { \

(3) | -

(1) Staple compiler (3) Middle output tray
This temporarily stacks paper to be stapled. Output paper that will not be offset in this tray.
(2) Output tray The tray is slidable. Extend the tray for printing on

Stapled and offset output is delivered to this tray. I8ar1g/(;;s>|(zc1e 4[:l>‘ape(; gAf/W :\?384 12" X 48", 1" xA7",
The tray is slidable. Extend the tray for printing on ; and - sizes).

large-size paper (A3W, A3, B4, 12" x 18", 11" x 17", (4) Front cover
8-1/2" x 14" and 8-1/2" x 13" sizes). Open this cover to replace the staple cartridge or remove
a staple jam.

* To install a finisher (large stacker), a paper pass unit is required.
« Afinisher (large stacker) cannot be installed simultaneously with an inner finisher, finisher, saddle stitch finisher or saddle
stitch finisher (large stacker).
» Do not place heavy objects on the finisher (large stacker) or press down on the finisher (large stacker).
+ Exercise caution when you turn on the power and when printing take place, as the tray may move up and down.
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SUPPLIES

The finisher (large stacker) requires the following staple cartridge:
Staple cartridge (approx. 5000 staples per cartridge x three cartridges)
MX-SCX2

FINISHER (LARGE STACKER) MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the operation
procedure to replace the staple cartridge.

Replacement the staple cartridge

Open the front cover.

Squeeze the green parts of the staple
case and pull the case up and then
out.

n Remove the empty staple cartridge.

1173



BEFORE USING THE MACHINE» PERIPHERAL DEVICES

When staples remain, the staple cartridge cannot be removed.

Insert a new staple cartridge into the
staple case.
Push the staple cartridge in until it clicks into place.

Install a staple case.
Push the staple case in until it clicks into place.

Close the front cover.

f
[

{-
-J,ﬁuﬁ ol

> §E$
Y == TAR,

Make a proof copy in staple sort function to verify that stapling takes place correctly.
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DISCARDING STAPLE WASTE

When a finisher is used for stapling, staple waste is produced.
The staple waste is collected in the staple waste box.
Follow the steps below to discard staple waste.

n 7 Open the front cover.

(

R 3—]
=) I"/A\.ﬁ‘_' l

i

(0%

o

Grasp the tab of the staple waste box,
gently pull out the box, and discard the
staple waste.

* Do not put your fingers into the staple waste box. The staples may prick and injure your fingers.
* Do not discard the staple waste in a plastic bag. The staples may create holes in the bag.

) Replace the staple waste box.
Make sure that the staple waste box is replaced correctly.
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Close the front cover.
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SADDLE STITCH FINISHER

This includes the offset function that outputs sorted paper while staggering each set of paper, the staple sort function
that staples each set of prints, the saddle stitch function that automatically staples the centre of the sheets and folds the
sheets in half, and the paper folding function that folds paper in half. You can also perform stapling manually.

To punch holes in printed paper, install an optional hole punch module.

PART NAMES

(1)

()

Q)

(4)

1 @) (3) (4)

() (6) @ ®)

Output tray (upper tray)
The tray is slidable. To print on large paper such as A3
paper, extend the tray.

Output tray (lower tray)

Stapled and offset output is delivered to this tray.

The tray is slidable. To print on large paper such as A3
paper, extend the tray.

Manual staple key
Press to execute manual stapling.

Top cover
Open this cover to remove a paper misfeed.

(5)

(6)

7

(8)

Insertion slot
Place the paper that you want to staple in this slot.
Maximum thickness 9 mm.

Saddle stitch tray
Saddle-stitched output is delivered to this tray.

Front lower cover
Open this cover to replace the staple cartridge, remove a
staple jam, or remove a paper misfeed.

Front upper cover
Open this cover to replace the staple cartridge, remove a
staple jam, or remove a paper misfeed.

* To install a saddle stitch finisher, a paper pass unit is required.

* Do not place heavy objects on the saddle finisher or press down on the saddle stitch finisher.
« Exercise caution when you turn on the power and when printing take place, as the tray may move up and down.
« A saddle stitch finisher cannot be installed simultaneously with an inner finisher, finisher, finisher (large stacker) or saddle

stitch finisher (large stacker).
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HOW TO STAPLE MANUALLY

You can perform stapling manually.
Make sure the manual staple key is lit green.

Place the paper that you want to staple
in the insertion slot.

When you place the paper, the manual staple key blinks
green.

After two seconds elapse, stapling automatically
starts.

» Manual stapling cannot be executed during execution of a staple job.

Relation between paper orientation and stapling resulit

Paper Paper orientation when inserted After stapling

4

* AB| ' AB

AB| | AB

AB| | AB
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SUPPLIES

The saddle stitch finisher requires the following staple cartridge:

Finisher unit

Staple cartridge (approx. 5000 staples per cartridge x three cartridges)
MX-SC11

Saddle stitch unit

Staple cartridge (approx. 2000 staples per cartridge x four cartridges)
MX-SC12
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SADDLE STITCH FINISHER MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the operation
procedure to replace the staple cartridge.

Replacement the staple cartridge (finisher unit)

Open the front upper cover.

Remove the staple case.

Remove the empty staple cartridge.

Insert a new staple cartridge into the
staple case.
Push the staple cartridge in until it clicks into place.

Push the staple case firmly back in.
Push the staple case in until it clicks into place.
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Close the front upper cover.

Make a proof copy in staple sort function to verify that stapling takes place correctly.

Replacement the staple cartridge (saddle stitch unit)

Before starting this procedure, remove all output from the output tray of the saddle finisher. Do not replace removed
output back in the output tray.

Open the front upper cover.

Slowly pull out the front lower cover
until it stops.
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Remove the staple case.

Remove the empty staple cartridge.

Insert a new staple cartridge into the
staple case.
Replace both staple cartridges.

Push the staple case firmly back in.
Push the staple case in until it clicks into place.
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Push the front lower cover back in.

Close the front upper cover.

Make a test print or copy using the saddle stitch function to verify that stapling takes place correctly.
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SADDLE STITCH FINISHER (LARGE
STACKER)

This includes the offset function that outputs sorted paper while staggering each set of paper, the staple sort function
that staples each set of prints, the saddle stitch function that automatically staples the centre of the sheets and folds the
sheets in half, and the paper folding function that folds paper in half.

To punch holes in printed paper, install an optional hole punch module.

PART NAMES

" T I

N - (5

= /
AN N
(2) — LN =
\

AN AN
\‘
)] !
(4) /
NS Q
(1) Staple compiler (4) Saddle stitch tray
This temporarily stacks paper to be stapled. Saddle-stitched output is delivered to this tray.
(2) Output tray (5) Front cover
Stapled and offset output is delivered to this tray. Open this cover to replace the staple cartridge or remove
The tray is slidable. Extend the tray for printing on a staple jam.

large-size paper (A3W, A3, B4, 12" x 18", 11" x 17",
8-1/2" x 14" and 8-1/2" x 13" sizes).

(3) Middle output tray
Output paper that will not be offset in this tray.
The tray is slidable. Extend the tray for printing on
large-size paper (A3W, A3, B4, 12" x 18", 11" x 17",
8-1/2" x 14" and 8-1/2" x 13" sizes).

' « To install a saddle stitch finisher (large stacker), a paper pass unit is required.

* Do not place heavy objects on the saddle stitch finisher (large stacker) or press down on the saddle stitch finisher (large
stacker).

+ Exercise caution when you turn on the power and when printing take place, as the tray may move up and down.

+ A saddle stitch finisher (large stacker) cannot be installed simultaneously with an inner finisher, finisher, finisher (large
stacker) or saddle stitch finisher.
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SUPPLIES

The saddle stitch finisher (large stacker) requires the following staple cartridge:

Finisher unit

Staple cartridge (approx. 5000 staples per cartridge x three cartridges)
MX-SCX2

Saddle stitch unit

Staple cartridge (approx. 2000 staples per cartridge x four cartridges)
MX-SCX1

SADDLE STITCH FINISHER (LARGE STACKER)
MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the operation
procedure to replace the staple cartridge.

Replacement the staple cartridge (finisher unit)

Open the front cover.
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Squeeze the green parts of the staple
case and pull the case up and then
out.

B Remove the empty staple cartridge.

When staples remain, the staple cartridge cannot be removed.

Insert a new staple cartridge into the
n staple case.

Push the staple case in until it clicks into place.

Install a staple case.
Push the staple case in until it clicks into place.
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Close the front cover.

Make a proof copy in staple sort function to verify that stapling takes place correctly.

Replacement the staple cartridge (saddle stitch unit)

Before starting this procedure, remove all output from the output tray of the saddle finisher (large stacker). Do not
replace removed output back in the output tray.

Open the front cover.

Grasp the handle on the saddle stitch
unit and pull it slowly out until it stops.
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Lower the staple case release lever
and remove the staple case.

Pull the staple case out to the left.
Replace both staple cartridges.

Press the lock button to open the
release lever.

Remove the empty staple cartridge.

Install a new staple cartridge.

Push the staple case in until it clicks into place.
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Press the lock button to open the
release lever.

= Align P> of the staple case with 4 of the unit.

Push the staple case in until it clicks into place.
~ @
N &

n - Push the staple case firmly back in.

Push the saddle stitch unit in.

Close the front cover.

Make a test print or copy using the saddle stitch function to verify that stapling takes place correctly.
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DISCARDING STAPLE WASTE

When a finisher is used for stapling, staple waste is produced.
The staple waste is collected in the staple waste box.
Follow the steps below to discard staple waste.

Open the front cover.

Grasp the tab of the staple waste box,
gently pull out the box, and discard the
staple waste.

* Do not put your fingers into the staple waste box. The staples may prick and injure your fingers.
* Do not discard the staple waste in a plastic bag. The staples may create holes in the bag.

Replace the staple waste box.
Make sure that the staple waste box is replaced correctly.

Close the front cover.

=9
|
=
24
<

]

>
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DISCARDING PAPER WASTE

When folded paper is trimmed in trimmer settings, paper waste is generated.
Paper waste is collected in the paper waste box.
Follow the operation procedure to remove paper waste.

Using the trimmer function trims a side drop at the time of folding, creating a neat finish.

Open the front cover.

IR l"..

-
i

T T,

Grasp the paper waste box handle,
gently pull out the box, and discard the
paper waste.

Discard the paper waste into a plastic bag or other
container, being careful not to let any waste scatter.

Gently push the box back in.
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Close the front cover.
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FOLDING UNIT

A folding unit can be used for Z-Fold, C-Fold, Accordion Fold, Double Fold, and Half Fold.

A finisher (large stacker) or saddle stitch finisher (large stacker) is required to install the folding unit.

PART NAMES

(1) Top cover (3) Output tray of folding unit
Open this cover to remove a paper misfeed. Folded output is delivered to this tray.

(2) Bottom cover
Open this cover to remove a paper misfeed.

0 Do not place heavy objects on the folding unit or press down on the folding unit.
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INSERTER

Covers and insertion sheets to be inserted into printed sheets can be loaded.
Using the manual finishing function, you can directly feed paper into the finisher (large stacker) or saddle stitch finisher
(large stacker) to staple, punch or fold the paper.

For detailed information on paper that can be loaded into the inserter, see the "SPECIFICATIONS" in the "Start Guide".

PART NAMES

M

()

@)

4

()

()

@)

(4) —

Paper insertion unit cover
Open this cover to remove a paper misfeed.

Paper guide
Push the lock lever to adjust to the paper size.

Paper tray (upper/lower)

Insert paper or printed paper. A maximum of 200 sheets
of paper can be loaded into each tray.

Bypass tray extension

Extend this when loading paper larger than A4R or 8-1/2"
x 11"R.

—

)

(6)

(7)
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Paper transfer unit front cover
Open this cover to remove a paper misfeed.

Paper transfer unit rear cover
Open this cover to remove a paper misfeed.

Cover
Open this cover to remove a paper misfeed.
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PUNCH MODULE (MX-PN16B/C/D)

The punch module can be installed on a finisher or saddle stitch finisher to punch holes in paper to be output.

A finisher or saddle stitch finisher is required to install the punch module (large stacker).

DISCARDING PUNCH WASTE

Punch waste from punched holes is collected in the punch waste box.
Follow the operation procedure to replace punch waste.

Open the front cover.

Pull out the punch waste box and
discard the punch waste.

Replace the punch waste box.

If the punch waste box is not replaced properly, printing will
not be possible to use the punch function.
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Close the front cover.
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PUNCH MODULE (MX-PN13A/B/C/D)

The punch module can be installed on a finisher (large stacker) or saddle stitch finisher (large stacker) to punch holes in
paper to be output.

A finisher (large stacker) or saddle stitch finisher (large stacker) is required to install the punch module (large stacker).

DISCARDING PUNCH WASTE

Punch waste from punched holes is collected in the punch waste box.
Follow the operation procedure to replace punch waste.

Open the front cover.

Grasp the punch waste box handle,
gently pull out the box, and discard the
punch waste.

Discard the punch waste in a plastic bag or other container,
taking care not to let the waste scatter.
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Gently push the box back in.

Close the front cover.
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Sharp OSA

Sharp OSA (Open Systems Architecture) is an architecture that directly links the machine to software applications for
work (external applications) over a network.
When you use a machine that supports Sharp OSA, you can link controls on the operation panel and device functions
such as scan send to external applications.

APPLICATION COMMUNICATION

This module enables you to link the machine with a scanner application and other standard applications. Set a standard
application in "Settings (administrator)" and "Sharp OSA".

{‘:.e To set a standard application in "Settings (administrator)":
9 In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings] — [Standard Application Settings].

o g o Tap the [Sharp OSA] key in the Home
os Ll screen.

If no standard applications have been stored, the key cannot
be tapped.

Select a standard application.
If two or more standard applications have been stored, the

Select External Application

= - screen for selecting a standard application will appear. Tap
= FORTAL i the standard application that you wish to use.
CLOUD PORTAL A e If only one standard application has been stored, connection

to the standard application will begin.

n Connect the machine to the standard application.

The message "Connecting to the external application." appears while the machine communicates with the standard
application.
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EXTERNAL ACCOUNT APPLICATION

The external account module enables you to use an "external account application" for centralized account management
of an MFP on a network.

An "external account application" can be used in "external authentication mode" or "external count mode".

When "external authentication mode" is used, the login screen is retrieved from the application when the machine is
started. When a job ends, a job notification screen is sent to the application for counts by authenticated user. When
"external count mode" is used, the login screen is not displayed when the machine is started. Only a job result
notification is sent to the application. User authentication by the external account application cannot be used. However,
the external account application can be used in combination with the internal account function.

External account application setup

After setting an external application in "Settings (administrator)", restart the machine to enable the setting.
To restart the machine, see "TURNING ON THE POWER (page 1-11)".

To set up the external account application:
In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings] — [External Accounting Application Settings].

Operation in external account mode

The following describes operation in the two modes for using an external account application.

External authentication mode

When the machine is powered on in external authentication mode, the machine accesses the external account
application and displays the login screen. The login screen also appears when the [Call] key is tapped to run a job in the
job status complete screen. (The login screen does not appear if the user has already logged in by the normal method.)
Tap the job status display while the login screen is displayed, and the Job Status screen appears. To return to the
previous screen, tap a mode select key.

To enable the external authentication mode:
In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings] — [External Accounting Application Settings]
and enable the [External Account Control] setting.

However, "User Registration", "User Count Display”, "User Count Reset", "User Information Print", and "The Number of

@ » The user control function of the machine cannot be used in external authentication mode.
User Name Displayed Setting" can be used.

« The mode select key cannot be used while the login screen appears.

If login fails:
If the login screen fails to appear or the application does not operate correctly, the machine may also stop operating
correctly. In that case, terminate external account mode forcibly.

To forcibly terminate the external account mode:
In "Settings (Web version)", select [System Settings] — [Sharp OSA Settings] — [External Accounting Application Settings].
If termination in Setting mode (Web version) fails, terminate it forcibly on the operation panel of the machine.
In "Settings", select [System Settings] — [Sharp OSA Settings] and change the setting for [External Accounting Application
Settings] and then restart the machine. To restart the machine, see "TURNING ON THE POWER (page 1-11)".
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External count mode
Unlike in external authentication mode, when the machine is started in "external count mode", the login screen of the
external account application is not displayed after the machine has started up. Only the job result is sent to the external

account application.
External count mode can be used together with the user control function of the machine. (External count mode can also

be used when the user control function is disabled.)

% In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings] — [External Accounting Application Settings]

‘ To enable the external count mode:
[ ]
and enable the [External Account Control] setting alone.
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Sharp OSA Settings

In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings].
For details, see the reference information for each item in the “SETTING MODE LIST (page 8-6).

Condition Settings

Cookie Setting

Specify how application cookies are handled when using an application in Sharp OSA.
When "Hold Cookie" is selected, the machine holds cookies that are used in an application.
When "Not hold Cookie" is selected, cookies are not held when an application is used.

Delete Cookie
Delete cookies held by the machine.

Standard Application Settings

The standard application settings can be added and controlled.
* [Add] key
Adds a new standard application.
* List
Lists the currently stored standard applications.

Store Standard Application

When you tap the [Add] key, the registration screen appears. Up to 16 items can be stored.
For information on the settings, see the following table.

Edit or Delete Standard Application

When you tap an application name on the list, the edit screen appears for that standard application.
Tap the [Delete] key to delete the standard application.

Settings
Application Name Enter an application name.
Address for Application Ul Set an IP address of the application or a network name to control the Ul of the machine.
Timeout Enter a timeout. The default setting is 20 seconds.
Browser Select the Web browser type.
Extended Platform Set this option to use the expansion platform.
Data Size Set the screen size of application.
Use Custom Icon* Select whether or not custom icon is used.
File Name* Reports file name.
Select File* Please enter File Name.

* These functions can be set only in the Web page.
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Receiving Application Setting

The Fax or I-Fax Receive functions can be set in the Sharp OSA applications.

Settings
Forward to Application The Fax or I-Fax message reception can be controlled by Sharp OSA applications.
Application Name Enter the application name to receive.
Address for Web Service Enter the Web service address.
Timeout Enter a timeout. The default setting is 20 seconds.
E-mail Address Enter the address to which a notification e-mail is sent when an application connection error occurs.
Body Text Enter the body message that appears in the notification e-mail for connection errors.
Connection Test To test the connection to the application, click the [Execute] button.

External Accounting Application Settings

An external account application can be added and controlled.
Set the server name where you have installed the external accounting application.

Item Settings

Enable the totalling function by the external accounting application.

External Account Control If enabled, always enter the application name or Web service address.

If the server is set, the external authentication mode is selected. Any access to the MFP is
controlled by the application that you set on this page. If set, always enter the application
name, application Ul address, or Web service address of server 1.

If not set, the external totalling mode is selected.

Set Authentication Server (Server 1)

Server 1-4 Set to enable each of the servers.

Application Name Enter an application name.

Address for Application UI* Enter the URL of the login screen to be accessed first when the machine is turned on.
Address for Web Service Enter the URL of the server or computer which sends commands and events by XML/SOAP protocol.
Timeout Enter a timeout. The default setting is 20 seconds.

Browser* Select the Web browser type.

Extended Platform Set this option to use the expansion platform.

Data Size* Set the screen size of application.

Find My Address* This item is only displayed and cannot be set.

This setting determines whether the machine's user list or the LDAP server is searched

Target when you perform a "My Address" search with Sharp OSA external authentication in use.

Communication Error Notification

E-mail Address Enter the address to which a notification e-mail is sent when an application connection error occurs.

Body Text Enter the body message that appears in the notification e-mail for connection errors.

* This setting can be set in Server 1.
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Embedded Application Settings

Store and manage “embedded applications” that are installed in the machine.
* [Add] key
Adds a new embedded application.
* List
Lists the currently installed embedded applications.

Install Embedded Application
When you tap the [Add] key, the registration screen appears. Up to 16 items can be installed.

installed. When installing from the Web page, the files in the computer are installed.
* The maximum area of the hard disk that applications can use is 2 GB. If previously installed applications are already using
2 GB of area, a new application cannot be installed.

@ * When installing from the operation panel of the machine, the files in the USB memory connected to the machine are

Store Embedded Application
By storing an already installed embedded application in “standard application”, the application can be used. Select the
application name checkbox and tap the [Add Standard Applications] key.

Delete Embedded Application
Tap an application name in the list to display the information of that standard application.
After checking the information, delete the standard application with the [Delete] key.

Polling Setting

When linked to an external application, you can store and manage addresses in order to use a service that uses a polling function.

Item Settings

Server 1 - Server 2 Set to enable each of the servers.

Polling Address Enter the URL of the server or computer that the machine will poll.
Check Interval Enter the check interval for the server. The default is 1 minute.
Timeout Set the timeout time. The default setting is 20 seconds.
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IREMOVING MISFEEDS
REMOVING MISFEEDS

If a paper misfeed occurs, the "Paper Jam" message will appear in the touch panel and printing and scanning will stop.

In this event, tap the [Check how to remove misfeeds] key in the touch panel.
When the key is tapped, instructions for removing the misfeed will appear. Follow the instructions. When the misfeed is

cleared, the message will automatically disappear.

‘ Misfeed has occurred.

* The fusing unit and paper output area are hot.
A * When removing a misfeed, do not touch the fusing unit. You may burn yourself.
Fusing unit
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IMAINTENANCE

This section explains how to clean the machine, replace the toner cartridge, the waste toner box, and the stamp
cartridge.

REGULAR MAINTENANCE

To ensure that the machine continues to provide top quality performance, periodically clean the machine.

Do not use a flammable spray to clean the machine. If gas from the spray comes in contact with hot electrical components or
A the fusing unit inside the machine, fire or electrical shock may result.

@ + Do not use thinner, benzene, or similar volatile cleaning agents to clean the
machine. These may degrade or discolour the housing.
+ Use a soft cloth to gently wipe off dirt from the area on the operation panel
with a mirror-like finish (shown at right). If you use a stiff cloth or rub hard,
the surface may be damaged.

« The area with a mirror-like finish is the area that is [

CLEANING THE DOCUMENT GLASS AND AUTOMATIC
DOCUMENT FEEDER

If the document glass or document backplate sheet becomes dirty, the dirt will appear as dirty spots, coloured lines, or
white lines in the scanned image. Keep these parts clean at all times.

Wipe the parts with a clean, soft cloth.

If necessary, moisten the cloth with water or a small amount of neutral detergent. After that, wipe with a clean dry cloth.
Examples of lines in the image

AR
A
| A \
ra

Black lines White lines

Document glass Document backplate sheet
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SCANNING AREA

If black lines or white lines appear in images scanned using the automatic document feeder, clean the scanning area
(the thin long glass next to the document glass).

To clean this part, use the glass cleaner that is stored in the automatic document feeder. After using the glass cleaner,
be sure to return it to its storage position.

Open the automatic document feeder
and remove the glass cleaner.

Clean the document scanning area on
the document glass with the glass
cleaner.

One scanning area is on the document glass and the other
is inside the automatic document feeder.

Open the scanning area cover on the
automatic document feeder.
Push in the release switch to release the cover.

Clean the scanning area in the
automatic document feeder.

Close the cover.
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Replace the glass cleaner.

CLEANING THE BYPASS FEED ROLLER

If paper misfeeds frequently occur when feeding heavy paper through the bypass tray, wipe the surface of the feed roller
with a clean soft cloth moistened with water or a neutral detergent.
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REPLACEMENT OF TONER CARTRIDGE

Always replace the toner cartridge after the "Change the toner cartridge." message appears. You should keep one set of
replacement toner cartridges on hand so that you can replace a toner cartridge immediately when toner runs out.

Empty toner cartridge can be replaced without interrupting a copy/print job.

Replacement message

If you continue printing, the following message appears.
When this message appears, prepare a toner cartridge for replacement and replace it.
In this state, printing is possible.

Change the toner cartridge.

Ready to scan for copy. X
(Change the toner cartridge.)

¥

If you continue to use the machine, the following message will appear when the toner runs out.
Once the machine enters this state, printing can not be carried out until the toner cartridge is replaced.

Change the toner cartridge.
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Open the front cover.

Pull the toner cartridge toward you.

Gently pull out the toner cartridge horizontally.
If the cartridge is pulled out abruptly, toner may spill out.

Take out a new toner cartridge from its
package and shake it five or six times.

Slowly insert the new toner cartridge
on the level.

Press in firmly until you hear a "click"
sound
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Close the front cover.

After the toner cartridge is replaced, the machine
automatically enters image adjustment mode. Do not open
the front cover while this is occurring.

* Do not throw a toner cartridge into a fire. Toner may fly and cause burns.

« Store toner cartridges out of reach of small children.

« If a toner cartridge is stored upright, the toner may harden and become unusable. Always store toner cartridges on their
side.

« If a toner cartridge other than a SHARP-recommended toner cartridge is used, the machine may not attain full quality and
performance and there is a risk of damage to the machine. Be sure to use a SHARP-recommended toner cartridge.

+ Depending on your conditions of use, the colour may become light or the image blurred.

* Your service technician will collect used toner cartridges.

* To view the approximate amount of toner remaining (indicated in %), hold down the [Home Screen] key during printing or
in standby mode. When the percentage falls to "25-0%", keep a toner cartridge for replacement purposes before toner runs
out.

» When toner runs out while the home screen is displayed, the "Toner Empty" message appears in the upper right corner of
the screen.
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REPLACING THE WASTE TONER BOX

The waste toner box collects excess toner that is produced during printing. When the waste toner box becomes full, the
message "Replace waste toner box." will appear.
When this message appears, tap the guidance key that appears on the touch panel to view the procedure for replacing

the waste toner box.
When the key is tapped, instructions for replacing the waste toner box will appear. Follow the instructions. When the

waste toner box is replaced, the message will automatically disappear.

A\ Replace waste toner box.

* Do not throw the waste toner box into a fire. Toner may fly and cause burns.
A + Store the waste toner box out of the reach of small children.
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REPLACING THE STAMP CARTRIDGE

If a stamp unit (AR-SU1) is installed on the automatic document feeder and the stamp has become light, replace the
stamp cartridge (AR-SV1).

Supplies

Stamp cartridge (2 in package) AR-SV1

Open the automatic document feeder.

Remove the document backplate sheet
from the automatic document feeder.

Remove the sheet slowly. Place the removed sheet with the
side that was attached face up on the document glass.

Grasp the tab on the stamp unit and
pull the unit out.

Remove the stamp cartridge (A).

B L % Install a new stamp cartridge.
0
R&X@ )
\
TN
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\g\\% & Push the stamp unit back in.
0 Push the stamp unit in until it clicks into place.
N A\
\
i B

Close the automatic document feeder
to attach the document backplate
sheet.

When the automatic document feeder is closed, the
document backplate sheet on the document glass attaches
to the automatic document feeder.

Make sure that the document
backplate sheet is firmly attached to
the automatic document feeder and
then close the automatic document
feeder.

If the document backplate sheet is not firmly attached,
remove the sheet and then close the automatic document
feeder again to firmly attach the sheet.
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ICHARACTER ENTRY

NAMES AND FUNCTIONS OF SOFT
KEYBOARD KEYS

Display the soft keyboard to register the name of a file, program, folder or user.

Exits the soft keyboard.

Displays the entered text. =——

Finalizes the entered
characters and exits the soft
Retrieves the stored words. keyboard.

Use "Settings" to store words.

Tap a key to enter text.
lhe key types vary depending
on the selected entry mode.

Deletes one character to the
left.

Temporarily fixes the converted
characters or inserts a line
break.

Switches the key layout.

Use this to retrieve a
previously stored subject
for e-mail or pre-set text.

Used to move the cursor or to change the
range of the specified conversion target.

Converts the entered characters. The [Space] key
inserts a space between words if there are no
characters specified to be converted.

The soft keyboard shown here is an image for your reference. Different keys may be enabled depending on the actual
situation and condition under which you enter characters.

If "External Keyboard" is selected in "Settings" — [System Settings] — [Common Settings] — [Keyboard Settings] — [Default
Keyboard Setting] — [Set Keyboard Priority], the soft keyboard will not appear.

To register words:
@ In "Settings (administrator)", select [System Settings] — [Common Settings] — [Keyboard Settings] — [Soft Keyboard
Template Setting].
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SET THE KEYBOARD SETTING

In "Settings (administrator)”, select [System Settings] — [Common Settings] — [Keyboard Settings].

Keyboard Settings
Default Keyboard Setting

Configure settings for the keyboard used for entry on the text.

Keyboard Select

Change the key layout and display according to the set language.

Set Keyboard Priority
When an external keyboard is connected, set whether the external keyboard or the keyboard shown on the touch panel
(soft keyboard) is given priority.

Soft Keyboard Template Setting

Register a text that you frequently use when entering an address or domain name in advance. Enter a maximum of 16
characters.
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BEFORE USING THE MACHINE AS A
COPIER

COPY MODE

There are two modes for copying: easy mode and normal mode.
Easy mode is limited to frequently used functions that allow you to smoothly perform most copy jobs.
If you need to select detailed settings or special functions, use normal mode. All functions can be used in normal mode.

EASY MODE

Easy mode makes it easy to select basic settings for copying.

1st screen
Change to normal mode.
Show the size of the —Ié Z{iginal Detail = > NORMAL MODE
placed original. (page 2-4)
> SELECTING THE ggl%i; 2-Sided Copy Copy Ratio Staple / Punch
ORIENTATION AND. Select function to be set up.
SIZE OF THE A4 _ .
ORIGINAL (page 2-28 ; 100% Off
Change the function
o0 °—|—
C) ' display.
Reset all settings. ﬁ Copies D Starts copying.
Preview
Scans the original and shows a preview  Eqier the number of copies.
image.
2nd screen » PREVIEW SCREEN (page 1-20
= Original Detai ‘
= Ad etail

Original Exposure

Select function to be set

up.

Auto

& e
Preview

You can select these functions in easy mode.

* Paper Select »page 2-11 * Original »page 2-28

» 2-Sided Copy »page 2-15 » Exposure »page 2-18
» Copy Ratio »page 2-21 * N-Up »page 2-55

« Staple / Punch »page 2-39, »page 2-45  Card Shot »page 2-59

To select a function in easy mode
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Easy Mode Settings] —
[Easy Copyl].
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NORMAL MODE

Normal mode lets you select any function setting that can be used for copying.

Enter the number of copies.

|
GO. of copies 1 M) »  Send aswellas print
. Original | Quick File Displays the functions that
Settlr_19 keys used for ISR = can be utilized in copy
copying. < Paper Select 4 5 6 z:fe Data in Folder e mode.
5 5ided C Auto [— (— Call Eco Program
ided Copy . .
1 2 3 Scans the original and
Displays the list of function T g iew i
play 0 shows a preview image.
keys. Frequently used L ) J » PREVIEW SCREEN
[Others], programs, and - —— (page 1-20)
other settings can be B o =T A B Preview E Reset all settings.
registered. RS -l S Proof Copy
H ——— .
- R us lal Q Starts copying.
Check the current - = is B Starts proof copying.
settings. Display keys other than the Indicates the presence or absence of an original and the
function keys indicated above. size of paper loaded in each tray. Tap to open the paper

select screen.

The displayed contents of the above screen will vary depending on the devices installed.

SELECTING COPY MODE

Change the copy mode to simple mode or normal mode as explained in "CHANGING MODES (page 1-19)".




COPYING SEQUENCE

This section explains the basic procedure for copying. Select settings in the order shown below to ensure that the copy
operation takes place smoothly.

For detailed procedures for selecting the settings, see the explanation of each setting in this chapter.

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings]— [Auto Clear Before Copy
Execution Also].

Enables the Auto Clear function during copy even when a copy job is not completed. This protects the machine from being held
due to the incomplete copy job.

‘ You can also restore the default copy settings before executing copying

Switch to copy mode.
» SELECTING COPY MODE (page 2-4)

Place the original.

Place the original in the document feeder tray of the

automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Select functions.

Specify the original scan size, exposure, resolution, etc.
Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.

» Specifying the orientation of the original (page 2-28)
If necessary, you can refer to the following functions for the setting.

In Easy mode In Normal mode
éoiiwnal — I No. of copies 1 . Send as well s print
71383 s —
gg@ﬂ 2-Sided Copy Copy Ratio [l Staple / Punch | 4 5 6 D e
v e = e TETCy el - Call Eco Program
. B 1 2 3
> o 1-Sided—1-Sided E 3
88 | o | or —_
100%| c
e Exposure —
P Auto) i Plain 1
"]

& A% Proof Copy
X Copies = o
Preview 2 : ﬁ"' | _43 2; tm °
* Paper Select »page 2-11 + Original »page 2-28
+ 2-Sided Copy »page 2-15 * Paper Select »page 2-11
» Copy Ratio »page 2-21 + 2-Sided Copy »page 2-15
« Staple / Punch »page 2-39, »page 2-45 « Copy Ratio »page 2-21
« Original »>page 2-28 + Exposure »page 2-18
* Exposure »page 2-18 * Output »page 2-35
* N-Up »page 2-55 » Others »page 2-65

 Card Shot »page 2-59
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Scan the original.

Tap the [Preview] key to scan the original.

In Easy mode In Normal mode
_ Original — No. of copies 1 | » Send as well as print
=g etai ¥ - y —
T — 71s8]o i
P ) K = e —— i
SZIZ%; 2-Sided Copy Copy Ratio Staple / Punch ] Paper Select 4 5 6 ;I(!ee Data in Folder
T _ e _— s Auto NN SEniS S Call Eco Program
& ] G o P e s 3
- i
100%
e EXpOSUTE
Auto

e 1

» To make 2-sided copies, configure the 2-sided copy settings before scanning the original.
» AUTOMATIC 2-SIDED COPYING (page 2-15)

» When not checking the preview image, tap the [Start] key to start copying.

Check the preview image.

Display the preview image of the scanned original.
In the preview screen, you can check the settings.
» COPY PREVIEW (page 2-8)

In Easy mode In Normal mode
Ad i 2] A i
Preview 1 |» Send as well as print
Program Registration
Quick File
Paper Select
A4 ] - Ad ) Sire Dot Tarporary
- File
] 2-Sided Copy Store Data in Folder
Image 1-Sided—1-Sided Image 1Scan Original Again
Copy Ratio Without change Settings
Exposure
swan
") Proof Copy
CA Scan
Again (alked | !




Tap the [Start] key to start copying.

When making only one set of copies, you do not need to specify the number of copies.

» To cancel all settings, tap the [CA] key.
@ When the [CA] key is tapped, all settings selected to that point are cleared and you will return to the base screen.

» To cancel copying, tap the [Cancel Copy] key.

» To make two or more sets of copies:
Tap the copies display key to specify the number of copies.

In Easy mode In Normal mode

Original

i 1] A4 Send as well as print
= A Detail - Copies 1 »

Original Quick File
. Store Data Temporarily
File
St

Autc
aper Select © Data in Folder

Paper 2-Sided Copy Copy Ratio [l Staple / Punch

.' 100%

Select

- fo Scan Original Again

'Z—Slded Copy Without change Settings
1-Sided—1-Sided I

ICopy Ratio |

100%

Others

* In normal mode, you can tap [File] or [Quick File] on the action panel before starting the copy job to save the scanned
original as a file.
» QUICK FILE (page 6-9)

> FILE (page 6-10)

Setting a Maximum Number of Copies

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings]— [Setting a Maximum
Number of Copies].
This is used to set the maximum number that can be entered for the number of copies (number of continuous copies).
Any number from 1 to 9999 can be specified.

Default settings for copying

Set in “Default Settings” of “Copy Settings” in the System Settings. You can set a default value for each copy setting.
Initial Status Settings selected with these settings apply to all functions of the machine (not just the copy function).
The copier settings are reset to the initial state when the [Power] button is turned on, when the [CA] key is tapped, or
when the auto clear interval has elapsed. These settings are used to change the default settings for copy mode.

The following settings can be changed:

Image Orientation Specify the original orientation.

Paper Tray Specify the paper tray that is selected by default.
Exposure Type Configure default exposure mode settings.

Copy Ratio Specify the copy ratio that is selected by default.

Configure the 2-sided mode settings that are selected by default.
If this setting is used to change the default setting for the duplex function to any setting

2-Sided Copy other than "1-Side to 1-Side" and the duplex function or automatic document feeder fails or
is disabled, the setting will revert to "1-Side to 1-Side".
Original Binding Set the original binding in 2-Sided copy.
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Output Binding Set the output binding in 2-Sided copy.

Output Set the print output method and output tray that are selected by default.
Output Tray Specify the output tray.

Staple Configure staple settings

Offset Set whether or not offset is performed in the default settings.

Separator Page

Separator pages can be inserted before or after jobs. Set the paper tray used for the
separator pages.

Punch

Configure punch settings

Factory defaults

This returns all items to the factory default settings.

COPY PREVIEW

You can tap the [Preview] key before scanning the original to check a preview of the scanned image.
» PREVIEW SCREEN (page 1-20)

In normal mode

Preview lets you check the image while adjusting settings, so you can see what the result will be.
You can drag a preview image to change pages, and rotate or delete the image.
» MANUAL ADJUSTMENT OF EXPOSURE AND ORIGINAL TYPE (page 2-18)

In Easy mode

In Normal mode

Preview M
A4
Image
BEWER
[ o]
CA Scan
Again (alked | !

m Copies 1 B M s Send as well as print
Program Registration
Original Registor Curent Seting
Quick File
| Store Data Temporarty
Auto A4
File

P 2-Sided Copy Store Data n Folder
1-Sided—1-Sided Image T Scan Original Again
8 CorvRato Without change Settings

e

Exposure

Output

= oA

[
I

B N-Up

Start




CHECKING THE ORIGINAL SIZE

Easy mode

The size of the placed original is displayed in the upper left corner of the screen.
When you place the original in the automatic document feeder, the original icon appears next to the original size.

_ Original
W g Detail =
Paper
Select

Ad

2-Sided Copy Copy Ratio

Staple / Punch

-" 100%

Off

Tray 1

LR

Preview CED 1

Normal mode

Check the size of the placed original on the display of the [Original] key.

If the original size is set to [Auto], the automatically detected size (standard size) is displayed. If the original size is
specified manually, the specified original size is displayed.

When you place the original in the automatic document feeder, the original icon appears above the automatic document
feeder.

No. of copies 1 » Send as well as print
Quick File
. Original 7 B 9 Store Data Temporariy
r File
' Paper S 4 g 6 Store Data in Folder
- Call Eco Program
1 2 3
Cop, | '
0
.
-+ ) Plain 1
(@ )

Output

B
B N-Up

Of L

&
t4b4
Er

Standard sizes

Standard sizes are sizes that the machine can automatically detect.

To specify the standard size, select [System Settings] in "Settings (administrator)"— [Common Settings] — [Device
Control] — [Original Size Detector Setting].

For standard sizes that can be detected, refer to “Original Size Detector Setting (page 1-129).

In this case, manually set the original size.
» SELECTING THE ORIENTATION AND SIZE OF THE ORIGINAL (page 2-28)

» When placing a non-standard size original on the document glass, you can make it easier for the size to be detected by
placing a blank sheet of A4 (8-1/2" x 11"), B5 (5-1/2" x 8-1/2"), or other standard size of paper on top of the original.

‘ « Even when [Original] is set to [Auto], some original sizes may be detected as other one that is near the standard size.
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Orientation of placed original

Place the original as shown below.

If you place the original in an incorrect orientation, it may result in punching at an unexpected position or stapling. On
"Preview Screen", view the image orientation or preview image.

» COPY PREVIEW (page 2-8)

O [ (] ) [ ]

=

Set the orientation of the image to ensure that the orientation of the placed original is correctly recognized.
For information on the orientation of the original, see "Specifying the orientation of the original (page 2-28)".

Automatic copy image rotation (Rotation Copy)

If the orientation is different between the original and paper, the original image will be automatically rotated 90 degrees
to match the paper.

Orientation of placed original

Orientation of paper The image is rotated 90 degrees

= = |llliz

The paper seen from behind

The original seen
from behind

To set Rotation Copy:

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Rotation Copy Setting].
When [Rotation Copy] is selected, Rotation Copy operates when Auto Paper Select or Auto Ratio Select is in effect, or when
the original and paper are the same size but the orientation is different.

When [Rotation Copy is done only at Auto Paper Select or Auto Ration Select] is selected, Rotation Copy only operates
when Auto Paper Select or Auto Ratio Select is in effect.
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SELECTING THE PAPER TRAY FOR COPYING

The machine is set to automatically select a tray that has the same size of paper as the size of the placed original (Auto

Paper Select).

If the original size cannot be detected correctly because it is a non-standard size or when you want to change the paper

size for copying, you can select the paper tray manually.

If the selected tray runs out of paper during a copy job and there is another tray that has the same size and type of paper,

that tray will be automatically selected and the copy job will continue.
If a suitable size of copy paper is not loaded, copying may stop during the COPYING SEQUENCE (page 2-5).

@

* To change the initially selected tray:

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Paper Tray].

« Stop auto paper selection:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Common Settings] — [Disabling of Auto Paper

Selection].
The same size of paper will not be automatically selected when an original is placed on the document glass or the
document tray of the Single Pass Feeder.

« Automatically select the tray used for paper feeding:
In "Settings (administrator)”, select [System Settings] — [Copy Settings] — [Common Settings] — [Auto Selection Setting of

Tray that is Supplied the Paper].
When this setting is enabled and paper is loaded into a tray while the machine is on standby in copy mode, that tray is
automatically selected.

Tap the [Paper Select] key.
» COPYING SEQUENCE (page 2-5)

Tap the required tray key.
After the settings are completed, tap [ .

In Easy mode In Normal mode
Paper m No. of copies 1 i» Troy Specied Curonty
select . Paper Select m Original
[ E | nr i e
= Plain 1 A4 A4 A4 (Copy Ratio

Type and Size = NE| B4 2-Sided Copy
= Plain 1 oy
largin Shi
| :ﬁain ; Shift Positon to Have Margin

Bypass Tray

Proof Copy

Type and Size %

I
i A

» When the bypass tray is selected, specify the paper type and size based on the paper loaded into the bypass tray.
» SPECIFYING A TYPE AND SIZE OF PAPER LOADED ON BYPASS TRAY (page 2-34)

* In normal mode, you can also open the [Paper Select] screen by tapping the machine image on the base screen.

To automatically select the tray, tap the [CA] key. When the [CA] key is tapped, all settings selected to that point are
cleared and you will return to the base screen.
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BASIC PROCEDURE FOR MAKING
COPIES

This section explains how to select settings from the base screen of easy mode.
» SELECTING COPY MODE (page 2-4)

COPYING

USING THE AUTOMATIC DOCUMENT FEEDER FOR
COPYING

Place the original in the document feeder tray of the automatic document
feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Check the paper (tray) you want to use
for copying, and tap the keys for any
other settings you want to select.

* Paper Select »page 2-11

+ 2-Sided Copy »page 2-15

» Copy Ratio »page 2-21

» Staple / Punch »page 2-39, »page 2-45
+ Original »page 2-28

* Exposure »page 2-18

* N-Up »page 2-55

 Card Shot »page 2-59

_ Original
= a4 Detall "

Paper
Select

A4

2-Sided Copy Copy Ratio Staple / Punch

.' 100%

Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper tray manually.

Tap the [Preview] key.
> PREVIEW SCREEN (page 1-20)
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Tap the [Start] key to start copying.

When making only one set of copies, you do not need to specify the number of copies.

To make two or more sets of copies:
Tap the number of copies key to specify the number of copies.
= O:iinal Detail

A4 rE=—
" 100%

1-1

USING THE DOCUMENT GLASS FOR COPYING

Place the original on the document glass.
» DOCUMENT GLASS (page 1-133)

= Original
=W Detail %

Check the paper (tray) you want to use
for copying, and tap the keys for any
other settings you want to select.

* Paper Select »page 2-11
» 2-Sided Copy »page 2-15
A © » Copy Ratio »page 2-21
[ _ » Staple / Punch »page 2-39, »page 2-45
Preview Copies » Original »page 2-28
* Exposure »page 2-18
* N-Up »page 2-55
 Card Shot »page 2-59

Paper _Si i
Select 2-Sided Copy Copy Ratio Staple / Punch

v e
-" 100% Off

Tap the [Preview] key.
» PREVIEW SCREEN (page 1-20)
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

Tap the [Start] key to start copying.
When making only one set of copies, you do not need to specify the number of copies.

To make two or more sets of copies:
Tap the number of copies key to specify the number of copies.

= Original
= Detail ™

& 2-Sided Copy M stap\e / Punch

Ad
=l | 100%

Tray 1 1—-1

E

Preview
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AUTOMATIC 2-SIDED COPYING

USING THE AUTOMATIC DOCUMENT FEEDER FOR
2-SIDED COPYING

Originals Copies Originals Copies Originals Copies
Automatic 2-sided copying of Automatic 2-sided copying of 1-sided copying of 2-sided
1-sided originals 2-sided originals originals

» To make 2-sided copies, configure the 2-sided copy settings before scanning the original.
+ Dual-side copy helps to save paper.

Place the original in the document feeder tray of the automatic document
feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Tap the [2-Sided Copy] key.
» COPYING SEQUENCE (page 2-5

e cony Select 2-sided copy mode.

T 2 D Feaa) (1) (1) Select the 2-sided copy type.
é P (2) When the original is set to "2-Sided", select "Tablet" or
— ) "Book" in "Original Binding".
(3) When the output is set to "2-Sided", select "Tablet" or
"Book" in "Output Binding".
(4) After the settings are completed, tap 3.

Original Binding_(2)

e

Output Binding

| ‘ =

fireviow cones

Check the paper (tray) you want to use for copying, and tap the keys for any
other settings you want to select.

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28

» Paper Select »page 2-11

» Copy Ratio »page 2-21

« Staple / Punch »page 2-39, »page 2-45
« Original »page 2-28

» Exposure »page 2-18

* N-Up »>page 2-55

» Card Shot »page 2-59
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Tap the [Preview] key.

Tap the [Start] key to start copying.

USING THE DOCUMENT GLASS FOR 2-SIDED
COPYING

Originals copy

=

Automatic 2-sided copying of 1-sided originals

||||||||||||||J

Dual-side copy helps to save paper.

To change the default 2-sided copy mode:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [2-Sided Copy].

Place the original on the document glass.
» DOCUMENT GLASS (page 1-133)

Tap the [2-Sided Copy] key.
» COPYING SEQUENCE (page 2-5

oo o) Select the 2-sided copy mode.

(1) Tap the [1 — 2] key.

(2) When the output is set to "2-Sided", select "Tablet" or
"Book" in "Output Binding".

(2) (3) After the settings are completed, tap ok |

Outout Bindina

I )
= Copi
GiEview e

The [2 — 2] key and [1 — 2] key cannot be used when copying from the document glass.
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_ Original
=4

Copy Ratio

100%

Detail "
Staple / Punch

(0)j

Tap the [Start] key.

_ Original
=iad

Paper

Select

A4

Tray 1

Place next original. Press [Start]
When finished, press [Read-End]

LA

Read-End

Detail "

le / Punch

Off

Check the paper (tray) you want to use
for copying, and tap the keys for any
other settings you want to select.

Tap the [Original] key and specify the orientation of the
original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28)

» Paper Select »page 2-11

» Copy Ratio »>page 2-21

« Staple / Punch »page 2-39, »>page 2-45
« Original »page 2-28

» Exposure »page 2-18

* N-Up P>page 2-55

» Card Shot »page 2-59

Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper tray manually.

Set the next original, and tap the
[Start] key to scan the original.

Tap the same key you tapped in step 5.
Repeat this step until all originals have been scanned.

Tap the [Read-End] key to start copying.
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CHANGING THE EXPOSURE AND ORIGINAL
IMAGE TYPE

AUTOMATIC ADJUSTMENT OF EXPOSURE AND
ORIGINAL TYPE

Automatic exposure adjustment operates by default to automatically adjust the exposure level and original type as
appropriate for the original being copied. ([Auto] is displayed.)

— Original

= W ail

Exposure
Auto

* To change the default exposure:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Exposure Type].
* To adjust the exposure level when [Auto] is used for the copy exposure:
In "Settings (administrator)", select [System Settings] — [Image Quality Adjustment] — [Copy Image Quality] — [Density
Adjustment when [Auto] is selected for Exposure].

MANUAL ADJUSTMENT OF EXPOSURE AND
ORIGINAL TYPE

This section explains how to select the original type depending on the original to be copied or manually adjust the
exposure.

To change the default exposure:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Exposure Type].

Tap the [Exposure] key.
» COPY MODE (page 2-3)
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o m| Tap KN or slide the slider to
A adjust the copy exposure.

SN 5 After the adjustment, tap [E .
- — This completes the procedure in easy mode.

Lighten Darken

To select more detailed settings, tap the [Detail] key to switch to normal
mode.
» CHANGING MODES (page 1-19)

Tap the [Exposure] key.

. e Tap the required original image type
T G comtonraen key to specify the original type.
I ! n (D] Bkgd,\wm‘ Tap the key matching the original.
.

ngm Original

—

Copy of Copy

Copy Original with

Proof Copy
LA | .

Original image type select keys

e Text e Use this mode for regular text documents.
 Text/Printed Photo ..... This mode provides the best balance for copying an original which contains both text and
printed photographs, such as a magazine or catalogue.

» Text/Photo.................. This mode provides the best balance for copying an original which contains both text and
photographs, such as a text document with a photo pasted on.

* Printed Photo ............. This mode is best for copying printed photographs, such as photos in a magazine or catalogue.

* Photo......uvvvvivieeeeeen. Use this mode to copy photos.

e Map .o This mode is best for copying the light colour shading and fine text found on most maps.

« Light Original.............. Use this mode for originals with light pencil writing.

» When using a copy or printed page from the machine as an original:
@ When using a copy or printed page from the machine as an original, tap the [Copy of Copy] checkbox so that M

appears.
[Copy of Copy] is available when [Auto], [Text], [Printed Photo], or [Text/Printed Photo] is selected as the original
image type.

* When you want to make fluorescent marker parts more visible:
When using a page with highlitd lines as an original, tap the [Copy Original with Highlighted Lines] checkbox so that
|/ appears.
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% COPIER» BASIC PROCEDURE FOR MAKING COPIES

-~ Tap K or slide the slider to adjust
—— the copy exposure.

Toner Save
Reduce Toner Consumption

If you adjust the exposure with the original type selected to

i Erase e [Auto], the original image type is automatically selected to
[Text/Printed Photo].

After the adjustment, tap .

i Copy of Copy

Copy Original with
Highlighted Lines

1to 2: Dark originals such as a newspaper
3: Normal density originals
4 to 5: Originals written in pencil or light coloured text

Guidelines for the exposure level when [Text] is selected for "Exposure/Original Type"
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ENLARGE/REDUCE
AUTO RATIO SELECT

This section explains how to automatically select the appropriate ratio to meet the paper size when manually changing
the paper tray to make a copy on paper that has a size different from the original.

Copy Ratio m
25-200)
00
%o
+ Slightly Reduce
(3% Reduction)

By Paper Size

4+

E ,
Preview Cepts 1

For a non-standard size original, the size must be entered in order to use Auto Image.

To change the default ratio:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Copy Ratio].

Manually select the paper tray, and place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

Tap the [Copy Ratio] key.
> COPY MODE (page 2-3)

Coy Ratio oK Tap the [Auto Image] key.
100 % The reduction or gnlargement ratio is automatically .selected
- based on thg original size and.the.selected paper S|z.e.
: The automatically selected ratio will appear in the ratio
T display.

4+

E ‘
Preview D 1

Tap [Auto Image] to deselect it.

* To return the ratio to 100%:
Tap the [100%] key.

@ * To cancel the Auto Ratio Selection setting:
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MANUAL RATIO SELECTION

This section explains how to specify any ratio when making a copy on paper that has a size different from the original or
changing the image size for copying.

The following three methods can be used to specify the ratio.

Using the preset ratio key

Specify any ratio by combination of preset ratio key, for which the enlargement and reduction ratio values are
pre-registered between the frequently used standard sizes, with the zoom key, which allows you to adjust the ratio in 1%

units like [l IEH.

Up to two ratio values can be added to preset ratio keys, respectively for enlargement and reduction.

Specifying the paper size
Specify the paper sizes of the original and output to automatically obtain the appropriate ratio.

Original size: A3 Copy size: A4

/‘4» A

70%

Specifying the image dimensions
Specify the image sizes of the original and output to automatically obtain the appropriate ratio.

To make a copy with the same ratio between the vertical and horizontal sizes, enter either one of the vertical and
horizontal sizes.

Image size: 90mm Output size: 135mm

=

150%

When the automatic document feeder is used, the vertical and horizontal ratio selection ranges are both between 25% to
200%.

To return the ratio to 100%:
Tap the [100%)] key.

To add any ratio as a preset ratio:

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Add or Change Extra
Preset Ratios]. You can set two additional preset ratios for both enlargement (101% to 400%) and reduction (25% to 99%).
Preset ratios other than the ratios added with “Add or Change Extra Preset Ratios” cannot be changed. To select the added
preset ratio, tap the [Other Ratio] key.
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Using the preset ratio key

Tap the [Copy Ratio] key.
» COPY MODE (page 2-3)

— m| Tap B B to set the ratio.
100 o After the settings are completed, tap EJ.

%o . . o
i educe Check that a paper size suitable for the ratio is selected.
-1+ Pap

By Paper Size

4+

Preview cones -

* If you tap the [Slightly Reduce (3% Reduction)] key, the ratio will be set lower than the specified one by 3%.
In normal mode

» There are two setting screens. Use the [Other Ratio] key to switch between the screens.

» To quickly set the area, first specify a value close to the desired value by the numeric keys, then adjust it with -

» Up to two frequently used ratio values can be added to the preset ratio key, respectively for enlargement and
reduction.

To cancel all settings:
Tap the [CA] key.

Specifying the paper size

Tap the [Copy Ratio] key.
» COPY MODE (page 2-3)

Coy Ratio [oK] Specify the original size (paper size of
Auto Image 100 & the loaded original) and the copy size
[ Ao ] % g y
-] + | (paper size of the copy output).

B.. Pane Oimn

4+

= Copies
HSIED ° -

After the settings are completed, tap m

To cancel all settings:
Tap the [CA] key.
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Specifying the image dimensions

Tap the [Detail] key to change to normal mode.

» CHANGING MODES (page 1-19)

Tap the [Copy Ratio] key.

Slightly Reduce

No. of copies 1 I# (3% Reduction)
Copy Ratio 0 |
S Auto Image Paper Select
84585 B5>Ad
- % 2-Sided Copy
o Background Adjustment
85545 5585
B @

> — 100% . >
o ’ =
. W —r—

T o
]

T
o

Slightly Reduce

No. of copies 1 I+ (3% Reduction)
| Original
Copy Rato o | S
" | Paper Select
by Size BR|  [cronas o Fooa Ty
The copy ratio is calculated from specified sizes.
Enfos shes bommmer ciare et e Bnicid s 2-Sided Copy
I Finished
mage Inishe Copy Ratio Background Adjustment
Not Input > Notinput %

Proof Copy

B

B " s e

« If you have entered an incorrect size:

Tap the [C] key, and then enter the correct size.
* To cancel all settings:

Tap the [CA] key.

Tap the [by Size] key of the [Zoom] tab.

Specify the image size (dimensions of
the image to be enlarged or reduced)
and the output size (dimensions of the
enlarged and reduced images).

Tap the area of image size and output size, and enter the
sizes using the numeric keys.
After the settings are completed, tap [ .
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ENLARGING/REDUCING THE LENGTH AND WIDTH
SEPARATELY

This section explains how to individually specify the horizontal and vertical copy ratios.

When 50% is selected for the horizontal ratio and 70% is selected for the vertical ratio

50%
I—

74 » A | | 70%

The following two methods can be used to specify the ratio.

Using the preset ratio key

Specify any ratio by combination of preset ratio key, which is pre-registered, with the [l key, which allows you to
adjust the ratio in 1% units.

Specifying the image dimensions
Specify the image sizes of the original and output to automatically obtain the appropriate ratio.
Enter the vertical and horizontal sizes.

When the automatic document feeder is used, the vertical and horizontal ratio selection ranges are both between 25% to
200%.

To cancel the XY zoom setting:
Tap the [Zoom] tab or the [CA] key.
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Using the preset ratio key

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Copy Ratio] key, and then tap the [XY Zoom] tab.

e Tap the [X] key, and set the X
rem - X8| ... | (horizontal)ratio.
100 £/25~200) Background Adjustment

5~200)

TE Bt

R |

No. of copies 1

» To quickly set the ratio, first specify a value close to the desired one, then adjust it with -+
» Tap each area of the X (horizontal) and Y (vertical) directions, and enter the sizes using the numeric keys.

Tap the [Y] key, and set the Y (vertical) ratio in the same way as the [X] key.

After the settings are completed, tap m
Check that a paper size suitable for the ratio is selected.
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Specifying the image dimensions

Perform steps 1to 2 in

Tap the [by Size] key.

No. of copies

Original
IF Change Size/Direction,

Copy Ratio

by Size

The copy ratio is calculated from specified sizes.
Enter tha imane size and the finished siza

Image Finished

Not Input Not Input

Not Input Not Input

Copy Ratio

Paper S
Change Paper Foed Tray
m‘. 2-Sided Copy

Background Adjustment

Using the preset ratio ke age 2-23).

Specify the X and Y dimensions of the
image size and those of the output

size.

Check that a paper size suitable for the ratio is selected.
After the settings are completed, tap m .

Tap the image size and output size areas, and enter the sizes using the numeric keys.

@

* If you have entered an incorrect size:
Tap the [C] key on the numeric keys that appears when you tap the entry area, and set to the correct size.

» To cancel all settings:
Tap the [CA] key.
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SELECTING THE ORIENTATION AND SIZE
OF THE ORIGINAL

When the original size is a non-standard size or is not detected correctly, manually specify the original size.
Set the orientation of the image to ensure that the orientation of the placed original is correctly recognized.

« Set the orientation and size of the original before scanning the original.
 The original size is set in normal mode.

Specifying the orientation of the original

By specifying the starting side (top or left side) of the placed original, the orientation of the original will be correctly
recognized.
Finishing position settings and N-Up layout settings are specified using the recognized orientation.

In Easy mode In Normal mode
Original m No. of copies 1 1 |2-Sided Copy
Image
itz Blank Page Skip
Copy Ratio

216x343 Proof Copy

Preview Cepts

Specify the orientation and size of the original

Tap the [Original] key to set the orientation of the original.
» COPY MODE (page 2-3)

If you want to specify the size, tap the [Detail] key and change to normal
mode.
» CHANGING MODES (page 1-19)

Tap the [Original] key.

Tap the [AB] tab or the [Inch] tab.
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. Tap the appropriate original size key.

Original | Jackgrount justment .
o image Craaton Q] ectorund dusiment After the settings are completed, tap X .
e Blank Page Skip
« KRR | s

Specifying the orientation and size of a non-standard size originals

Tap the [Original] key to set the orientation of the original.
» COPY MODE (page 2-3)

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Original] key.

Tap the [Direct Entry] tab.

o  ZSdeacon Specify the original size.
Original m Background Adjustment
Image Orientation
- Blank Page Skip
AB Inch Direct Entry 0 e
y 204 (25~297)
&
&

—_—

» Tap the areas displaying width and height sizes respectively, and enter the sizes using the numeric keys.
« Itis convenient to use [l to finely adjust the entered size.

Tap the [OK] key.
On the base screen, check that the specified size is displayed on the [Original] key.
After the settings are completed, tap m
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STORING FREQUENTLY USED ORIGINAL
SIZES

Store the frequently used non-standard original sizes. This section explains how to store, retrieve, change, and delete
non-standard original sizes.

* The stored original size will be retained even if the main power is turned off.
* A total of up to 12 non-standard original sizes can be registered for copying, fax, and image sending.
» The added original sizes will also appear in other modes.

Storing original sizes (Amend/Delete)

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Original] key.

Tap the [Custom Size] tab.

Tap [Store/Delete Original Si th
__ No.ofcops. 1 s(wmse ap [Store/Delete Original Size] on the
Original 2-Sided C: [ t' I

e T action panel.

. u Background Adjustment
8o | Blank Page Skip

—_— Skip Blank Page in Original
AB | Inch LAl Custom Size Copy Ratio
EnlargelReduce Copy

Proof Copy

LR
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No. of copies

Original
Store/Delete

Select the size key to store/delete
the custom original size.

|» 2-Sided Copy

Background Adjustment
Blank Page Skip
Siip Blank Page in Orgial

Copy Ratio
EnlargelReduce Copy

Tap a key () for storing a
custom original size.

Tap a key that does not show a size.

To amend or delete a previously stored key:
Tap the key that you want to amend or delete. The following screen will appear.
* To amend the key, tap the [Amend] key and go to the next step.
» To delete the key, tap the [Delete] key. Make sure that the original size has been cleared and tap the m key.

Original

Il storeielete

Select the size |
the custom origi

in this location.

Acustom size has already been stored

[ o o]

d Copy

round Adjustment
Page Skip
i Page n Origial

Ratio
Reduce Copy

Prc

opy

Others - EELING S t“
No. of copes T, Zowmcon Specify the original size.
| »

Original n ment . . . . . .

i) %] :’“::’“ “::_J“s' o Tap the areas displaying width and height sizes respectively,
AT _ _ _

Enter Size to Register. ::mmanw.aggmmgmw and enter the sizes using the numeric keys.
opy Ratio
- e
X 432 (25-432)

It is convenient to use H to finely adjust the entered size.

Tap the [OK] key

After the settings are completed, tap the key, and check that the key of the size stored on the original screen is
added properly. After you have checked it, tap m

To cancel the operation:
Tap the [CA] key.
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

Retrieving a stored original size

n Perform steps 1 to 3 in Storing original sizes (Amend/Delete) (page 2-30).

N Tap the key of the original size that

» Original Size

oK 2-Sided Copy you Wish to retrieve-

Background Adjustment
| BarkPagosiip After selecting the key of the original size, tap the key.
On the base screen, check that the specified size is
displayed on the [Original] key.

To cancel the operation
Tap the [CA] key.
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MAKING COPIES USING THE BYPASS TRAY
MAKING COPIES USING THE BYPASS TRAY

In addition to plain paper, the bypass tray allows you to make copies on transparency film, labels, tab paper, and other

special media.

For detailed information on paper that can be loaded into the bypass tray, see "APPLICABLE PAPER TYPES (page 1-106)".

For precautions on loading paper into the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-121)".

Prohibit feeding of paper from the bypass tray when performing duplex copy.

In "Settings (administrator)”, select [System Settings] — [Copy Settings] — [Condition Settings] — [Disabling of Bypass-Tray

in Duplex Copy].

Disables the use of the bypass tray when making 2-sided copies.
The bypass tray is often used to feed label sheets, transparency film, and other special media for which 2-sided copying is
prohibited. If a sheet of one of these special media enters the reversing unit, a misfeed or damage to the unit may result. If
special media for which 2-sided copying is prohibited is often used, it is recommended that you enable this setting.

Load paper into the bypass tray.
» LOADING PAPER INTO THE BYPASS TRAY (page 1-121)

Tap the [Paper Select] key, and tap the bypass tray key.

Each tray key displays the size and type of the loaded paper.
» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)

To select more detailed settings, tap the [Detail] key to switch to normal
mode.
» CHANGING MODES (page 1-19)

Tap the [Paper Select] key.

T, N Tap the [Type and Size] key, and select
e v Lo | S the size and type of the paper.
= M =l A sz TR o
25600 o > SPECIFYING A TYPE AND SIZE OF PAPER LOADED
g sn ON BYPASS TRAY (page 2-34)
=13 =TT
i v | @

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)
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Tap the [Start] key to start copying.

SPECIFYING A TYPE AND SIZE OF PAPER LOADED ON

BYPASS TRAY

Tap the [Paper Select] key, and tap the bypass tray key.
» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)

Tap the [Type and Size] key, and tap the key that meets the type of the loaded

paper.

Paper Select

TypelSize of Bypass

Type:  Plain 1

Auto-AB

Auto-Inch

B4,B5

Preview Ceples

Auto-AB

A3W(12x18),A3,A4,A4R A5R,B4,B5,B5R,
11x17,8% x11

12x18(A3W),11x17, 8% x14, 8% x11,
8% x11R,5% x 8%R,7% x 10% R,A3 A4,

Tap the [Size] tab, and tap the key that
meets the size of the loaded paper.

* [Auto-AB] key:
Automatically detects the appropriate AB paper size when
loading paper such as A4 or B5.

* [Auto-Inch] key:
Automatically detects the appropriate inch paper size
when loading paper such as 8-1/2"x11".

* [Size Set] key:
Tap this key to manually specify the paper size that is not
detected automatically.

* [Direct Entry] key:
Tap this key to enter a numeric value for the size of the
loaded paper.

After the settings are completed, tap .

To directly enter a paper size
Tap the [inch] key to set a paper size in inches, or tap the [AB] key to set it in millimeters.
After you have entered the paper size using the Il key, tap the [OK] key.

Paper Select

Direct Entry

[ &

CA Preview

-
420 (140~ 457 )
mm
.

[ e JIX]

(90~320)
mm

2-34



OUTPUT

Configure the output settings for copies using Sort, Group, Offset, Separator Page, Staple, Punch, or Fold. Also specify
the output destination of copies.

You can tap the [Output] key in normal mode to configure settings for all output functions.

Settings for the staple and punch functions can also be configured from simple mode.

| q Original
' No. of copies 1 I*  Change Size/Direction.
Output m 2-Sided Copy
Output Tray -_—
- Output Tray | nele
Upper Tray Yy Put Muliple Pages in A Page
Viddlo . Margin Shift
Tray ™ ! - Shift Posiion to Have Margin
- - .- B J —
Lower Tray Offset Separator Page Eraso Shadow Around
Sort/Group Staple | Punch Fold
Auto -| |
fﬂ Group /
o —
.

[Output] screen of normal mode

Output Tray

Specify the destination to output copies.

If a finisher (large stacker) or saddle stitch finisher (large stacker) is installed, you can select [Upper Tray], [Middle Tray],
or [Lower Tray].

If a finisher or saddle stitch finisher is installed, you can select [Top Tray] or [Finisher Tray].
» CHANGING OUTPUT DESTINATION (page 2-37)

Offset

This function outputs copies while shifting them set by set. Setting the checkbox to [v/| enables the offset function, and
setting it to [ | disables the function.

=

Offset enabled Offset disabled

N

ANt

N

This function is available when a finisher or saddle stitch finisher is installed and [Upper Tray], [Lower Tray] or [Finisher Tray]
is selected as the output tray.

@ Selecting the staple function clears the Offset checkmark automatically.
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Separator Page

This function inserts separator pages for every specified number of copies or for every job before they are output.
» INSERTING SEPARATOR PAGES BETWEEN COPIES OR JOBS (page 2-53)

Sort/Group

Select the sorting method when copying the scanned original.

"Sort" sorts the scanned original on a set basis, and outputs them. "Group" sorts the scanned original on a page basis,
and outputs them.

» SORT/GROUP SETTING (page 2-38)

Staple

Each set of copies can be stapled, or the sheets can be folded at the centre and stapled.
» Stapling each set of sorted copies (page 2-42)
» Saddle stitching for sorted copies (page 2-43)

» The staple function is available only when the finisher or saddle stitch finisher is installed.
» The saddle stitch function is available only when the saddle stitch finisher is installed.

Punch

This function punches copies and outputs them.
» PUNCH SETTINGS (page 2-45)

The punch function is available only when the punch module is installed.

Fold

Copies can be folded and output.
» FOLD SETTING (page 2-47)

The fold function is available only when the saddle stitch finisher or folding unit is installed.
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CHANGING OUTPUT DESTINATION

Specify the destination to output copies.

Tap the [Detail] key to change to normal mode.
» SELECTING COPY MODE (page 2-4)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28

Tap the [Output] key.

e N Select the output tray from "Output
| : "
L . - A
X After the settings are completed, tap m
Staple | Punch Fold

« If a finisher (large stacker) or saddle stitch finisher (large stacker) is installed, select the [Upper Tray], [Middle Tray] or
[Lower Tray] key.

« If a finisher or saddle stitch finisher is installed, select the [Top Tray] or [Finisher Tray] key.
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SORT/GROUP SETTING

This section explains how to select the sorting method when outputting the scanned original.

Enables the sort mode when the original is placed in the automatic document feeder, and enables the group

Auto mode when the original is placed on the document glass.
Sort Sorts the scanned original on a set basis, and o
outputs them. Finished
o %@%
When 5 is set for the %@
number of copies
Group Groups the scanned original on a page basis,

and outputs them.
Originals Finished

[1[2][5] =

When 5 is set for the
number of copies

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28

Tap the [Output] key.

e R Tap the [Sort/ Group] tab, and tap the
S r— G| seeocon [Auto], [Sort] or [Group] key.
ight Tra T After the settings are completed, tap B .
- 0
Sort/Group Staple | Punch Fold
Auto |
— Proof Copy -

FﬂGmup
s B TR e

* You can select the offset output checkbox @ to have each set of output be offset from the previous set to enable
easy removal from the output tray.

» To change the output tray, tap the [Output Tray] key, and select the output destination.
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

STAPLE SETTINGS

Specify whether or not the set of output will be stapled.

Original Staple Position
Orientation Top
- OFF Does not staple.
/ 7 AN
] ] ]
1 Staples p— p—
o ] ] ],
Portrait orientation 2 Staples — — p—
 p— J— p— |

Stapleless Staple

Stapleless Staple :ﬁ%
1 Staples /% /% %\
Landscape orientation | 2 Staples :% % % :

% of the copy ratio or paper size setting.

» To change the default staple position:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Staple Position].

‘ * You can view staple positions on the "PREVIEW SCREEN (page 1-20)". Text will be printed at the preset size regardless

« An inner finisher, finisher, finisher (large stacker), saddle stitch finisher or saddle stitch finisher (large stacker) is required to
@ use the staple function.

+ A saddle stitch finisher or saddle stitch finisher (large stacker) is required to use the saddle stitch function.
* A finisher or saddle stitch finisher is required to use the stapleless staple.
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Staple ON (excluding booklet)

Tap the [Staple / Punch] key.
» COPY MODE (page 2-3)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28)

Stame /Punch [oK| Select the number of staples and
staple position.

* After the settings are completed, tap m .
+ A binding position cannot be selected for stapleless
stapling.

Stanle

= Copi
Preview e

In normal mode
 Tap the [Output] key, and tap the [Staple] tab.

: Original
INo. of copies 1 | IP | Change Size/Direction.
Output m 2-Sided Copy
Output Tray [— ‘ |

1 N-Up
Put Multiple Pages in A Page
Margin Shift

i ShiftPosition to Have Margin

T = Output Tray
Middle ]
Tra v

1 z Erase
Lower Tray ! Offset Separator Page Erase Shadow Around

Position

!

ff

'3

. Co]
1 7 Saddle - =
(B 2oue: | :

Trimmer
B 2steples Setting Rioht

« If you need to change the output tray, tap the [Output Tray] key and select the output destination before selecting
stapling.

« If the number of scanned originals exceeds the staple sheet limit, a message is displayed. Tap [Continue] or [Cancel].
[Continue]: Continues sorting without stapling.
[Cancel]: Cancels the staple sort setting.
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Saddle Stitch

Tap the [Staple / Punch] key.
» COPY MODE (page 2-3)

» Specifying the orientation of the original (page 2-28)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.

Select .

After the settings are completed, tap m

Select binding edge and original settings.

» MAKING COPIES IN PAMPHLET FORMAT (BOOKLET) (page 2-65)
After the settings are completed, tap m

In normal mode
« If you need to change the output tray, tap the [Output Tray] key and select the output destination before selecting
stapling.

« If [Booklet] is already specified in [Others], you do not need configure binding edge and cover settings.

« If [Booklet] is specified in [Others], the saddle stitch screen appears. Confirm the message shown on the screen, and
tap the [On] key. (If you select "Settings (administrator)" — [System Settings] — [Common Settings] — [Copy
Settings] or [Device Control], then set the [Automatic Saddle Stitch] check box to [v] J)

« If the number of scanned originals exceeds the staple sheet limit, a message is displayed. Tap [Divide], [Continue] or
[Cancel].

[Divide]: Divides the pages into sets that can be stapled and sorts them.
[Continue]: Continues sorting without stapling.
[Cancel]: Cancels the staple sort setting.
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Stapling each set of sorted copies

The setting procedure in normal mode is explained.

Tap the [Detail] key to change to normal mode.
» SELECTING COPY MODE (page 2-4)

» Specifying the orientation of the original (page 2-28)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.

Tap the [Output] key.

T N Tap the [Staple] tab, and tap the staple
S o position key.
uiput Tra Ry . . .
> w e Tap the [Original] key to chenge the original settings.
N e T e Staple position can be selected from "Position" when
e [ — selecting keys other than [Off], [1 Staple (Diagonal)], and
[Saddle Stitch].

Position
-1 Left

After the settings are completed, tap ﬂ .

(W
O —

LA - |

« If you perform 1-staple stapling with a finisher (large stacker) or saddle stitch finisher (large stacker) installed, all
staples will be stapled diagonally.

« If the number of scanned originals exceeds the staple sheet limit, a message is displayed. Tap the [Continue] or
[Cancel] key.
[Continue]: Continues sorting without stapling.
[Cancel]: Cancels the staple sort setting.

To cancel the staple function:
Tap the [Off] key.

» When a finisher or saddle stitch finisher is installed, you can select [1 Staple (Diagonal)] to staple diagonally.
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Saddle stitching for sorted copies

This function staples each set of copies at two positions in the centre of paper, folds them in half, and outputs them. For
saddle folding, it trims a side drop, offering a good-looking output image.
The setting procedure in normal mode is explained.

* You can view staple positions in "PREVIEW SCREEN (page 1-20)".
+ A saddle stitch finisher is required to use the saddle stitch function.
» The trimmer function is available when a trimmer unit is installed on the machine.

Saddle stitch

Tap the [Detail] key to change to normal mode.
» SELECTING COPY MODE (page 2-4)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28

Tap the [Output] key.

T “Tows Tap the [Staple] tab, and tap the

Change SizelDirection.

O o N G oo [Saddle Stitch] key.

N-Up
P

Upper Tray Y Output Tra. ut Multiple Pages in A Page
Middle . Margin Shift
o ! Shift Posiion to Have Margin
y

L
12
L3

T Erase
Lower Tray Separator Page Erase Shadow Around

B

e
2 4
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| . Original
* No. of copies il 1M | Chango Size/Direction
Booklet
Select Output Binding Edge.
Select Original Type.
Left Binding/ | 1-Sided
. Tablet
. 2-Sided
Right Binding Booklet
‘ 2-Sided
Tablet
Cover Setting  #

Tap the [Left Binding/ Tablet] or [Right
Binding] key to select an original and
configure the cover sheet setting.

After the settings are completed, tap m

» The original will be scanned from the innermost side when folded.
« If the number of scanned originals exceeds the staple sheet limit, a message is displayed. Tap the [Divide],

[Continue], or [Cancel] key.

[Divide]:

cover settings are selected.
[Continuel: Continues sorting without stapling.
[Cancel]: Cancels the staple sort setting.

To cancel the Saddle Stitch:
Tap the [Off] key.

Trimmer Setting

| ) Original
' No. of copies 1 IP | Change SizeiD

ion
| N-Up
Output { Put Multiple Pag P:
Guiput Tray — =
Margin Shift
Upper Tray - Output Tra Shift Position to Have Margin
Erase
Middle v ' < e
Tray

Lower Tray Offset Separator Page

age

Trimmer

% Preview CA
= —

Nl e =
o L M
| . Erase
~ No. of copies 1 IM | Erase Shadow Around
Output — m Full Bleed Copy
Trimmer Setting m
Set Trimming Width.
| On ]
2 0 (2.0~20.0)
: mm
s
T

To cancel the Trimmer Setting:
Tap the [Off] key.

Divides the pages into sets that can be stapled and sorts them. You cannot use this function if the

When Saddle Stitch is selected, tap the
[Trimmer Setting] key.

Tap the [On] key, and specify the
trimming width.

Tap the numeric value display field of the trimming width,
and enter the allowable range using the numeric keys.
Otherwise, tap [EIl. After the settings are completed, tap
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

PUNCH SETTINGS

This function punches copies and outputs them to the tray.

Example
Original 1 Punch Positions
- |
Al = A
Original 2 Punch Positions

B|-:B

Punch Position

Original Orientation

Top

OFF Does not punch.

Portrait orientation A A A

Landscape orientation I A A

» To change the default punch settings:
% In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Punch].

* Punch positions are linked to staple positions.

* You can view punch positions on the "PREVIEW SCREEN (page 1-20)".

» A punch module is required for paper punch.

* You cannot use A3W (12" x 18") size paper or special media such as transparency film and tab paper.

* You cannot use a paper punch together with the staple and paper folding. The punch function can be used in combination
with the Z-Fold function when A3, B4 or 11"x17" is used.
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

Tap the [Staple / Punch] key.
» COPY MODE (page 2-3)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28

n Select punching and set the position.

After the settings are completed, tap ﬂ .

In normal mode
* You can select the offset output checkbox to have each set of output be offset from the previous set to enable
easy removal from the output tray.

» To change the output tray, tap the [Output Tray] key, and select the output destination.
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

FOLD SETTING

This function is used to fold copies before delivery to the output tray.

Folding types

Saddle Fold

Usable paper

Saddle stitch
finisher: A3W, A3,
B4, A4R, 12" x 18",
11" x 17", 8-1/2" x
14", 8-1/2" x 11"R,
8-1/2" x 13-1/2",
8-1/2" x 13-2/5",
8-1/2" x 13", 8K,
16KR

Saddle stitch finisher
(large stacker):
A3W, A3, B4, A4R,
12" x 18", 11" x 17",
8-1/2" x 14",

8-1/2" x 13-1/2",
8-1/2" x 13-2/5",
8-1/2" x 13",

8-1/2" x 11"R, 8K

Print Side

Inside

Fold
Orientation

Folding image

A B~

Outside

A B =

Half Fold

A4R, 8-1/2" x 11"R

Inside

Outside
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

: : : Fold S
Folding types Usable paper Print Side Orientation Folding image

Open Right A

w
O
4

Inside

4

<1 = <N &

Open Lo ABC

C-Fold A4R, 8-1/2" x 11"R

4

Open Right A B C

Outside

4

Open Lo ABC

- Open Right A B C »

Accordion Fold A4R, 8-1/2" x 11"R

- Open Left A B C »

1 (&7
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

: : : Fold SR
Folding types Usable paper Print Side Orientation Folding image
Open Right A B C D » A ;":'?i
Inside
\ |
Open Left A B C D » D
Double Fold A4R, 8-1/2" x 11"R
Open Right ABCD= | A
Outside
s |ABIC D= |2
Lrad
|
- Open Right A B C D » \ D
A3, B4, A4R,
11" x 17"’
Z-Fold 8-1/2" x 14",
8-1/2" x 11"R,
- Open Left A B C D » D
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» To change the default fold setting:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Fold].

* You can view the specified folding type in "PREVIEW SCREEN (page 1-20)".

* A saddle stitch finisher is required to use Saddle Fold.

+ A folding unit is required to use Half Fold, C-Fold, Accordion Fold, Double Fold, and Z-Fold.
» Special media such as transparency film and tab paper cannot be used.

» The paper folding function cannot be used with the staple and hole punch function. However, it can be used with them if
the paper size for Z-folding is set to A3, B4 or 11" x 17".

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

» Specifying the orientation of the original (page 2-28)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.

Tap the [Output] key.

.
TNoloreomes Al |, oea Tap the [Fold] tab, and tap the folding

Output ok | 2-Sided Copy t k

S @ ype key.

Middle M | ( Margin Shift

I T 7 ' Erase

Lower Tray W/ Offset Erase Shadow Around
Do ]

Saddle Accord-

v Fold ' ion Fold

n Half ' Double
Fold Fold

To cancel the paper folding function:
Tap the [Off] key.

TNoofeopes 11 0o Tap the [Detail] key.
e e B3| 25ided cony For the setting method, see "Detail Type for each Folding
N - n - Output Tray || :;.lr{ﬂalnplePagasmAFage TMQe (page 2-51 [".
Viddie ' _W! Margin Shift .
Tray e 1 ~ G S G s e After the settings are completed, tap m
Lower Tray EEr:::hadow Around

[ Preview cA
w e g A
Fold ion Fold
¥ al Double
| Foid b
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

Detail Type for each Folding Type

Saddle Fold
Specify "Print Side" and "Multiple Fold".

~_ Original
“I» Change Size/Direction.

Output 2-Sided Copy

Qutout Tra

Detail (Saddle Fold)
Print Side

Put Multiple Pages in A Page.

Margin Shift
‘Shift Position to Have Margin

Erase
Erase Shadow Around

Multiple Fold

Fold Multiple Sheets Together

Original Image Output Image
P E

three times in total: 5 sheets + 5 sheets + 2 sheets. However, some types of paper reduces the number of sheets that are
folded every set. For example, heavy paper is folded on a three-sheet basis.

Half Fold
Specify "Print Side".

‘ The Multiple Fold function folds five sheets at a time. For example, if an original has 12 A4 size plain sheets, they are folded

~ Original
- Change Size/Direction.

2-Sided Copy

Put Multiple Pages in A Page.

Margin Shift
‘Shift Position to Have Margin

Detail (Half Fold)
Print Side

Erase
Erase Shadow Around

Original Image

Output Image

=

»

C-Fold
Specify "Print Side" and "Fold Orientation".

~ Original
Ib | Change Sizeiirection.

2-Sided Copy

N-Up
Put Multiple Pages in A Page

Margin Shift
Shift Position to Have Margin

Detail (C-Fold)

Print Side

Erase
Erase Shadow Around

Binding Edge
oo

Original Image Output Image
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Accordion Fold
Specify "Fold Orientation”.

Original
Change Size/Direction.

2-Sided Copy

N-Up
Put Multple Pages in A Page

Margin Shift
| ShiftPosition to Have Margin

Detail (Accordion)

Binding Edge

Erase
Erase Shadow Around

Original Image Output Image
-

Double Fold
Specify "Print Side" and "Fold Orientation".

Original
Change Size/Direction.

2-Sided Copy

N-Up
Detail (Double Fold) Put Muttiple Pages in A Page
Print Side Margin Shift
| ShiftPosition to Have Margin

- =TEES

Binding Edge

[Rortenang | [T

Original Image Output Image

Erase
Erase Shadow Around

Z-Fold

Original
Change Size/Direction.

2-Sided Copy

= N-Up
Detail (Z-Fold) Put Muliple Pages in A Page
Select Paper Size for [Z-Fold]. Margin Shift
E A3 E B4 AR | ShiftPosition to Have Margin
] 117 I8 12014 w8 12x11R Erase

Erase Shadow Around
Binding Edge

Left Binding

Original Image Output Image

Others
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INSERTING SEPARATOR PAGES BETWEEN COPIES
OR JOBS

This function inserts separator pages between each set of copies or between each job.

When you insert separator pages between sets of copies, you can specify whether to insert the separator page before or
after each set. You can also specify the number of copies that makes one set.

When you insert separator pages between jobs, you can specify whether to insert a separator page before or after each
job.

Separator page insertion examples

In the following examples, four copies of a two-page original are output.
Inserting a separator page before each set of two copies

Insert before each set Insert before each set

11121 2 11121 2

Inserting a separator page after each set of two copies

Insert after each set Insert after each set

11121 2 11121 2

Inserting separator pages before and after a job

Insert Before Job Insert After Job

11121(|2||1]|2(1]2

» Even when this function is enabled, the Sort/Group, Staple, Punch, Z-Fold, and Half Fold functions are not applied to
‘ separator pages.
 This function cannot be used with the saddle stitch or fold function.

* When used in combination with the offset function, a separator page is never offset by itself; the separator page is always
offset together with the set of output.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28)

Tap the [Output] key.
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: No. of copies 1 | » Sh:?;re‘aslwze@wecmn Tap the [sepa rator Page] key'

Output m: 2-Sided Copy
Output Tray -— ‘ | N-Up
Wpperrey - Output Tray | Put Multple Pages in A Page
Middle y REATAE=y N Margin Shift
Tray ™ ' = = Shif Positon to Have Margin
- — b L . Erase
Lower Tray Offset Separator Page Erase Shadow Around
Sort/Group Staple Punch Fold
(T
Sort

|
|
l

' a EREE Specify the separator page insertion
SSpErEtniece) @ Eﬁ'ﬂmpwe Pages in A Page m o d e .
:se:;;:h : ;‘p Ij + To insert separator pages between sets of copies, set the
- [Insert Top of Sets] or [Insert End of Sets] checkbox to
7 E . Next, tap BE o specify the number of copies in
mver . — each sot.
Fraotcad » To insert separator pages between jobs, set the [Insert
: Before Job] or [Insert After Job] checkbox to E .
]

* After the settings are completed, tap m .

To change the separator page tray:

Tap the [Paper Tray] key to display the tray selection screen. Tap the separator page tray in the tray selection screen.
For more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)" and "SPECIFYING A TYPE
AND SIZE OF PAPER LOADED ON BYPASS TRAY (page 2-34)".

To cancel the separator page insertion setting:
Clear the checkmark for separator page insertion mode.
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BATCH COPY FUNCTIONS

COPYING MULTIPLE ORIGINALS AS A SINGLE PAGE
(N-Up)

This function copies multiple original pages onto a single sheet of paper in a uniform layout.

Select 2-Up to copy two original pages onto one sheet, 4-Up to copy four original pages onto one sheet, or 8-Up to copy
eight original pages onto one sheet.

This function is convenient when you wish to present multiple pages in a compact format, or show a view of all pages in
a document.

>
m

AB"AB AB =

When inserting a cover sheet, select Cover Setting to copy only a front sheet to one page and collectively copy the second
and subsequent pages.

Configure default settings for N-Up

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [InitiaIN-Up Setting].
When performing N-Up, select whether or not borders are added, and if added, whether the borders are solid lines or dotted
lines in “Page Layout”.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

When using the document glass to scan multiple original pages, change the original and tap the [Start] key.

Tap the [N-Up] key.
» COPY MODE (page 2-3)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
» Specifying the orientation of the original (page 2-28
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Tap the number of originals you want
to copy collectively, and select the
layout key.

If needed, the images will be rotated.
If you have finished selecting settings, go to step 7.

To select more detailed settings, tap the [Detail] key to switch to normal

mode.
» CHANGING MODES (page 1-19)

Tap the [Others] key, and tap the [N-Up] key.

Covers/Inserts
Otners 0| e
N-Up Booklet
Select Original Type to Arrange in 1 Page.

2-Sided Copy

Layout
| - et

—

* To cancel the N-Up setting:
Tap the [Off] key.

* To cancel all settings:
Tap the [CA] key.

o : - .
—

argin

Tap the [Start] key to start copying.
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Tap [Border], and select the border.

A line can be inserted between pages arranged on a sheet.
After the settings are completed, tap m twice, and [Back]
keys in sequence.




COPYING EACH FACING PAGE OF A BOUND
DOCUMENT (DUAL PAGE COPY)

This function copies the left and right half of an original successively. This function is useful when making copies of the
facing pages of a book or other bound document.

Copying the facing pages of a book or bound document

5

—— [=| |—

Book or bound document The facing pages are copied onto
2 separate pages.

 Specify dual page copy before scanning the original.
» To erase shadows caused by the binding of a book or other bound document, use the erase function.
This function cannot be used in combination with Centre Erase.
* This function cannot be used in combination with 2-sided Original and Image Orientation: Horizontal.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Tap the [Others] key, and tap the [Dual Page Copy] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

If you want to use paper in another tray, tap the [Paper Select] key and select the tray containing the desired paper from
the paper tray selection screen that appears.
» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)

When dual page copy is selected, A4 or B5 size paper is automatically selected.

To cancel the dual page copy setting:
Tap the [Dual Page Copy] key to uncheck it.
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a: COPIER» BASIC PROCEDURE FOR MAKING COPIES

Place the original on the document
glass.

» DOCUMENT GLASS (page 1-133)

Align the centre of the original with the appropriate size mark

Si k \&
ize marl
vy \A
Centreline of B4  Centreline of A3 Centreline of
original original 11" x 17" original
L L~ The page on
this side is
copied first.
ne of original

To cancel all settings:
Tap the [CA] key.

n Tap the [Start] key to start copying.
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COPYING BOTH SIDES OF A CARD AS A SINGLE PAGE
(CARD SHOT)

This function copies the front and reverse sides of a card on one sheet, not on separate sheets.
This function is convenient for making copies for identification purposes and helps save paper.

Front

Back M =5 E D
[ O=

Example of an A4 (8-1/2" x 11")
size landscape copy

Example of an A4 (8-1/2" x 11")

size portrait copy

To change the default original size during Card Shot:

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Card Shot Settings].
Specify a value from 25 mm (1") to 210 mm (8-1/2") in increments of 1 mm (1/8") for both the X (horizontal) and Y (vertical)
dimensions of the original.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Select the paper to be used for card shot.
Set a paper by referring to the "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)".

Tap the [Others] key, and tap the [Card Shot] key.

B Tap the [On] key, and specify the
o s original size as required.
o y 25 (25210) After the settings are completed, tap m and [Back] keys in
sequence.
X 25 (25~210)

Adjust to Paper Size e,

Size : A4 | .
_ BESCSNERT "
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» Tap the areas displaying width and height sizes respectively, and enter the sizes using the numeric keys.
» To quickly set the size, first specify a value close to the desired ratio value by the numeric keys, then adjust it by

tapping I
» When you set the [Adjust to Paper Size] checkbox to W , the original is enlarged or reduced with the ratio appropriate

to the original size.

To cancel the Card Shot settings:

@ Tap the [Off] key.
Place a card face down on the
document glass, and tap the

[Start] key.
» DOCUMENT GLASS (page 1-133)

Place a card face up on the document glass, and tap the [Start] key to scan

the reverse side.

» Copy settings cannot be changed when scanning additional pages.
@ » To cancel all settings:
Tap the [CA] key.

Tap the [Read-End] key to start copying.
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REPEATING THE SAME IMAGE ON ONE SHEET
(REPEAT LAYOUT)

This function copies multiple same original images on one sheet.
You can set any of the following three types of repeat copy.

—

Auto Repeat

The maximum repeat count to copy images on a sheet is calculated automatically according
to the original size, paper size, and copy ratio being selected from the base screen.

Fixed Repeat

When you select a repeat count, original size, and paper size to copy images on a sheet, the
copy ratio is calculated automatically and the original is copied.

Photo Repeat

This function repeatedly copies on A4 (8-1/2" x 11") or A3 (11" x 17") papers without changing
the copy ratio of the photo size original. You can select any of the following five types of
original size:
* E/L Size, Postcard (Up to 148 mm x 105 mm (3" x 5"))
* Up to 100 mm x 150 mm (5" x 7")
+ Card (Up to 70 mm x 100 mm (2-1/2" x 4"))
« ID Photo (Up to 65 mm x 70 mm (2-1/2" x 2-1/2"))
+ Card (Up to 57 mm x 100 mm (2-1/8" x 2-5/8"))
* Reduction will be 95%.

* Repeat Layout must be specified before scanning the original.

« If the copy ratio automatically obtained in [Fixed Repeat] exceeds 25 to 400% (using document glass) or 25 to 200%
(using automatic document feeder), it will result in an error. Select the number of faces to repeat again.

» Always place an original on the document glass for photo repeating.

* Repeat Layout can be combined with Staple / Punch or Saddle Stitch.

* This function cannot be combined with Mixed Size Original or 2-Sided Copy.
@ * Photo Repeat cannot be combined with Image Orientation.

2-61




Copy by automatically calculating the repeat count (Auto Repeat)

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

Tap the [Detail] key to change to normal mode.

» CHANGING MODES (page 1-19)

Tap the [Others] key, and then tap the [Repeat Layout] key.

Tap the [Auto Repeat] key.

] Original
Others P Change Size/Direction.
| ez Ly Background Adjustment
Auto Layout of Repeat Face Based on Original, Paper Size and Ratio. e
xposure
Select Type/Exposure
- . |’ |
| Original ~ ©.| B5 Repeat
|_ Auto Repeat | e
[EN— Paper Select # A4
it |
Photo Repeat Copy Ratio # 100%
Parting Line |

Set so that there are one or more repeat faces.

Others
| | Repeat Layout

Auto Layout of Repeat Face Based on Original, Paper Size and Ratio.

Current Setting
)

B5 Repeat

Number

il

Original

b Change Size/Direction
Background Adjustment

Exposure
Select Type/Exposure.

Parting Line
ooy = g s g &)
™ e

Toeo Be
e

» To cancel the Auto Repeat setting:
Tap the [Off] key.

» To cancel all settings:
Tap the [CA] key.
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Check the repeat faces which have
been calculated automatically.

Change the original size, paper size, or copy ratio by tapping
the respective [Original], [Paper Select], or [Copy Ratio] key
when necessary.
» SELECTING THE ORIENTATION AND SIZE OF THE
ORIGINAL (page 2-28)
» MANUAL RATIO SELECTION (page 2-22)
» SELECTING THE PAPER TRAY FOR COPYING (page

2-11)

Specify the repeat partition line.

After the settings are completed, tap m and [Back] keys in
sequence.



‘Jm[

Tap the [Start] key to start copying.

Copy by specifying a repeat count (Fixed Repeat)
Perform steps 1 to 3 in Copy by automatically calculating the repeat count
(Auto Repeat) (page 2-62).

Tap the [Fixed Repeat] key.

Tap the [Original] and [Paper Select] keys to select an original size and a
paper size, respectively.
» SELECTING THE ORIENTATION AND SIZE OF THE ORIGINAL (page 2-28)
» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)
Tap [No. of Faces] to set a repeat

&, o
( Repeat Layout m Background Adjustment count.
or]| [REac
After the settings are completed, tap B .
The automatic calculation result is shown as the copy ratio.

No. of Faces

4 Repeat

Proof Copy

|
k)
If the calculated copy ratio exceeds the range from 25% to 400% (using document glass) or 25 to 200% (using automatic

document feeder), an error occurs.
Specify the repeat partition line.
After the settings are completed, tap ﬂ and [Back] keys in sequence.

* To cancel the fixed repeat setting:

Tap the [Off] key.
* To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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Repeat a photo size original in actual size (Photo Repeat)

Perform steps 1 to 3 in Copy by automatically calculating the repeat count

(Auto Repeat) (page 2-62).

Tap the [Photo Repeat] key.

Place the original on the document glass.

Tap the [Original] key and select an original size.
When you tap the original size key, the original direction is indicated in the "How To Set". Place the original to meet the

displayed orientation.
After the settings are completed, tap m
ox | P E— Tap the [Paper Select] key and select a
H et e e it BB | e paper size.
Curront Seting After the settings are completed, tap B and [Back] keys in
ES Roeeal sequence.
I The automatic calculation result is shown as the copy ratio.

Foved Ropeet Paper Select # A4
| 4
100%

Copy Ratio
Proof Copy

'_ Photo Repeat
When you tap the [*Up to 57x100mm(Card) *~ 2 1/8 x 2 5/8"] key on the [Original] screen, you can select the A4 paper

size only.

» To cancel the photo repeat setting:

@ Tap the [Off] key.
» To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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IOTHER FUNCTIONS

Other functions are set from the base screen of normal mode.
» SELECTING COPY MODE (page 2-4)

Other functions cannot be selected in easy mode.

OUTPUT AND LAYOUT EDITING
FUNCTIONS

MAKING COPIES IN PAMPHLET FORMAT (BOOKLET)

Copies made by "Booklet" can be folded at the centre to create a booklet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

Booklet copy using 8 original pages

Staple to create a booklet

- & W

7

Originals

[

=

oIy |

Binding side

Left Binding Right Binding

=W
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» COPYING A PAMPHLET (BOOK COPY) (page 2-71)

* When Booklet is selected, 2-sided copying mode is automatically selected. When settings are selected that prevent
2-sided copying, the booklet function cannot be used.

% » To make Booklet copies of a book or other bound original, use the book copy function.

» Scan the originals in order from the first page to the last page. The order of copying will be automatically adjusted by the
machine. Four original pages will be copied onto each sheet of paper. Blank pages will be automatically produced at the
end of pamphlet copies if the number of original pages is not a multiple of four.

» When a saddle stitch finisher is installed, you can select [Staple Sort] and set the Saddle Stitch (Staple each set of copies
at two positions in the centre of paper).

» STAPLE SETTINGS (page 2-39)

From the "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Automatic Saddle
Stitch].

This is used to activate Saddle Stitch automatically when Booklet is enabled when a saddle stitch finisher is installed. To
make pamphlet copies without stapling when the [Automatic Saddle Stitch] option is ON, tap the [Staple Sort] key. Then,
select [Booklet] and tap the [Off] key on the saddle stitch screen.

‘ To staple copies automatically when Booklet is enabled:

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

If the originals are 2-sided, place them in the document feeder tray.

Tap the [Others] key and then the [Booklet] key, or tap the [Output] key and
then [Staple] tab and [Saddle Stitch] key.

Select the binding edge.

To cancel the booklet setting:
Tap the [Off] key.

o Tap the [1-Sided], [2-Sided Booklet] or
M| [2-Sided Tablet] key as appropriate for
| Se\ectOng\na\Type. |

Change Size/Direction.
| LeftBinding/ 1-Sided
| Tablet

.
the original.
| B o

Erase Shadow Around

When not inserting a cover, go to step 6.

‘ 2-Sided
Tablet
Cover Setting # Proof Copy
R— T
| .
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COPIER» OTHER FUNCTIONS

When inserting a cover, tap the [Cover Setting] key, and tap the [On] key.

After the settings are completed, tap and [Back] keys in sequence.

To change the cover input tray:

Tap the [Paper Tray] key to display the tray selection screen.

Tap the cover input tray on the tray selection screen.

For more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)".

* To cancel all settings:
Tap the [CA] key.

@ « If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.

n Tap the [Start] key to start copying.
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COPYING MULTIPLE ORIGINALS ON EACH BOOKLET
PAGE (BOOKLET 2-Up/4-Up)

This function copies two or four original pages equally on one page of pamphlet copy paper.
This function is convenient for arranging minimum number of copies into an attractive booklet or pamphlet format.

Originals Booklet 2-Up

Paper size:  A3W, A3, B4, A4R, B5R, 12"x 18", 11"x 17", 8-1/2"x 14", 8-1/2"x 11"R

‘ * The following paper sizes and number of sheets are available for booklet 2-Up or 4-Up.
Number of stapled sheets: Max. 15 sheets

» Scan the originals in order from the first page to the last page. The order of copying will be automatically adjusted by the
machine.
Eight or 16 original pages will be copied onto each sheet of paper. Blank pages will be automatically produced at the end if
the number of original pages is not a multiple of eight.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

If the originals are 2-sided, place them in the document feeder tray.

Tap the [Others] key and then the [Booklet] key, or tap the [Output] key and
then [Staple] tab and [Saddle Stitch] key.

Select the binding edge.

To cancel the booklet setting:
Tap the [Off] key.
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Tap the [1-Sided], [2-Sided Booklet] or

Others m » yﬁﬁwepngesmpage
— @ reese,, [2-Sided Tablet] key as appropriate for
Select Output Binding Edge. Wles y pp p
Crange s . .
Solec Orghal Type. CE— the original.

| | LeftBinding/ 1-Sided . .
et — When not inserting a cover, go to step 6.

L Tablet
. 2-Sided
Right Binding Booklet
‘ 2-Sided
Tablet
Cover Setting # Proof Copy
;= .

P T8

When inserting a cover, tap the [Cover Setting] key, and tap the [On] key.

» To change the cover input tray:
Tap the [Paper Tray] key to display the tray selection screen.
Tap the cover input tray on the tray selection screen.
For more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)".

» To make a copy on a cover sheet, check the [Make Copy on Cover (Duplex)] box so that M appears.

@ « If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.

» To cancel all settings:
Tap the [CA] key.

Tap [N-Up] on the action panel.

Tap the key of the N-Up sheets you wish to use.

If needed, the images will be rotated.

To cancel the N-Up setting
Tap the [Off] key.

Select the layout.
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% COPIER» OTHER FUNCTIONS

Tap [Border], and select the border.

A line can be inserted between pages arranged on a sheet.
After the settings are completed, tap m twice, and [Back]
keys in sequence.

To cancel all settings:
Tap the [CA] key.

m Tap the [Start] key to start copying.
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COPYING A PAMPHLET (BOOK COPY)

This function makes a copy of the two facing pages of an open book or other bound document.
Copies made with this function can be folded at the centre to create a booklet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

a N
Originals
— —
L A= B=|C= D=—
— = ) iy Ol __
— —
= == —_— —
[~ — [ ]
Back cover Cover Inside of cover 1st page 2nd page 3rd page 4th page Inside of
back cover
[ ] | [ ] | [ ] |
Place the original * * *
o T -2 0 |:::: 8 -==:d
T Toooo AN F A
Toooo llf: ZoITZIE \ ’
,,,,,,,,,,, Ll R — [ ~=-
TTTO =z I € < Sooooo IN
\ J

NS

* Four original pages will be copied onto each sheet of paper. Blank pages will be automatically added at the end if the total
number of original pages is not a multiple of four.
« This function can be combined with saddle stitch or fold if a saddle stitch finisher is installed.

» When the book copy function is selected, 2-sided copying mode is automatically selected.
When settings are selected that prevent 2-sided copying, the book copy function cannot be used.

‘ » Book Copy must be specified before scanning the original.

Place the original on the document

glass.

Place the opened pages of the "front and last sheets".
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Book Copy] key.
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B[, own Select a binding position.

‘ :‘k‘cop;.gdggdg o When not inserting a cover, tap the [ and [Back] keys in
II sequence. Then, go to step 5.
| Right Binding

Cover Setting &
Proof Copy

LG = | =
4 A L] M

To cancel the book copy setting:
Tap the [Off] key.

When inserting a cover, tap the [Cover Setting] key, and tap the [On] key.

To make a copy on the inserted cover sheet, check the [Make Copy on Cover (Duplex)] box so that E appears.
After the settings are completed, tap m and [Back] keys in sequence.

To change the cover input tray:
Tap the [Paper Tray] key to display the tray selection screen. Tap the cover input tray on the tray selection screen. For
more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)".

« If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.
* This setting is not available when the covers/inserts function is disabled in the setting mode.

Tap the [Start] key to scan the first original page.

Scanning of the original starts.

Place the next opened original pages,
and tap the [Start] key.

Tap the same key you tapped in step 5.

Repeat this step until all original pages have been scanned.
Scan the remaining original pages in the following order:
Inside of the front cover and the 1st page (facing pages)
The 2nd and 3rd pages (facing pages)

The last page and inside of back cover (facing pages)

» Copy settings cannot be changed when scanning additional pages.

* To cancel all settings:
Tap the [CA] key.

Tap the [Read-End] key to start copying.
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SPLITTING A PAMPHLET ORIGINAL BY PAGE
(BOOK DIVIDE)

This function splits a saddle-stitch original such as a catalogue or a pamphlet page by page, and copies in sequence.

- ]
= | = T3y

Wy 3
w 0%y
“ Y
S -3

" e
- "

¢ ‘e
p) .

. ha
St (M

» Book Divide must be specified before scanning the original.

* This function supports three original binding edges: left binding, right binding, and top open.
« The scanned original is split in the centre.

@ The document glass is not available for this function.

Tap the [Others] key, and tap the [Book Divide] key.

. .
= Select the binding edge of the
Book Divide Il Blank Page Skip =
ﬂ Select Original Binding Edge. - '} St BankPogeln Sane pa m p h Iet ori g Ina I .
Output
Erase
aaaaaaaaaaaaaaaaa
| Left Binding | ‘
1 Right Binding 6.7 o E
J Proof Copy

oo . @

Check the preview image displayed in the screen, and make sure that the binding edge is correct.

* To cancel the Book Divide setting:
@ Tap the [Off] key.

* To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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PAPER, AND TIME SAVING FUNCTIONS

SKIPPING BLANK PAGES IN AN ORIGINAL (BLANK
PAGE SKIP)

If the scanned original contains blank pages, this function skips them to copy only non-blank pages.
The machine detects blank pages, enabling you to skip useless copies without checking an original.

Blank page The blank pages are not copied.

"

Copy

-)

‘ « If an original of which one side is blank is scanned, blank pages are skipped for 2-sided copying.

* Depending on the original, some pages that are not blank may be detected as blank pages and thus not being copied, and
some pages that are blank may not be detected as blank and thus copied.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Blank Page Skip] key.
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~ Original
I» Ghange Size/Direction.

Blank Page Skip

To cancel all settings:
Tap the [CA] key.

2-Sided Copy

 Erase

Erase Shadow Around

N-Up
Put Multple Pages in A Page

Tap the [Skip Blank Page] or [Skip
Blank and Back Shadow] key.

After the settings are completed, tap and [Back] keys in
sequence.

n Tap the [Start] key.

(A) (B)

(©)

sheets of original (P.10)

of the original.
Execute the job?

have been scanned. Copy 8 se—

Check the confirmation message, and
tap the [Execute] key to start copying.

On the confirmation screen, the number of scanned original
sheets appears in (A), the number of scanned sides in (B),
and the number of copies excluding blank pages in (C).

For example, if five original sheets that include two blank
pages are scanned by duplex scanning, (A) will show "5",
(B) will show "10", and (C) will show "8".
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ADJUSTING THE BACKGROUND BY MAKING LIGHT
AREAS OF THE ORIGINAL DARKER OR LIGHTER
(BACKGROUND ADJUSTMENT)

You can adjust the background by making light areas of the original darker or lighter.

Level [+]

A

EI

[+] makes the background
ﬁ # ﬁ darker. [-] makes the
Ny W background lighter.
1
Adjust light areas in this way. 1 1
1
. 1
Y

v

Level []

You must select Background Adjustment before scanning the original.

Tap the [Others] key, and tap the [Background Adjustment] key.

Tap EE or move the slider to set the
value.

After the settings are completed, tap m and [Back] keys in
sequence.

To cancel the Background Adjustment setting:
Tap the [Off] key.
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COPIER» OTHER FUNCTIONS

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

n Tap the [Start] key to start copying.
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MAKING A PROOF COPY (PROOF COPY)

This function makes a proof copy before printing the specified number of copies. Check the preview image with a proof
copy. If necessary, change the settings. Using this function stores the scanned original in the machine, saving you the
trouble of re-scanning the original in the changed setting.

Proof copy flow

Select "Proof Copy" and One set of copies is The remaining 4 sets are printed
set 5 sets of copies printed for you to check

- &

Adjust the settings

—

After adjustment, one set The remaining 4 sets are
is printed for you to printed
check

* Proof Copy must be specified before scanning the original.
« If Proof Copy is executed while the machine is printing another job, the job in progress is interrupted, and a proof copy is
printed preferentially. The interrupted job will resume after proof copying has been completed.
However, if proof copy is executed during printing of a job for which both 2-sided printing and staple function are enabled,
the proof copy will be printed after the job in progress is finished.
If the [Start Print] key is tapped to execute printing of the remaining sets while the machine is printing another job, the
remaining sets will be printed after all previously reserved jobs are completed.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

As necessary, specify the required functions such as "Exposure"” and "Copy
Ratio".
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To cancel all settings:
Tap the [CA] key.

— S Set the number of copies (humber of
sets) using the numeric keys.

Program Registration
Register Current Settings

per Select
Auto
] 2-Sided Copy
1-Sided—1-Sided
Copy Ratio
100%

File
Store Data in Folder

Scan Original Again
Without change Settings

‘w ExpoSUTG
- Auto

Gl a1
_— e
: o “aA w2, i ¢
5.
| A

Up to 9999 copies (sets) can be set.

If an incorrect number of copies is set
Tap the [C] key, and enter the correct number.

Quick File
Store Data Temporarily

No. of copies 1 ‘ |» Send as well as print Tap the [PI'OOf Copy] key-

=~

e Make only one set of copies.

9
6 Roegister Current Settings
3

File
Store Data in Folder

Scan Original Again

Without change Settings
Auto

Proof Copy

opy Ratio
100%

e Exposure

Off

Others

No.ofcopies. 1 | Eoen Regirsion Check the copy result. If no problem is
Original Adjust Print Position .
S | 7371 ° found, tap the [Start Print] key.
. aper Select ™ 4 5 6 . .
'i,W" =1 = ‘ As necessary, change the settings and repeat proof copying
cwy'éiffd = R Aol S sl until you are satisfied with the copy result.
100% press [Proof Copy].
Exposure ——==—
s M .
==
Proof Cop)
| TR '
L) :‘ ok Start Print

You can also change the number of copies. To change the number of copies, use the numeric keys.

* In Proof Copy, unavailable function keys are not displayed.
» Some available functions may be restricted.

* To cancel all settings:
Tap the [CA] key.
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CHECKING THE NUMBER OF SCANNED ORIGINAL
SHEETS (ORIGINAL COUNT)

This function counts the number of scanned original sheets, and displays the result before making a copy.
By allowing you to check the number of original sheets that were scanned, this helps reduce the occurrence of copy
mistakes.

example, when 2-sided copying is performed using one original, the number "1" will appear to indicate that one original

‘ » The count result is displayed with the number of scanned original sheets, not the number of scanned original pages. For
sheet was scanned, not "2" to indicate the front-side page and the reverse side page.

+ Original Count must be specified before scanning the original.

Tap the [Others] key, and tap the [Original Count] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the Original Count setting:
Tap the [Original Count] key to uncheck it.

Place the original in the document feeder tray of the automatic document
feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Tap the [Start] key.

1 pages of original

Check the number of original sheets.

oy e somned data? The number that is displayed is the number of scanned
original sheets, not the number of scanned original pages.
For example, when 2-sided copying is performed using one

original, the number "1" will appear to indicate that one
| original sheet was scanned, not "2" to indicate the front-side
1‘] page and the reverse side page.

If the displayed number of original sheets is different from the actual number of sheets
Tap the [Cancel] key to stop the job.

Tap the [OK] key to start copying.

If this function is combined with [Job Build], the count result is displayed after the [Read-End] key has been tapped.
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USING TWO MACHINES TO REDUCE THE COPY TIME
(TANDEM COPY)

This function shares a copy job half-and-half between two machines connected to the network, enabling the reduction of
the copy time.

Master machine and client machine
The master machine performs only scanning, and a client machine registered in the master machine performs only
printing without scanning the original.

2 sets of copies

Execute 4 sets of copies

/=

2 sets of copies

Network environment

* To use this function, two machines must be connected to your network.
» Even if more machines are connected to the network, this function can only be used to have one other machine share a job.

» To configure the tandem connection setting, register IP address information of the client machine in the master machine.
For the port number, it is best to use the initial setting (50001). Unless you experience difficulty with this setting, do not
change the port number. The tandem setting should be configured by your network administrator. If the master machine and
client machine will switch roles, configure the IP address of the master machine in the client machine. The same port
number can be used for both machines.

In this situation:

A saddle stitch finisher is installed in the master machine while not installed in a client machine.
« Tandem Copy is enabled when specifying copies without stapling.

» Tandem Copy is disabled when specifying copies with stapling.

As shown here, if Tandem Copy is enabled using a function provided in the master machine and not provided in a client
machine, a message will appear.

If a machine runs out of paper
If either the master machine or the client machine run out of paper, the machine that ran out of paper will hold the job while
the machine that still has paper continues the job. When paper is added to the machine that ran out, the job resumes.

If user authentication is specified
» Tandem Copy is enabled when user authentication is specified in the master machine.

» Tandem Copy is disabled when user authentication is specified in the client machine while it is not specified in the master
machine.

« If an odd number of sets is being made, one more set is output to the master machine.

To use Tandem Copy:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Tandem Connection
Setting].
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Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
When using the document glass to scan multiple original pages, change the original and tap the [Start] key.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Tandem Copy] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the Tandem Copy setting:
Tap the [Tandem Copy] key to uncheck it.

— B " P Tap the number of copies key to
A E ey specify the number of copies.
a]s]s ‘“
0

Up to 9999 copies (sets) can be set. The specified number
of copies are shared between the master and client
machines. If the number of copies is odd, the master
machine makes more copies than the client machine.

At

~ m |

(5] -

£ 7
~ A
™ i

8
Y- |

fsoin

Tap the [C] key and then enter the correct number.

* To cancel all settings:
Tap the [CA] key.

@ « If an incorrect number of copies is set:

Tap the [Start] key to start copying.

* To cancel Tandem Copy:
Tap the [Cancel Copy] keys on both the master and client machines.
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SECURITY REINFORCEMENT FUNCTIONS

PADDING UNAUTHORIZED COPY PREVENTION DATA
(HIDDEN PATTERN PRINT)

Characters to prevent unauthorized copying such as pre-set or customized text are placed as invisible characters in a
background pattern.

When an output sheet with a pattern print is copied, the hidden characters will appear.

AB_}AB

CD CD

» "Hidden Pattern Print" is a function provided for the purpose of deterring unauthorized copying. It does not guarantee the
‘ prevention of information leakage.

« Text may not be completely hidden on an output sheet with a hidden pattern print under certain machine conditions. In
such a case, adjust the contrast by selecting the [Hidden Pattern Print Setting] from the "Settings (administrator)".

* When copying an output sheet with a hidden pattern print, the hidden pattern may not emerge depending on settings other
than "Hidden Pattern Print".

» The hidden pattern may not emerge on copies with certain types of devices or under certain setting conditions used to
copy an output sheet with a hidden pattern print.

To set a Hidden Pattern Print:
In "Settings (administrator)", select [System Settings] — [Security Settings] — [Hidden Pattern Print Setting].

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Hidden Pattern Print] key.
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o | Tap the [On] key, and specify each
o] - item in the [Default Settings] tab as
required.

Hidden Pattern Print

Print Contents Setting 2-Sided Copy

FontSize  w EEIS
Angle - [
-

Default Settings

N-Up
Put Multple Pages in A Page

YR Standard

m—

-
-

Start

We recommend you to select the [Positive] option for the "Method".

o Specify each item in the [Print
G Contents Setting] tab as required.
Default Setting Print Contents Setting 2-Sided Copy
. e T : M To specify print settings, you can select the required one
Nm from pre-set text or use the soft keyboard. You can also print
Direct Entry = [ASAUEE serial number and account job ID.
e After the settings are completed, tap Bl and [Back] keys in

Proof Copy

Account Job ID

. Login Name/User Number 3

sequence.

* To cancel the Hidden Pattern Print setting:
Tap the [Off] key.
» Tapping the [Function Rev.] key displays the settings of the [Print Contents Setting] tab.

» The hidden pattern print preview may slightly differ from the actual pattern and exposure as the preview is used for
simple pattern colour checking.

* To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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FORCIBLY PRINTING TRACEABLE INFORMATION
(TRACKING INFORMATION PRINT)

This function forcibly prints the pre-specified traceable information to prevent an unauthorized copy.

Originals

T Trace information area

0

[il}s

1]]]85:
HE

« If this function is specified together with another image compositing function, trace information is printed at the top.
* Trace information is printed at the top or bottom outside an image frame.
» The information added at printing or the preview image of the account job ID and date/time are displayed as shown below.
Account job ID: 00000
Date/time: DD/MM/YYYY hh:mm

To configure print settings:
In "Settings (administrator)", select [System Settings] — [Security Settings] — [Tracking Information Print] — [Tracking
Information Print Setting].
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OUTPUT POSITION AND MARGIN
ADJUSTMENT FUNCTIONS

ADDING MARGINS (MARGIN SHIFT)

This function shifts the copy image right, left or down to adjust the margin.
This is convenient when you wish to bind the copies with a string or in a binder.
Shifting the image to the right so the copies can be

bound at the left edge

Margin Shift

jlls

The punch holes cut off
part of the image

The image is moved to
allow space for the holes
so the image is not cut off.

——

Right

S

Left

=0

@ Rotation copy cannot be used in combination with the margin shift function.

To change the default margin shift setting:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Initial Margin Shift

Setting].

Specify a value from 0 mm (0") to 50 mm (2") in increments of 1 mm (1/8") for both the front and reverse sides.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Margin Shift] key.
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a: COPIER» OTHER FUNCTIONS

R Tap the image shift direction.

b Change Size/Direction.

Others

Margin Shift Output

2-Sided Copy

Paper Select
| Change Paper Feed Tray

=i

B

Background Adjustment

(0-50) 44 (0~50)
mm mm

l | Adjust 2nd pg value to 1st.

Sets a margin shift width.
Tap the numeric value display indicating the margin shift area on the front side or reverse side, and enter the area using

the numeric keys.
After the settings are completed, tap and [Back] keys in sequence.

If you set the [Adjust 2nd pg value to 1st.] checkbox to D , C\\D goes out and you can set sides 1 and 2 separately.

* To cancel the margin shift setting:
@ Tap the [Off] key.
* To cancel all settings:
Tap the [CA] key.

B Tap the [Start] key to start copying.
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ERASING PERIPHERAL SHADOWS FOR COPYING
(ERASE)

The erase function is used to erase shadows around the edges of copies that occur when copying thick originals or
books.
When a thick book is copied

—> U= ===

— =[]

Shadows appear here

Shadows appear on the Shadows do not appear on
copy the copy
Erase modes
Outer Frame Erase Centre Erase Edge + Centre Erase Side Erase
| | | | l :
______ — I l -—— - ——— -—————— -—— - ——— —
=T et L — =1 =7 =T
— | - [ | o N | |l— 1
! | (| ! | | —
! | [ ! ! ! —
= o0 == (=
| | —_— ! ! | |—_—
! | [ ! P | [ —
------ |

the erase width setting is 20 mm (1") and the image is reduced to 50%, the erase width will be 10 mm (1/2").

« This function erases the parts of the image where shadows tend to form, but does not detect shadows and erase only the
shadows.

‘ « If a ratio setting is used in combination with an erase setting, the erase width will change according to the selected ratio. If

* When Erase is selected, the orientation of the original is automatically set to portrait.

To change the default erase width setting:

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Erase Width Adjustment].
Specify a value from 0 mm (0") to 20 mm (1") in increments of 1 mm (1/8") for both edge erase and centre erase. The
changed setting is also applied to the Setting mode selection of [System Settings] — [Image Send Settings] — [Common
Settings] — [Condition Settings] — [Erase Width Adjustment].

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Erase] key.
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&, = Tap the checkbox of the edge that you
L gt wish to erase, and specify the erase
» o | POSItiON.
. e Check that he tapped checkbox is set to [V .
bown O If the [Outer Frame] key is tapped, the [Up], [Down], [Left],

and [Right] checkboxes are set to E .
If the [Specify Frame+Centre] key is tapped, all the
checkboxes are set to E .

Proof Copy
= R -
LR - | . Start

Specify the erase edge on the reverse side when erasing edges of one to three sides of Up, Down, Left, and Right on
the front side to scan a 2-sided original.
« If the [Reverse erase position of back face] checkbox is set to E , the edge in the position opposite to the erased
edge on the front side will be erased.
« If the [Reverse erase position of back face] checkbox is set to W , the edge in the same position as on the front side

will be erased.

Specify the erase width.

Tap the numeric value display indicating the margin shift area on the front side or reverse side, and enter the area using
the numeric keys.

After the settings are completed, tap m and [Back] keys in sequence.

* To cancel the erase setting:
Tap the [Clear] key.

* To cancel all settings:
Tap the [CA] key.

To quickly set the area, first specify a value close to the desired value by the numeric keys, then adjust it with H

Tap the [Start] key to start copying.
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COPYING ORIGINALS WITH NO EDGE CUT-OFF
(FULL BLEED COPY)

This feature lets you copy an entire original to paper larger than the original size with no image cut-off at the edges.

=>

The punch function cannot be used.

Tap the [Others] key, and tap the [Full Bleed Copy] key.

"Select larger paper size than output image size of original." is displayed on the page.
Tap [OK].
When you have finished selecting other settings, tap the [Back] key.

To cancel the full bleed copy setting:
Tap the [Full Bleed Copy] key to uncheck it.

Place the original.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Select paper larger than the output image

» SELECTING THE PAPER TRAY FOR COPYING (page 2-11)
» SPECIFYING A TYPE AND SIZE OF PAPER L OADED ON BYPASS TRAY (page 2-34)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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COPYING IN THE CENTRE OF THE PAPER (CENTRING)

This function centres the copied image on the paper.

This lets you place the image in the centre of the paper when the original size is smaller than the paper size or when the
image is reduced.

A
Z

A
g

Centring must be specified before scanning the original.

@ » When the original size or the paper size is displayed as a special size, this function cannot be used.

« This function cannot be used in combination with an enlargement setting. If enlargement of 101% or more is selected, the
enlargement is automatically returned to 100%.

Tap the [Others] key, and tap the [Centring] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

* To cancel the centring setting:
@ Tap the [Centring] key to clear the checkmark.

» To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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SPECIFYING A PAPER POSITION (POSITION IMAGE)

This function moves the scanned original to a specified position to make a copy.
You can make a copy in any desired position as you can fine adjust the position.
We recommend that you specify the top as the starting side of the original.

% Position Image is used
Od

Originals

@] w=p

il

Printing paper) Position Image is not used

.........

paper

_|
o
©
[0}
&
D
S,
)
HmHE

Copy the original that you want to use for Move Copy.

Copying is performed without using move copy.

Measure the movement amount with the top as the starting side of the output
copy.

Tap the [Others] key, and tap the [Position Image] key.

» Specifying the orientation of the original (page 2-28)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.
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Others

Position Image
Please designate print start position.

Side 1 Side 2

x| o (-432~432)
mm

s

Y o (-207~297) y
m

m

+ | Adjust 2nd pg value to 1st.

LR e

Original
Change Si

Erase
Erase Shadow Around

2-Sided Copy

Proof Copy

J .

Sets a movement distance.

Tap the area indicating the movement distance on the front
or reverse side, and enter the distance using numeric keys.
After the settings are completed, tap m and [Back] keys in
sequence.

» To quickly set the area, first specify a value close to the desired value by the numeric keys, then adjust it with BE.
« If you set the [Adjust 2nd pg value to 1st.] checkbox to E

goes out and you can set sides 1 and 2 separately.

« If you want to copy in the horizontal orientation, specify "Left" as the starting side of the original.
Even if you copied in the horizontal orientation, setting the starting side of the original to the top enables measurement
of the movement distance in the same way as in the vertical orientation.

Tap the [Clear] key.

Place the original.

To cancel the Position Image setting:

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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SCANNING FUNCTIONS

COLLECTIVELY SCANNING A LARGE NUMBER OF
ORIGINALS (JOB BUILD)

This function divides the originals into sets and feeds each set through the automatic document feeder one set at a time
when copying a very large number of originals. This saves you the trouble of sorting the copies.

When scanning originals that are separated into sets, scan the set that has the first page first.

The individual copy settings can be configured for each set of originals to be scanned separately.

Up to 100 sets of originals can be scanned for one job.

Originals Scan the

5:/ (= / ZZS’Q?ZIZ'QS
A

* You must select Job Build mode before scanning the original.
« If you needed to change all original settings, change before scanning the original.
« If the Quick File Folder of document filing mode is full, copying in job build mode will be impeded. Delete unnecessary files
from the Quick File Folder.

The Job Build mode cannot be combined with other functions.
* Dual Page Copy

* Book Copy

» Book Divide

+ Card shot

» Multi-Page Enlargement

* Repeat Layout

Copying in job build mode

Tap the [Others] key, and tap the [Job Build] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the job build setting
Tap the [Job Build] key to uncheck it.
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Change settings as needed.

Place the original in the document
feeder tray of the automatic document
feeder, and tap the [Start] key to scan
the first original.

* Insert the originals all the way into the document feeder
tray. Originals can be stacked up to the indicator line.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

+ To initially make only one copy to check the output, tap
the [Proof Copy] key.

» MAKING A PROOF COPY (PROOF COPY) (page 2-78)

. A AN

Indicator I

N r o Place the next set of originals and tap
| B e bs well asprint
'PaperSelect E?hh:rzgeesse?:iﬁri‘zg(]ﬂnexmrigina‘ rCnRegsi::r"a;ion the [start] key.
S e I tedp Repeat this step until all originals have been scanned.
1-Sided—1-
a Copy Ratio ta in Folder
L

L] —_— *
N -Up -
. .-
o H3, EEE

B4

A LSRN

For more information, see "Changing the copy settings for each set of originals (page 2-96).

» To change copy settings for each set of originals, tap the [Change Setting] key.

« If you tap the [Preview] key, you cannot scan additional pages.

Repeat until all pages have been scanned and check the preview image in the
preview screen.

To cancel all settings:
Tap the [CA] key.

Tap the [Read-End] key to start copying.
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COPIER» OTHER FUNCTIONS

Changing the copy settings for each set of originals

As necessary, change copy settings for each set of originals.
Perform the steps below before scanning the next set of originals in step 4 of "Copying in job build mode (page 2-94)".

@ A [Separator Page] setting cannot be changed for the second and later sets.

n Tap the [Change Setting] key.

n Change copy settings.

n Place the next set of originals and tap the [Start] key.

Repeat this step until all originals have been scanned.

2-96



SCANNING ORIGINALS OF DIFFERENT SIZES
(MIXED SIZE ORIGINAL)

This feature copies originals in different sizes at the same time even when B4 (8-1/2" x 14") size originals are mixed with
A3 (11" x 17") size originals.

When scanning the originals, the machine automatically detects the size of each original and uses paper appropriate for
that size.

When mixed size original is combined with auto ratio selection, the ratio is adjusted individually for each original
according to the selected paper size, enabling printing on a uniform paper size.

Originals Copy
=, =4
B4 (8-1/2" x 14") — § ' 4 (8-1/2" x 14") —e %
A3 (11" x 17") _E A3(11"x17")—|:

When mixed size original is combined with auto ratio selection
(Auto ratio selection and A3 (11" x 17") are selected)

Originals Copy
~— \
— \
— \
=47, (7
\ \
_ " " \
B4 (8-1/2" x 14") —9/== A3 (11° X 17— %

\

A3 (11 x17) — A3 (11" x 17")

A B4 (8-1/2" x 14") size original is enlarged
to A3 (11" x 17") size for printing.

There are two settings for mixed size originals.

Use this setting for originals that are different sizes but have sides that are the same length.

The originals are inserted in the document feeder tray with the sides that are the same length aligned
together on the left.

*A3and A4 +B4andB5 +A4Rand A5

*11"x 17" and 8-1/2" x 11"

*8-1/2"x 14" and 8-1/2" x 11"R  + 8-1/2" x 14" and 5-1/2" x 8-1/2"

*8-1/2"x 13" and 8-1/2" x 11"R

* 8-1/2" x 13" and 5-1/2" x 8-1/2" *8-1/2" x 11"R and 5-1/2" x 8-1/2"

Use this setting when the originals are different sizes and do not have sides that are the same length.
This setting can only be used for the following combinations of sizes:

*A3andB4 +A3andB5 <B4andA5 +Ad4andB5 +B4andA4R <B4and A5

*B5 and A4R - B5and A5

* 11"x17" and 8-1/2"x14" *11"x17" and 8-1/2"x13" * 11"x17" and 5-1/2"x8-1/2"

Mixed Size Original must be specified before scanning the original.
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» When [Different Width] is selected, the staple function cannot be used.

* The mixed size original function cannot be used to copy originals that are the same size but are placed in different
orientations (A4 and A4R (8-1/2" x 11" and 8-1/2" x 11"R), etc.).
To set the machine to always scan mixed originals

* In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Original Feeding
Mode].

+ Output, N-Up, and other functions will have the same settings as the first page.

Tap the [Others] key, and tap the [Mixed Size Original] key.

RECC Tap the [Same Width] key or the

GQ|  =ssesce [Different Width] key as appropriate for
| - the originals.

=== __5 After the settings are completed, tap ﬂ and [Back] keys in

Plce h same v sequence.

To cancel the mixed size original setting
Tap the [Off] key.

Place the originais with the  P]ace the original face up on the

corners aligned together in
:_ 3&3 far left corner. dOCU ment glaSS.
:54

Place the original as shown on the Mixed Size Original

@12 x 14y | 4 , sereen.

I—A3( o

11" x 17")

For mixed size originals, set "Original" to "Auto".

Tap the [Start] key to start copying.
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SCANNING THIN ORIGINALS (SLOW SCAN MODE)

When you wish to scan thin originals using the automatic document feeder, you can use this function, which helps
prevent thin originals from misfeeding.

5 -

Slow Scan Mode must be specified before scanning the original.

@ The "2-Sided—2-Sided" and "2-Sided—1-Sided" modes of automatic 2-sided copying cannot be used.

To always scan the original in the slow scan mode:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Original Feeding Mode].

Tap the [Others] key, and tap the [Slow Scan Mode] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel slow scan mode:
Tap the [Slow Scan Mode] key to clear the checkmark.

Place the original in the document feeder tray of the automatic document
feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

If the originals are inserted with too much force, they may crumple and misfeed.

Tap the [Start] key to start copying.
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ADJUSTING RESOLUTION WHEN SCANNING (RESOLUTION)

This function adjusts the resolution when scanning the original, enabling the high-quality output or speed-priority output
according to the application.

* Resolution must be specified before scanning the original.
* The resolution setting is applied when making a full-size copy.

Tap the [Others] key, and tap the [Scan Resolution] key.

&, oo Select the resolution.
Sean Resolition oKl The resolution can be set to both the document feeder and
This setting is applied when copy ratio is set to 100%. docu ment |aSS
Docurent Document Background Adjustment After th gtt ) leted. t m d [Backl k )
er the settings are completed, tap [ and [Back] keys in
' 600x400dpi | sequence.

600x600dpi [ 600x600dpi

Proof Copy

TTI
S

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Start] key to start copying.

» High Quality Scan from Document Feeder
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [High Quality Scan from
Document Feeder]. The resolution for copying using the automatic document feeder can be changed from 600 x 400 dpi to
600 x 600 dpi (high quality mode). When high quality mode is used, fine print and thin lines are reproduced with greater
clarity, however, the scanning speed is slower. When high quality mode is not selected, the following conditions must be
satisfied in order to scan at 600 x 400 dpi and attain the fastest speed.
* The copy ratio must be set to 100%.

* Do not select a special mode that will change the ratio.

Quick Scan from Document Glass

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Quick Scan from Document
Glass]. The resolution for copying using the document glass can be changed from 600 x 600 dpi to 600 x 400 dpi (high speed
mode). When high speed mode is selected, the first copy time is quicker, however, the copy image is not as clear. When high quality
mode is not selected, the following conditions must be satisfied in order to scan at 600 x 400 dpi and attain the fastest speed.

* The copy ratio must be set to 100%.
* Do not select a special mode that will change the ratio.
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TEXT AND IMAGE ADDITION FUNCTIONS

PRINTING DATES, PAGE NUMBERS, AND
WATERMARKS (STAMP)

This function prints information such as the "Date" or "Stamp", which is not shown on the original, on copies. You can
print the following six types of information.

* Date

» Page No.

» Stamp

» Copies

» Text

» Watermark

For the stamp or watermark, you can print text such as "CONFIDENTIAL" or "PRIORITY". You can print pre-set text or
any characters as the text.

Each of the items above can be printed on the header or footer of each sheet.

DRAFT 2015.12

Specification

« If the selected stamp content of one position overlaps the stamp content of another position, priority will be given in the
‘ following order: watermark, right side, left side, centre. Content that is hidden due to overlapping will not be printed.

« Text will be printed at the preset size regardless of the copy ratio or paper size setting.
 Text will be printed at the preset exposure regardless of the exposure setting.
» Depending on the size of the paper, some printed content may be cut off or shifted out of position.

Text Setting (Stamp) in Print menu
‘ In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Text /Image Printing] — [Text Settings (Stamp)]
Register preset text to be used in [Stamp].

When [Stamp] is combined with other functions:

Margin Shift Together with the image, the stamp content is shifted the amount of the margin width.
Tab Copy
Centring Unlike a copy image that moves, the image will be printed in the position set in the stamp.

Position Image

Dual Page Copy

Book Divide Stamp items are printed for each copy sheet.
Card Shot
N-Up Stamp items are printed for each original page.
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Booklet

Book Copy Stamp items are printed for each page when compiling.

Use the stamp settings to select whether or not the item is printed on inserted covers and

Covers/Inserts .
inserts.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Stamp] key.

Tap a tab to be printed, and tap the format.

The format of the [Text] tab can be entered using pre-set text or soft keyboard.

» Setting using the [Text] tab (page 2-103)

B oo Tap a key of the desired print position.
— d IP  Change Size/Direction.
| samp @ Smenmee,.. Tap any of [1] to [6] keys.
T Pattern Print
[ YYYY/MM/DD l Put Multiple Pages in A Page
MM/DD/YYYY
| DD/MMIYYYY
——
1 L2

= —

d

3oB4
i

— ]
=

» Tapping the [Detail] key allows you to configure setting for each setting position.

» Tapping the [Layout] key allows you to check the printing position or detailed settings.
» To cancel the text settings:

Tap the [Cancel All] key.

» To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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COPIER» OTHER FUNCTIONS

Setting using the [Text] tab

Tap the [Direct Entry] key in the [Text] tab to display the soft keyboard.
Use the soft keyboard to enter any characters.

‘Combine Registered Images

Pattern Print
Prevent Unauthorized Copy

2-Sided Copy

N-Up
Put Multple Pages in A Page

Selecting the format from pre-set text
Tapping the [Pre-Set Text] key allows you to select the required one of the registered formats for printing.
Tapping the [Store/Delete] key allows you to edit, delete, or store pre-set text.

~ Original
Ik Change Size/Direction.
Custom Image
Combine Registered Images
Pattern Print

Prevent Unauthorized Copy

Others

Stamp

Pre-Set Text

2-Sided Copy

N-Up
Put Multiple Pages in A Page
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ADDING A REGISTERED IMAGE TO AN ORIGINAL
(CUSTOM IMAGE)

This function adds an image registered in the machine to an original to make a copy.
Following are two types of custom images.

» Custom stamp (Stamp image)

o

’ MEMO

4

’ MEMO

» Custom watermark (Stamp image with grey-scale watermark)

The combination with other functions is described in the table below.

Margin Shift

Shifts in the same way as for an original image.

Erase

Makes a stamp copy as normal.

Dual Page Copy

Makes a stamp copy by sheet.

Booklet

Makes a stamp copy as normal.

Job Build

Makes a stamp copy as normal.

Tandem Copy

Based on the tandem copy.

Covers/Inserts

Based on the custom image setting.

Separator Page

Printing does not take place on separator pages.

Transparency Inserts

Makes a stamp copy as normal.

N-Up Makes a stamp copy by sheet.

Book Copy Makes a stamp copy as normal.

Tab Copy Makes a stamp copy as normal regardless of image shift setting.
Card Shot Makes a stamp copy by sheet.

Mirror Image Makes a stamp copy as normal without mirror image reverse.

B/W Reverse

Prints an image as normal without B/W reverse. However, the following condition is set when
printed on a dark background.

Custom stamp: Printed in white

Custom watermark: Printed without being whitened
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Full Bleed Copy Makes a stamp copy as normal.

Centring Makes a stamp copy as normal without centring.

Stamp Makes a stamp copy on the Stamp menu.

Multi-Page Enlargement Cannot be combined.

Hidden Pattern Print Makes a stamp copy under a pattern print.

Tracking Information Print Makes a stamp copy under a tracking information print.

Repeat Layout Cannot be combined.

Position Image Prints an image at the original position regardless of the Position Image setting.
Book Divide Makes a stamp copy by sheet.

» REGISTERING A CUSTOM IMAGE (page 3-48)

* A custom stamp image is copied by sheet, not by original. If N-Up is enabled, user stamps are copied for each set of
pages.

‘ » An image must be registered in advance from the printer driver to the machine.

A custom stamp image is copied with the registered size. The size remains unchanged even when the copy ratio is
enlarged or reduced.
« A different custom image cannot be specified for each page.
« If an image runs off of the specified paper depending on the registered size or position, the excess will not be copied.
« Custom Image can be combined with Tandem Copy.
Stamp copy is performed when a custom image with the same file name is registered in both the master and client
machines.
If it is not registered, a copy will be made without a custom image.

* Register a Custom Image
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Text /Image Printing] — [Custom Stamp] or
[Custom Watermark].
+ Disabling Registration of Custom Image
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Enable/Disable Settings] — [Disabling
Registration of Custom Image] and configure the setting.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and tap the [Custom Image] key.

Tap the [Custom Stamp] or [Custom Watermark] key.

Tap the [Image] key to select an image.
Select the required thumbnail image(s) from the available selection.
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o Set [Print Page] or [Print Position].
o o o« | B EHAE After the settings are completed, tap Bl and [Back] keys in
s (4) | 2sided copy sequence
| = =
. First Page 2 1
Watermark 5 g :‘.:‘.
©) | gz |
_ +|Print on cover/insert when ¥ (i)
coov is made on cover/insert
Tt e (D

* To cancel the custom image setting:
Tap the [Off] key.

» To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.

For settings related to custom stamp and custom water mark, see the following table.
For custom stamp

Print Page Specify a page(s) for stamp copy. First Page or All Pages

Print Position Specify a position for stamp copy.

Print Angle Specify the corner of the image. 0 degrees, -90 degrees, 90 degrees, or 180 degrees

For custom watermark

Specify the image watermark print pattern.

Print Pattern

Transparent: Makes an original image transparent for stamp copy.
Overlap: Hides a watermark added to an original image for stamp copy.

Exposure

Select the exposure of a watermark from nine levels.

Print Page

Specify a page(s) for stamp copy.
First Page or All Pages

Print Position

Specify a position for stamp copy.

Print Angle

Specify the corner of the image. 0 degrees, -90 degrees, 90 degrees, or 180 degrees
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INSERTING COVERS IN COPIES (COVERS/INSERTS)

This function inserts a different type of paper into the pages corresponding to the front and back covers of a copy job.
It is helpful when you want to change cover paper to make resources look better.
Configure insertion sheet settings if needed.

* To insert insertion sheets, see "INSERTING INSERTION SHEETS IN COPIES (COVERS/INSERTS) (page 2-115)".
» For N-Up, the layout is based on the first page and excludes covers.

Copying on a front cover and inserting together with a back cover

Front Cover

np -

t -

—— Back Cover

Front cover paper Back cover paper Copy

Cover inserting examples

The following shows the copy results when front and back covers are inserted into six 1-sided original pages or three
2-sided original pages in the four copy modes below.
1-sided copying of 1-sided originals

1 2 3 4 5 6
Not copied Not copied
Inserts cover sheets at the beginning and end of copies.
1 2 3 4 5 6
1-sided copy Not copied
Makes a 1-sided copy on the first original page for front cover, and inserts a back
cover at the end of copies.
1 3 4 5 6
2-sided copy Not copied
Makes a 2-sided copy on the first and second original pages for front cover, and
inserts a back cover at the end of copies.
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COPIER» OTHER FUNCTIONS

Setting conditions for each cover
Resulting copies
Front Cover Back Cover

1 2 3 4 5
Not copied 1-sided copy

Inserts a front cover at the beginning of copies, and makes a 1-sided copy on the

sixth original page for back cover.

Inserts a front cover at the beginning of copies, and makes a 2-sided copy on the fifth
and sixth original pages for back cover.

1 2 3 4 5
1-sided copy 1-sided copy

Makes a 1-sided copy on the first original page for front cover, and also makes a
1-sided copy on the sixth original page for back cover.

1 2 3 4
1-sided copy 2-sided copy

Makes a 1-sided copy on the first original page for front cover, and also makes a
2-sided copy on the fifth and sixth original pages for back cover.

1 3 4 5
2-sided copy 1-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 1-sided copy on the sixth original page for back cover.

1 3 4
2-sided copy 2-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 2-sided copy on the fifth and sixth original pages for back cover.

Not copied 2-sided copy

2-sided copying of 1-sided originals

Setting conditions for each cover

Resulting copies

Front Cover Back Cover

Not copied Not copied

Inserts cover sheets at the beginning and end of copies.
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1-sided copy

Not copied

‘ 1 | > 2 > 4 > 6
Makes a 1-sided copy on the first original page for front cover, and also makes a
1-sided copy on the sixth original page. Inserts cover sheets at the end of copies.

2-sided copy

Not copied

Makes a 2-sided copy on the first and second original pages for front cover, and
inserts a back cover at the end of copies.

Not copied

1-sided copy

‘ 1 |§ ‘ 3 |\_\ 5 N\ \>
Inserts a front cover at the beginning of copies, and makes a 1-sided copy on the
sixth original page for back cover. A 1-sided copy is made on the fifth original page.

Not copied

2-sided copy

‘ 1 |§ ‘ 3 |> 5 >
Inserts a front cover at the beginning of copies, and makes a 2-sided copy on the fifth
and sixth original pages for back cover.

1-sided copy

1-sided copy

‘ 1 | > 2 > 4 > >
Makes a 1-sided copy on the first original page for front cover, and also makes a
1-sided copy on the sixth original page for back cover.

1-sided copy

2-sided copy

m |2_% 4 |
Makes a 1-sided copy on the first original page for front cover, and also makes a
2-sided copy on the fifth and sixth original pages for back cover.

2-sided copy

1-sided copy

‘ 1 |> ‘3 |> 5 N\ \>
Makes a 2-sided copy on the first and second original pages for front cover, and also

makes a 1-sided copy on the sixth original page for back cover. A 1-sided copy is
made on the fifth original page.
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COPIER» OTHER FUNCTIONS

Setting conditions for each cover
Resulting copies
Front Cover Back Cover

NNIEREN

2-sided copy 2-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 2-sided copy on the fifth and sixth original pages for back cover.

1-sided copying of 2-sided originals

Setting conditions for each cover
Resulting copies

Front Cover Back Cover
1 2 3 4 5 6
Not copied Not copied
Inserts cover sheets at the beginning and end of copies.
1 2 3 4 5 6
1-sided copy Not copied
Makes a 1-sided copy on the first original page for front cover, and inserts a back
cover at the end of copies.
1 3 4 5 6
2-sided copy Not copied
Makes a 2-sided copy on the first and second original pages for front cover, and
inserts a back cover at the end of copies.
1 2 3 4 5
Not copied 1-sided copy
Inserts a front cover at the beginning of copies, and makes a 1-sided copy on the
sixth original page for back cover.
1 2 3 4
Not copied 2-sided copy
Inserts a front cover at the beginning of copies, and makes a 2-sided copy on the fifth
and sixth original pages for back cover.
1 2 3 4 5
1-sided copy 1-sided copy
Makes a 1-sided copy on the first original page for front cover, and also makes a
1-sided copy on the sixth original page for back cover.
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COPIER» OTHER FUNCTIONS

Setting conditions for each cover

Resulting copies

Front Cover Back Cover
1 2 3 4
1-sided copy 2-sided copy
Makes a 1-sided copy on the first original page for front cover, and also makes a
2-sided copy on the sixth original page for back cover.
1 3 4 5
2-sided copy 1-sided copy
Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 1-sided copy on the sixth original page for back cover.
1 3 4
2-sided copy 2-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 2-sided copy on the fifth and sixth original pages for back cover.

2-sided copying of 2-sided originals

Setting conditions for each cover

Front Cover

Back Cover

Resulting copies

i

Not copied Not copied
Inserts cover sheets at the beginning and end of copies.
1-sided copy Not copied
Makes a 1-sided copy on the first original page for front cover, and inserts a back
cover at the end of copies.
* The second original page is not copied.
1 3 5
2-sided copy Not copied
Makes a 2-sided copy on the first and second original pages for front cover, and
inserts a back cover at the end of copies.
| | D
Not copied 1-sided copy ‘ \ ‘ \

Inserts a front cover at the beginning of copies, and makes a 1-sided copy on the
sixth original page for back cover.
* The fifth original page is not copied.
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1 3 5
Not copied 2-sided copy

Inserts a front cover at the beginning of copies, and makes a 2-sided copy on the fifth
and sixth original pages for back cover.

1-sided copy 1-sided copy

Makes a 1-sided copy on the first original page for front cover, and also makes a
1-sided copy on the sixth original page for back cover. The second and the fifth
original pages are not copied.

1 N\ ‘3 |\_\ 5 >
1-sided copy 2-sided copy

Makes a 1-sided copy on the first original page for front cover, and also makes a
2-sided copy on the fifth and sixth original pages for back cover.
* The second original page is not copied.

2-sided copy 1-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 1-sided copy on the sixth original page for back cover.
* The fifth original page is not copied.

1 3 5
2-sided copy 2-sided copy

Makes a 2-sided copy on the first and second original pages for front cover, and also
makes a 2-sided copy on the fifth and sixth original pages for back cover.

» When selecting the covers/inserts function, place the originals in the document feeder tray, select 1-sided or 2-sided
copying, and select the number of copies and any other desired copy settings. When these settings have been completed,
perform the procedure to select covers/inserts.

‘ + Before using the covers/inserts function, load insertion sheets in the tray.

* One sheet can be inserted for each of front and back covers.
» The document glass is not available for this function.

» When performing 2-sided copying of 2-sided originals, an insertion sheet cannot be inserted between the front and reverse
@ sides of an original.

 This function cannot be used in combination with the saddle stitch function.
* This setting is not available when the "Covers/Inserts" is disabled in "Settings".

Disabling of Covers/Inserts Mode

Disables the use of the covers and inserts function.

In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]
— [Disabling of Covers/Inserts Mode].
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Place the original in the document feeder tray of the automatic document
feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Tap the [Others] key, and then tap the [Covers/inserts] key.

. o Tap the [Front Cover] key, and then tap
Coversnsers [ cacir | the [On] key.
Margin Shi When inserting a back cover, tap the [Back Cover] tab, and

Shift Position to Have Margin

then tap the [On] key.

Bypass
On
Plain 1 Change -

Make No Copy

v Front Cover Back Cover Insertion Sheet ‘ Output

Paper Tray Page Layout Proof Copy
Settings .

I i

b

= I N . Tap the [Change] key.

Covers/Inserts

N-Up
Cancel Al Put Muliplo Pages in A Page

&7 FrontCover | Back Cover Insertion Sheet ‘ Output

Margin Shift
Stit Posiion o Have M

Bypass
on e
Plain 1 Chanqe L4

Make No Copy

Proof Copy

Paper Tray Page Layout
Settings
TE =

M-..m

RECS Configure copy setting of a front cover
Goveraiinsers _m s sheet.
| B P———— ' :'lem When only inserting a cover, tap the [Make No Copy] key.
| [ vake o Copy If you selected the [2-Sided Copy] key, tap the [Book] or
- [Tablet] key for the front cover binding.
| - :ét::;:isettings are completed, tap m and [Back] keys in

Proof Copy
—————
s .

To change the cover input tray

Tap the [Paper Tray Settings] key to display the input tray setting screen. On the input tray setting screen, tap the [Paper
Tray] key of [Front Cover] or [Back Cover].
For more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-11)".
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COPIER» OTHER FUNCTIONS

« If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used. If not copied on, tab
paper can be inserted.
* To cancel cover sheet insertion:
Tap the [Off] key.
» To cancel the front cover, back cover, and insertion sheet settings at the same time:
Tap the [Cancel All] key.
* To cancel all settings:
Tap the [CA] key.

n Tap the [Start] key to start copying.
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L1}

INSERTING INSERTION SHEETS IN COPIES
(COVERS/INSERTS)

This function inserts a sheet of paper into a specific page as an insertion sheet.
There are two types of insertion sheets. Insertion positions can be specified.
Insert covers if needed.

When inserting covers, see "INSERTING COVERS IN COPIES (COVERS/INSERTS) (page 2-107)".

Example: Insert A after page 3 and insert B after page 5.

=i

—_—

1 2 3 4 5 6 4\
5

Insert B

Copy

Sheet inserting examples

The following examples show the copy results when insertion sheets are inserted into six 1-sided originals or three
2-sided originals using two copy modes.

1-sided original copying

1 2 3 4 5 6 1 3 5
Not copied

Inserts an insertion sheet between the second and third pages of
copies.

1 2 3 4 5 6 1 3 2 5 6
1-sided copy

Makes a 1-sided copy of the third original page on an insertion
sheet.
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Insertion Resulting copies
sheet
setting

conditions

Insert an insertion sheet in 1-sided copy mode. Insert an insertion sheet in
2-sided copy mode.

2-sided copy

Makes a 2-sided copy of the third and fourth original pages on an
insertion sheet.

2-sided original copying

Insertion Resulting copies
sheet
setting

conditions

1 2 3 4 5 6 1 3 5
Not copied

Inserts an insertion sheet between the second and third pages of

Insert an insertion sheet in 1-sided copy mode. Insert an insertion sheet in
2-sided copy mode.

copies.
1 2 4 5 6 AN N
1-sided copy
Makes a 1-sided copy of the third original page on an insertion * The fourth original page is not
sheet. copied.

1 2 3 5 6 1 3 5
2-sided copy

Makes a 2-sided copy of the third and fourth original pages on an
insertion sheet.

* When selecting the covers/inserts function, place the originals in the document feeder tray, select 1-sided or 2-sided
copying, and select the number of copies and any other desired copy settings. When these settings have been completed,
perform the procedure to select covers/inserts.

* The insertion sheet size must be the same as the copy size.
* Up to 100 insertion sheets can be inserted.

‘ + Before using the covers/inserts function, load insertion sheets in the tray.

» Take care that two insertion sheets cannot be inserted into the same page.

» When performing 2-sided copying of 2-sided originals, an insertion sheet cannot be inserted between the front and reverse
sides of an original.

* This function cannot be used in combination with the saddle stitch function.
* This setting is not available when the covers/inserts function is disabled in "Settings (administrator)".

@ » The document glass is not available for this function.

, Disables the use of the covers and inserts function.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Condition Settings]
— [Disabling of Covers/Inserts Mode].

‘ Disabling of Covers/Inserts Mode
[ ]
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Place the original in the document feeder tray of the automatic document

feeder.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)

Tap the [Others] key, and then tap the [Covers/inserts] key.

Tap the [Insertion Sheet] tab.

Tap the [Insertion Type A] key, and tap the insert page display key.
The Insertion Type B to Type H settings are the same as the Insertion Type A settings.

Others

Covers/Inserts

It

Front Cover Back Cover Insertion Sheet

Insemon Inserion Type A | A

Insertion Type B

Insertion Type C [

s Enter |

Inserllon
) () = |

Before Back Cover

Bypass
Plain 1
Make No Copy

Original

P Change Size/Direction.

N-Up

Put Multple Pages in

Output

2-Sided Copy

Margin Shift
Shit Posiion o Hay

The total number of insertion sheets is displayed at the side

Enter the number of the page you want
to insert a sheet into using numeric
keys, and then tap the [Enter] key.

of [Enter] key. Repeat these steps for the number of
insertion sheets.

After the settings are completed, tap ﬂ and [Back] keys in
sequence.

Tap the [Page Layout] key and change the page.

@ * If you have entered an incorrect insert page number:

» CHECKING, EDITING, AND DELETING THE PAGE LAYOUT OF COVERS AND INSERTION SHEETS (PAGE

LAYOUT) (page 2-119)

* To cancel insertion sheets:
Tap the [Cancel All] key.

Others
Coversl/Inserts

Front Cover

|_ Insertion Type A

| Insertion Type B
| Insertion Type C

Cancel All m |

Specify Page to Insert and Press Enter
. Insertion
Total: 1

Before Back Cover

Back Cover & Insertion Sheet ‘ ShitPosiion o Have Margin

Bypass
Plain 1 Change w
Make No Copy

Paper Tray Page Layout
-1

Trom
4

Original

IP | Change Size/Direction.

Output
Margin Shift

Tap the [Change] key.

Proof Copy
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Others

: B e When only inserting insertion sheet A,
Covers/Inserts _ et tap the [Make NO Copy] key'

Margin Shift
! Insertion Type A sm«rgasmnn to Have.

S When making a copy on insertion sheet A, tap the [Simplex]
| or [2-Sided Copy] key.
—— If you selected [2-Sided Copy], tap the [Book] key or [Tablet]

key for the insert sheet binding.
After the settings are completed, tap m .

| £ e

| l Proof Copy
e —
il b LI .

* To change an insertion sheet:
Tap the [Paper Tray] key, and select the tray with insertion sheets loaded.

» To copy on tab paper, tap the [Tab Copy] key.
» COPYING CAPTIONS ONTO TAB PAPER (TAB COPY) (page 2-122)

insertion. If not copied on, tab paper can be inserted.

» To cancel all settings:
Tap the [CA] key.

@ » When copying on both sides of an insertion sheet, you cannot use label sheets, transparency films, or tab paper for

Tap the [Start] key to start copying.

2-118



CHECKING, EDITING, AND DELETING THE PAGE
LAYOUT OF COVERS AND INSERTION SHEETS
(PAGE LAYOUT)

The editing contents are different between the registered covers and insertion sheets as shown below.
* For the "Cover Sheet", you can change settings such as the paper type, copy/do not copy, 1-Sided, and 2-Sided.
* For "Insert Sheet", you can change only the page number you want to insert an insert sheet into.

Tap the [Others] key, and then tap the [Covers/inserts] key.

&, oo Tap the [Page Layout] key.
Covers/Inserts Cancel All m | Output
Margin Shift
; Front Cover Back Cover &7 Insertion Sheet g eve Margin
Specify Page to Insert and Press Enter
T | Insertion
| L Insertion Type A 4 “ Total:1 |
| Before Back Cover
Insertion Type B
| Bypass

Insertion Type C |64 Heavy 2
| Make No Copy . Preview cA
| papertray [ [ PageLayout - Proof Copy
Settings I}
3 v

L |

If the settings for the covers or insertion sheets are not configured, the [Page Layout] key is disabled.

Proof Copy

. Inserts] on the action panel to change the order.

-+ | pe— Check the page layout.

;_ S _Eﬂ N To exit this job after checking the page layout, tap the [
o] [ Kkey.

| ; S Z::Z: To edit or delete, tap the required key. When deleting, tap

| - the [Delete] key. When editing, tap the [Amend] key.

| “ InsertionType G~ Make No Copy When setting consecutive insertion of different types of

| Back Cover Make No Copy inserts at the same page, you can tap [Replace Order of

—_—

Change cover or insertion sheet settings.

For the cover, you can change the copy mode.

You can change the page number you want to insert an insert sheet into.

After the settings are completed, tap the m key multiple times to return to the [Others] screen. Then, tap the [Back]
key.
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INSERTING INSERTION SHEETS IN BETWEEN
TRANSPARENCY FILMS (TRANSPARENCY INSERTS)

When copying on transparency film, the sheets may stick together due to static electricity.

The transparency inserts function can be used to automatically insert a sheet of paper between each sheet of
transparency film, making the sheets easy to handle.

It is also possible to copy on insertion sheets.

Inserts

When performing 2-sided copying, only "2-Sided—1-Sided" mode can be used.

» The number of copies cannot be selected in this mode.
@  Transparency film can be loaded in the bypass tray and tray 4.

Load transparency film in the bypass tray or tray 4.

When loading paper in the bypass tray, place the paper with the print side facing down. When loading paper in tray 4,
place the paper with the print side facing up.

» MAKING COPIES USING THE BYPASS TRAY (page 2-33)

» LOADING PAPER IN THE TRAY 3/4 (page 1-112)

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Others] key, and then tap the [Transparency Inserts] key.
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COPIER» OTHER FUNCTIONS

= o Tap the [On] key.
e izi“:m When making a copy on insertion sheets, tap the [Also Make
T e Copy on Inserts] checkbox to set to [+
E] [ o __l w After the settings are completed, tap [ and [Back] keys in
- sequence.

» To cancel the transparency inserts setting:
Tap the [Off] key.

* To cancel all settings:
Tap the [CA] key.

B Tap the [Start] key to start copying.
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FUNCTIONS FOR SPECIFIC USES
COPYING CAPTIONS ONTO TAB PAPER (TAB COPY)

Load a tab sheet in the bypass tray, and make a copy on a tab.
Prepare appropriate originals for tab captions.

>
v}
(3]

o8av
28av
[ —

4340

Prepare originals that The image is shifted by
match the tab positions. the width of the tab

Relation between the originals and the tab paper

Tab copying with a left binding

Originals Document feeder tray Bypasls/tray )
|
1 | Side 2
Insert the originals so that the
side with no tab text enters first.
Final image

Load the tab paper so that the tab on

Document glass the first sheet is toward you.

Tray 4

Place so that the side with
the tab text is on the left.

Place the first sheet of tab paper so
that the tab faces away from you.
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COPIER» OTHER FUNCTIONS

Tab copying with a right binding

Originals Placing the originals Loading tab paper

Originals Document feeder tray Bypass tray

.' 1 =

Insert the originals so that the
side with no tab text enters first.

Final image Load the tab paper so that the tab on the
Document glass first sheet is away from you.

Tray 4

[N =V=V—
A

Place so that the side with the
tab text is on the left.

Place the first sheet of tab paper so that
the tab faces toward you.

Tab Copy must be specified before scanning the original.

To change the default image shift width for tab copying:
@ In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Initial Tab Copy Setting].
Specify a value from 0 mm (0") to 20 mm (1") in increments of 1 mm (1/8").

n Tap the [Others] key, and tap the [Tab Copy] key.

n Tap the [On] key.
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& oo Sets an image shift width (tab width).
e & F"E:;"(Di‘;:’z,m « Tap the numeric value display indicating the image shift
Original o | Ep width, and enter a shift width using numeric keys.
Boe W R - After the settings are completed, tap [E8 and [Back] keys
t in sequence.
Image Shift
I 10 (0~20)
@
(V] e | T .

To cancel the tab copy setting:
Tap the [Off] key.

Load the tab paper.

When using the bypass tray, place the paper with the print
side down.

Place the paper so that the sides with the tabs enter the
machine last.

After loading tab paper into the bypass tray, configure the
bypass tray settings as explained in "MAKING COPIES
USING THE BYPASS TRAY (page 2-33)".

The width of the tab paper can be as wide as A4 width (210 mm) plus 20 mm (or 8-1/2" x 11" paper (8-1/2") plus 5/8").

Place the original and tap the [Preview] key.
Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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MAKING A POSTER-SIZED COPY (MULTI-PAGE
ENLARGEMENT)

This function separately copies an enlarged original image on multiple sheets.

Original (A4 (8-1/2" x 11") size)

H =»

Copy (enlarged image on 8
sheets of A3 (11" x 17")

paper)

IqFI
il

* You must select Multi-Page Enlargement before scanning the original.
* Place an original on the document glass.
* When Multi-Page Enlargement is selected, the image orientation is changed to vertical.
+ Overlap of sections of image
* There will be a margin around the edges of each copy.
* Areas for overlapping the copies will be created at the leading and trailing edges of each copy.

» The paper size, number of sheets required for the enlarged image, and the ratio are automatically selected based on the
selected original size and enlargement size. (The paper size and ratio cannot be selected manually.)

Tap the [Others] key, and tap the [Multi-Page Enlargement] key.

Select the [AB] or [Inch] tab to meet the original size for poster-sized copy,
and tap the key that meets the original size.

Tapping the key of the original size displays the keys that show the available enlargement size, copy paper size, and
number of sheets.
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o« | P y— Tap the key of the size you want to
Multi-Page Enlargement m EXP:S;JPTE _— en Iarge the orig i nal to.
" ‘ The image orientation appears.
T| 2 () After the settings are completed, tap [ and [Back] keys in
T sequence.
| AO(A3X9)
Print Paste Position Mark

When printing the copy image and margin border, set the [Print Paste Position Mark] checkbox to |7 .

Tap the [Clear] key.

Even when the multi-page enlargement setting is cancelled, the automatically selected ratio is retained.
* To return the ratio to 100%:

Tap the [Copy Ratio] key on the base screen to display the ratio menu, and then tap the [100%] key.

@ * To cancel Multi-Page Enlargement setting:

Place the original on the document glass based on the orientation displayed
on the screen.

Tap the [Start] key to start copying.
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COPYING WITH MIRROR IMAGE (MIRROR IMAGE)

This function makes copies by inverting the original into a mirror image.

Mirror image copy

Originals

Specify the Mirror Image before scanning an original.

Tap the [Others] key, and tap the [Mirror Image] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the mirror image setting:

@ Tap the [Mirror Image] key to uncheck it.

Place the original.
Place the original in the document feeder tray of the automatic document feeder, or on the document glass.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Start] key to start copying.
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OUTPUT AND DENSITY ADJUSTMENT
FUNCTIONS

REVERSING WHITE AND BLACK IN A COPY (B/W
REVERSE)

This function reverses black and white in a copy to create a negative image. This function can only be used for black and
white copying.

Originals with large black areas (which use a large amount of toner) can be copied using Black/White Reverse to reduce
toner consumption.

A
B

A
-> &z

Originals B/W reverse copy

» B/W Reverse must be specified before scanning the original.
» When this function is selected, the "Exposure/Original Type" setting for exposure adjustment automatically changes to "Text".

* This function is not available in some countries and regions.

Tap the [Others] key, and tap the [B/W Reverse] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the B/W reverse setting:
Tap the [B/W Reverse] key to uncheck it.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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EASY ADJUSTMENT OF THE IMAGE QUALITY
(QUICK IMAGE QUALITY ADJUSTMENT)

You can easily adjust the density and outlines of images and text.

You must select Quick Image Quality Adjustment before scanning the original.

Tap the [Others] key, and tap the [Quick Image Quality Adjustment] key.

Others

Tap IR K3 or slide the slider to adjust
the image quality.

Quick Image Quality Adjustment

Adjust Thickness and Outline.

After the settings are completed, tap m and [Back] keys in
= 1 2 3
[ o ] BB sequence.
Smooth + Sharp
el ek ey e SRS
Proof Copy
= o .

To cancel the quick image quality adjustment setting:
Tap the [Off] key.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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ADJUSTING THE SHARPNESS OF AN IMAGE
(SHARPNESS)

This function adjusts the sharpness to make a sharper or softer image.

L

Softer

4

—
y

Sharper

Sharpness must be specified before scanning the original.

Tap the [Others] key, and tap the [Sharpness] key.

o Tap IR K3 or slide the slider to adjust
=D (O | lissscrl B the sharpness_
, = : Select [More Sharp] for sharper outlines, or [Less Sharp] for
[ o it L = 11 softer outlines.

i After the settings are completed, tap m and [Back] keys in

sequence.

To cancel the sharpness setting:
Tap the [Off] key.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

To cancel all settings:
Tap the [CA] key.

Tap the [Start] key to start copying.
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THE ADJUST DENSITY AREA FOR COPY (GREY
BALANCE)

You can adjust the tone, and density of copies.
The density is divided into three ranges, and you can adjust the density of each range.
If needed, you can also adjust all three density ranges at once.

gl

Black+

To change the default grey balance setting:

Change the setting in "Settings (administrator)" — [System Settings] — [Image Quality Adjustment] —
[Copy Image Quality] — [Grey Balance].

Grey balance must be specified before scanning the original.

Tap the [Others] key, and tap the [Grey Balance] key.

> - Tap the B3 key or slide the slider to
! oo e g adjust the grey balance.
' * To adjust each range, set the [Set in a Batch] checkbox to
+ L M H ’> .

| « To adjust a slider individually with the Il keys, tap the

. slider you want to adjust and tap the [l keys.

I Proof Copy

Tap the [Reset] key.
The values of all gradations currently being adjusted will return to their default grey balance values.

The default settings are the values set in "Settings (administrator)" — [System Settings] — [Image Quality Adjustment]
— [Copy Image Quality] — [Grey Balance].

@ To return the grey balance of the current tab to the default balance:

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Tap the [Start] key to start copying.
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ICONVENIENT COPY FUNCTIONS

INTERRUPT COPY

This function suspends a job in progress, and preferentially prints the original specified with interrupt copy.
When you need to make an urgent copy and the machine is busy with a long copy run or other job, use interrupt copy.

* The [Interrupt] key does not appear while an original is being scanned.
. * Depending on the settings of the job in progress, the [Interrupt] key may not appear.

« Interrupt copy cannot be used in combination with the following functions:
Job Build, Tandem Copy, Book Copy, Card Shot, Multi-Page Enlargement, Original Count, Proof Copy, Preview Setting,
and Book Divide.

* If you use the document glass for interrupt copy, you cannot select the booklet, covers/inserts function, or N-Up setting.
If any of these functions are necessary, use the automatic document feeder.

LINE  BIPRINTER ["obSiatis (Sameg]
. I Pt

Tap the [Interrupt] key.

No. of copies 1 4 SR The interrupt mode screen appears.
Quick File

7 B 9 Store Dala Temporarily
File

alsls
Call Eco Program

1 2 3

0

B Output 2

Proof Copy

i
3

off , '
* || oters A
: LR |

If user authentication is specified:
Tap the [Interrupt] key to display the user authentication screen. Enter the login name and password to perform user
authentication.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Configure copy settings.

@ To cancel interrupt copy, tap the [Cancel] key.
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COPIER»> CONVENIENT COPY FUNCTIONS

Tap the [Start] key to start interrupt copying.

When the interrupt copy job is completed, the interrupted job will resume.

@ The interrupt copy function does not display the preview of the scanned original.
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SEND DATA WHILE COPYING

This function allows you to send a fax while making a copy, send an e-mail with an image attached, or save data in the
network folder.

» ADDRESS BOOK (page 1-145

The fax and image send transmission starts after the copy, and the settings same as the copy are used for transmission.
However, the same results as the copy may not be provided by some functions.

‘ You need to store the destination in the address book in advance.

Disabling sending while copying
‘ In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Disabling sending while
copying].

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

C m (e Tap [Send as well as print] on the

riginal WUICK Flie ; t' I
EABE action panel.
4

Auto
2-Sided Copy
Copy Ratio

File
Store Data in Folder

Call Eco Program

i
s EXpOSUrE:
i Auto
off

si -
utput
N-Up

A% j
—n

" AauAAL [}
bl 3 e 1

L) BEwcaNE |

T Select a recipient from the address
LI sot %A - 41 Add New bOOk.
ii - » ADDRESS BOOK SCREEN (page 1-146)
B coc After you have selected the recipient, tap the [Enter
§ a Address] key.
=

* You cannot use the soft keyboard to enter an address. If you cannot find the recipient in the address book, enter it in
the address book.

* An Internet Fax address cannot be selected.

Place the original.

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)

» DOCUMENT GLASS (page 1-133)
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COPIER»> CONVENIENT COPY FUNCTIONS

Set each copy item as required.

These copy settings are used for fax transmission. However, some settings may be unavailable depending on the
function.

You can preview the scanned original by tapping the [Preview] key.

After the copy, the transmission starts.

n Tap the [Start] key to start copying.

@ After the copy, you cannot preview the settings before transmission.
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COPY JOBS

When you tap the job status display, jobs are displayed in a list. To check the status of a copy job, tap the [Print] tab.
When you wish to stop or delete jobs or to perform priority processing, read the following items:

» STOPPING/DELETING A JOB IN PROGRESS OR RESERVED (page 1-137)

» PRIORITY PROCESSING OF A RESERVED JOB (page 1-138)

» CHECKING A RESERVED JOB OR THE JOB IN PROGRESS (page 1-140)

» CHECKING COMPLETED JOBS (page 1-141)

, HDD
™ i rerieve SN2 OSA

2-136



PROGRAMS

Programs are set from the base screen of normal mode.
» SELECTING COPY MODE (page 2-4)

Programs cannot be stored in easy mode.

Disabling of Registration/Deletion of Program

‘ In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Disabling of
Registration/Deletion of Program].
This is used to prohibit the deletion and change of copy settings stored in job programs.

STORING A PROGRAM

This function collectively stores copy settings as one program. The stored program can be retrieved using an easy
operation.
For information about how to retrieve a program, see "RETRIEVING A PROGRAM (page 2-139)".

For example, suppose A3 (11" x 17") size CAD drawings are copied once a month for archive purposes using the
following settings:

* The A3 (11" x 17") size CAD drawings are reduced to A4 (8-1/2" x 11") size.

* To reduce paper use by half, 2-sided copying is used.

» Margin shift is used to allow a margin to punch holes for filing.

A3 (11" x 17") size CAD drawings

o O
— = 1 E8
— I—
! 1
1
Set reduction from A3 (11" x 17") to A4 (8-1/2" x 11") Retrieve the stored program.
Change the exposure setting. Tap the [Start] key.

¥

Set 2-sided copying.
Set margins.
Set punch hole settings.

Tap the [Start] key.
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T

. L . . The settings are stored in a program, so they can be selected

Considerable time is required to copy the drawings each Co .
. by the touch of a key. This is simple and takes no time.
month because the above settings must be selected. - .
s . . . In addition, the settings are all stored so there are no chances
In addition, mistakes are occasionally made when selecting ) . .
. . for mistakes, and thus no need to redo copies due to setting

the settings, so some copies must be redone. mistakes

* Up to 48 programs can be stored.
» Program settings remains registered even when the main power has been turned off.
» A program can also be stored in the home screen or favourite as a shortcut; therefore, it is helpful when retrieving it.

Specify the copy function to be stored.

In the base screen, display [Program Registration] on the action panel.

Tap [Program Registration] on the action panel.

L » Tap an unused key.
A key with a program stored is displayed in colour. Tap a key

|
iNo. of copies

Program Registration |
with no program stored.

Select Program No. to Register

Pre-Setting

it [N

Proof Copy.

If you do not set a name for the program, a serial number will be automatically assigned as the name.

Set a name for the program and tap the

’ OK] key.

el ) R simos | A registration completion message appears.
=K

[Program Name
|

4 com net .org biz it

LU 2HSH 4160607089000~

oo £ 0 v ol Nootlpl LU A
= ' |

a: b Wod 11 £ W bt kel 0 s
z Mol e lawall befon: Bom s s [/
Space [ | — |
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Program is

. Select whether or not the program will
oo ot | be added to the home screen or the

: favourites.

To specify print settings, you can select the required one

03 " " |
o | from pre-set text or use the soft keyboard. You can also print
08

o ; serial number and account job ID.
09 10 ¥ When you have completed the settings, tap m and the
L — [Back] keys in sequence.

« If user authentication is disabled, the administrator password entry screen appears. When the administrator
password is entered, the registration is completed.

« If user authentication is enabled, the shortcut key for the program is registered in the user's home screen or favourite.

@ The number of copies cannot be stored.

RETRIEVING A PROGRAM

Tap [Call Program] on the action panel.

Tap the key of the program you want to retrieve.

You can select a program key and tap [Register in Favorite] or [Register for Home] on the action panel to register a
shortcut key for the selected program in the favourite or home screen.

DELETING AND RENAMING A PROGRAM

This section explains how to delete copy settings in a program and rename a program.

* When "Settings (administrator)" - [System Settings] — [Common Settings] — [Enable/Disable Settings] — [Disabling of

@ * A program that is already stored cannot be deleted.
Registration/Deletion of Program] is selected, a registered program cannot be deleted or renamed.

Deleting a program

Tap [Call Program] on the action panel.
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Tap [Delete] on the action panel.

n Tap the key of the program you want to delete, and tap [Delete].

Renaming a program

n Tap [Call Program] on the action panel.

Tap [Change Name] on the action
= . panel.

Call Program
Call regi

Tap the key of the required program, and rename the program. Then tap the
[OK] key.

After the settings are completed, tap .
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PRINTER

Icons

[ Eco-friendly functions

Functions for printing on special
media

The explanations in this chapter are based on American English and the North American version of the software.
Software for other countries and regions may vary slightly from the North American version.

PRINTER FUNCTION OF THE MACHINE

PRINTING IN A WINDOWS ENVIRONMENT
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REFERRINGTOHELP ..................... 3-6
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PRINTER» PRINTER FUNCTION OF THE MACHINE

IPRINTER FUNCTION OF THE MACHINE

To enable printing from your computer, a printer driver must be installed.
See the table below to determine which printer driver to use in your environment.

Windows environment

Printer driver type

PCL6
The machine support the Hewlett-Packard PCL6 printer control languages.

PS
« This printer driver supports the PostScript® 3™ page description language developed by Adobe Systems Incorporated.
« If it is desired to use the Windows standard PS printer driver, the PPD driver must be used.

» The User's Manual mainly uses PCLG6 printer driver screens to explain how to print in a Windows environment. The printer

' * To install the printer driver and configure settings in a Windows environment, see the Software Setup Guide.
driver screens may differ slightly depending on the printer driver you are using.

Mac OS Environment

Printer driver type

PS
PS This printer driver supports the PostScript® 3™ page description language developed by Adobe Systems Incorporated and
uses a PPD file.

To install the printer driver and configure settings in a Mac OS environment, see the Software Setup Guide.

If a notice page is printed

'@ When “Settings (administrator)” — [System Settings] — [Printer Settings] — [Condition Settings] — [Prohibit Notice Page
Printing] is enabled, certain conditions may cause a notice page to be printed.
If a print job cannot be printed as specified and the reason is not shown on the operation panel, a notice page indicating the
reason will print. Read the message and take appropriate action. For example, a notice page will print if the following occurs:
* There is more print data than can be held in memory.
* You selected a function that has been prohibited by the administrator.
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I PRINTING IN A WINDOWS ENVIRONMENT
BASIC PRINTING PROCEDURE

The following example explains how to print a document from "WordPad", which is a standard accessory application in
Windows.

» The button that is used to open the printer driver properties window (usually [Property] or [Preferences]) may vary
depending on the application.

* The machine name that normally appears in the [Printer] menu is [MX-xxxx]. ("xxxx" is a sequence of characters that
varies depending on the machine model.)

» The menu used to execute printing may vary depending on the application.

Select [Print] from the [File] menu of
n ] e — WordPad.

ﬁ Save as L4
ﬁ Print »

.

s FPage setup

El Send in email

@ About WordPad
\’E Exit

B e x Select the printer driver for the
e machine and click the [Preferences]
button.
The button that is used to open the printer driver properties
T " meme[@ window (usually [Property] or [Preferences]) may vary
oo EE— depending on the application.
(;gnzlll n.ge . Number of copies:

page range. For example. 5-12

[T
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# Printing Preferences X

Printing Preferences.

Eg s | [ [ [ 5]
e (1)
Copies: N-Up:

I [

fforeas:e ToxE e Ous o 20x257mm] S

o | [e—
MMMMM )
‘Emm Setings... (2)‘"“
|

&* e —

: =

: — @)

]

Select print settings.
(1) Click the [Main] tab.

(2) Select the original size.

* You can register up to seven user-defined sizes in
the menu. To store an original size, select [Custom
Paper] or one of [User1] to [User7] from the menu,
and click the [OK] button.

* To select settings on other tabs, click the desired tab
and then select the settings.

» PRINTER DRIVER SETTINGS SCREEN /

REFERRING TO HELP (page 3-6)

« If an original size larger than the largest paper size
that the machine supports is set, select the paper
size for printing in “Output Size”.

* If an "Output Size" different from the "Original Size"
is selected, the print image will be adjusted to match
the selected paper size.

(3) Click the [OK] button.

Click the [Print] button.
Printing begins.
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PRINTER DRIVER SETTINGS SCREEN / REFERRING TO HELP

The printer driver settings screen consists of 9 tabs. Click a tab to select the settings on that tab.
You can check information on each of the settings in the Help screen. Click the [Help] button at the bottom right of the

screen.
@ Printing Preferences X
Prirting Preferences
(1) < |y Main E T S T Layout é Job Handiing
Favorites: I
(2) ‘ Untitled V‘ ‘ Save ‘ ' Defaults ‘
(3) =—
Copies:
(4) ‘1 +
Original Size: 210 x 297 mm. Output Size 210 x 297 mm.
‘ Ad w Same as Original Size ~
Orientation: Zoom Document Filing:
Portrait ~ Settings... None ~
(5)
2-Sided Printing:
‘ None ~
(6) 1 2 *al % ~
‘ |
(7) OK || Conce || Heb l
(8)
(1) Tabs: Click to change the tabs shown.
*[Main]: Frequently used functions are grouped on this tab. The settings are also on other tabs,
and each setting on this tab is linked to the corresponding setting on the other tab.
*[Paper Source]: Set the size and type of paper used for printing, and the paper tray.
¢[Finishing]: Select a finishing function such as stapling, punch, or folding, and set the output tray.
*[Layout]: Select functions related to the layout such as two-sided printing and booklet.
*[Job Handling]: Set Document Filing and user authentication.
*[Inserts]: Select insertion functions such as covers, inserts, and tab paper.
*[Stamp]: Select the watermark or stamp function.
[Image Quality]: Select various image quality settings.
*[Detailed Settings]: Select tandem print and other detailed print settings.

(2) Favorites

Settings configured on each tab at the time of printing can be saved as Favorite.
» FREQUENTLY USED FUNCTIONS (page 3-10)

(3) [Defaults]
Return the settings on the currently selected tab to their default state.

(4) Setup Items
Displays the settings on each tab.

(5) Information icon( )

Some restrictions exist on the combinations of settings that can be selected in the printer driver properties window.
When a restriction exists on a selected setting, an information icon ( € ) will appear next to the setting. Click the
icon to view an explanation of the restriction.
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(6) Printimage

This lets you visually check how the current settings affect the print image. Finishing settings is indicated by icons.
(7) Machine image

This shows the options that are installed on the machine, and the paper trays and output trays that are used.

(8) [Help] button
Displays the Help window of the printer driver.

* Help can be displayed for a setting by clicking the setting and pressing the [F1] key.

« You can click the 2 button in the upper right corner of the settings screen and then click a setting to show Help for that
setting in a sub-window.

SELECTING THE PAPER

Before printing, check the paper sizes, paper types, and paper remaining in the machine's trays. To check the most
recent tray information, click the [Tray Status] button in the [Paper Source] tab.
The "Output Size" setting and the "Paper Tray" setting are related as follows:

* When "Paper Tray" is set to [Auto Select]
The tray that contains paper of the size and type selected in "Output Size" and "Paper Type" is automatically selected.
* When "Paper Tray" is set to any setting other than [Auto Select]
The specified tray is used for printing regardless of the "Output Size" setting.
When you have set "Paper Type" to [Bypass Tray], be sure to select "Paper Type". Check the paper type that is set for
the bypass tray of the machine, check that paper of that type is actually loaded into the bypass tray, and then select
the appropriate paper type.
* When "Paper Type" is set to [Auto Select]
A tray with plain paper or recycled paper of the size specified in "Output Size" is automatically selected. (The factory
default setting is plain paper only.)
* When "Paper Type" is set to anything other than [Auto Select]
A tray with the specified type of paper and the size specified in "Output Size" is used for printing.

Special media can also be placed in the bypass tray.
For the procedure for loading paper in the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-121)".

When [Enable Detected Paper Size in Bypass Tray] (disabled by factory default) or [Enable Selected Paper Type in Bypass
@ Tray] (disabled by factory default), which you can reach by selecting [System Settings] in "Settings (administrator)" — [Printer

Settings] — [Condition Settings] — [Bypass Tray Settings] is enabled, printing will not take place if the paper size or paper

type specified in the printer driver is different from the paper size or paper type specified in the settings of the bypass tray.

* To exclude the bypass tray from the trays that can be selected when [Auto Select] is selected:
In "Settings (administrator)”, select [System Settings] — [Printer Settings] — [Condition Settings] — [Bypass Tray Settings]

— [Exclude Bypass-Tray from Auto Paper Select].
If special media are frequently loaded in the bypass tray, it is recommended that this setting be enabled.

* When "A4 | Letter Auto Switching" is enabled
If you print an 8-1/2" x 11" (letter) size document and there is no 8-1/2" x 11" size paper, printing will automatically take
place on A4 paper.
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Condition Settings] — [A4/Letter Size Auto
Change].




PRINTERD PRINTING IN A WINDOWS ENVIRONMENT

PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED

The user information (such as login name and password) that must be entered varies depending on the authentication
method being used, so check with the administrator of the machine before printing.

are required to be authenticated for each print job. This is done by entering authentication information in a dialog box that
appears each time printing is performed.

+ The machine's user authentication function cannot be used when the PPD driver” is installed and the Windows standard
PS printer driver is used.
For this reason, the machine can be configured to prohibit users from executing printing unless their user information is
stored in the machine.
* The PPD driver enables the machine to print using the Windows standard PS printer driver.

@ « If you have configured "Printing Policy" on the [Configuration] tab so that user authentication is always performed, users

€?,e To prohibit printing by users whose user information is not stored in the machine:
20 In "Settings (administrator)", select [User Control] — [Default Settings] — [Disable Printing by Invalid User].

In the printer driver properties window of the application, select the printer
driver of the machine and click the [Preferences] button.

The button that is used to open the printer driver properties window (usually [Property] or [Preferences]) may vary
depending on the application.
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@ Printing Preferences
- (1)
HE = 5 == B = O = (B ]|
£ ]
Do V3] = -
None. - ,’*“""“7
C— =
[ User Name [ dob Name.
[ Auto Job Control Review ]
_— ®3)
© Aoty sob
i~
= | R
[
llw |

4

Enter your user information.

(1) Click the [Job Handling] tab.

(2) Enter your user information.

» When authentication is performed by login name,
select [Login Name] and enter your login name.

» When authentication is performed by login
name/password, click [Login Name/Password] and
enter your login name and password. Enter the
password using 1 to 32 characters

* When the machine's authentication destination is
Active Directory, [Single Sign-on] can be selected.
For information on single sign-on, refer to
"AUTHENTICATION BY SINGLE SIGN-ON (page
3-96)".

» When authentication is performed by user number, select
[User Number] and enter your 5 to 8 digit user number.

(3) Enter the user name and job name as
necessary.

« Click the [User Name] checkbox, and enter your user
name using up to 32 characters. The entered user
name will appear on the touch panel of the machine.
If you do not enter a user name, your PC login name
will appear.

* Click the [Job Name] checkbox, and enter a job
name using up to 80 characters. The entered job
name will appear as a file name on the touch panel
of the machine. If you do not enter a job name, the
file name set in the application will appear.

* To have a confirmation window appear before printing
starts, select the [Auto Job Control Review] checkbox.

(4) Click the [OK] button to execute printing.

Authentication by Single Sign-on requires that Active Directory authentication be performed on the machine and your
computer. This can only be used when your computer is running Windows.
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FREQUENTLY USED FUNCTIONS
SAVING SETTINGS AT THE TIME OF PRINTING

Settings configured on each of the tabs at the time of printing can be saved as Favorite. Saving frequently used settings
or complex settings under an assigned name makes it easy to select those settings the next time you need to use them.
Settings can be saved from any tab of the printer driver properties window. Settings configured on each tab are listed at
the time of saving, allowing you to check the settings as you save them.

Deleting saved settings
In step 2 of "USING SAVED SETTINGS (page 3-11)", select the user settings that you want to delete and click the [Delete]
button.

Select the machine's printer driver from the print window of the application,
n and click the [Preferences] button.

The button that is used to open the printer driver properties window (usually [Property] or [Preferences]) may vary
depending on the application.

(1) Register Print Settings.

EEEEEE==N |

(1) Configure the print settings on each tab.
(2) Click the [Save] button.

Defauts

n FFFFF 2) : ~ | Check and save the settings.
—— : (1) Check the displayed settings.

(2) Enter a name for the settings using up to
20 characters.

(3) Click the [OK] button.

]
|
i,

(3)
==
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USING SAVED SETTINGS

You can specify the saved favorites through just one click to apply frequently used settings or complicated settings to
your printing.

Select the machine's printer driver from the print window of the application,
n and click the [Preferences] button.

The button that is used to open the printer driver properties window (usually [Property] or [Preferences]) may vary
depending on the application.

Select favorite settings.

TEH
fﬁg
g

L= 2 e B B 6 e = (1) Select the favorite settings you want to
E i e B use.

(2) Click the [OK] button.

#F e — 1
=
l Z o
| e

n Start printing.
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CHANGING THE PRINTER DRIVER DEFAULT SETTINGS

You can change the default settings of the printer driver.
Changes you have made in the printer driver properties window when you execute printing from the application are
returned to the default settings specified here when you exit the application.

Click the [Start] button, select [Settings] — [Device] — [Devices and
Printers].

(or [Devices and Printers]).

In Windows 8.1/Windows Server 2012, right-click the [Start] button, select [Control Panel] — [View devices and printers]
In Windows 7/Windows Server 2008, click the [Start] button, select [Devices and Printers].

© 1 & ConelPesel + Mardware snd Sound + Devices snd Pristers.

e , ~ .-« the machine and select [Printing

Devices (3)

b S preferences].

- Printers (6)

=F?

n S = * Right-click the printer driver icon of

n Configure the settings and click the [OK] button.

For explanations of the settings, see printer driver Help.
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I PRINTING IN A Mac OS ENVIRONMENT

BASIC PRINTING PROCEDURE

The following example explains how to print a document from the standard accessory application "TextEdit" in Mac OS X.

* To install the printer driver and configure settings in a Mac OS environment, see the Software Setup Guide.
* The menu used to execute printing may vary depending on the application.

FW Edit Format View

Select [Page Setup] from the [File]

New %N menu and select the printer.
Open... %20
Open Recent > If the printer drivers appear as a list, select the name of the
Close W printer driver to be used from the list.
Save... 2s
Duplicate 43S
Rename...
Move To...
Revert To >
Export as PDF...
Show Properties 3P
Page Setup... 3P
n Select paper settings.
Page Attributes B
1 - -
S ( ) (1) Make sure that the correct printer is
T selected.
Paper Size| A4 .
210 by 267 mm (2) (2) Select paper settings.
Oisaton s Paper size, paper orientation, and enlarge/reduce
sml 100% settings can be selected.
(3 (3) Click the [OK] button.
? Cancel
AT ecit Format view Select [Print] from the [File] menu.
New 2N
Open... #0
Open Recent >
Close Bw
Save... S
Duplicate +3S
Rename...
Move To...
Revert To >
Export as PDF...
Show Properties X3P
Dara Satiin 3320

Print... ®P
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Select print settings.

Printer: I MX=30000

(k)

1
n Presets: | Default Settings ( ) (1) Make sure that the correct printer is

|| Two-Sided selected.

Copies:

Pages: °A]| .
Ofrom: 1 101 1 (2) Select an item from the menu and

oo (TN configure the settings as needed.
I 1= (3) Click the [Print] button.

~ TextEdit

(2) Layout

Color Matching
Paper Handling
Paper Feed
Cover Page (3)

Job Handling |

Watermarks
e Billing Code
Trimming
Printer Features

Jrientation:

SELECTING THE PAPER

This section explains the [Paper Feed] settings in the print settings window.

* When [Auto Select] is selected:
A tray that is set for plain or recycled paper (only plain paper in the factory default setting) of the size specified in
"Paper Size" on the page setup screen is automatically selected.

* When a paper tray is specified:
The specified tray is used for printing regardless of the "Paper Size" setting on the page setup screen.
For the bypass tray, also specify the paper type. Check that the paper type that is set for the bypass tray of the
machine, check that paper of that type is actually loaded into the bypass tray, and then select the appropriate bypass
tray (paper type).

* When a paper type is specified:
A tray with the specified type of paper and the size specified in "Paper Size" on the page setup screen is used for
printing.

Special media can also be placed in the bypass tray.
For the procedure for loading paper in the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-121)".

When [Enable Detected Paper Size in Bypass Tray] (disabled by factory default) or [Enable Selected Paper Type in Bypass
@ Tray] (disabled by factory default), which you can reach by selecting [System Settings] in "Settings (administrator)" — [Printer

Settings] — [Condition Settings] — [Bypass Tray Settings] is enabled, printing will not take place if the paper size or paper

type specified in the printer driver is different from the paper size or paper type specified in the settings of the bypass tray.

* To exclude the bypass tray from the trays that can be selected when [Auto Select] is selected:
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Condition Settings] — [Bypass Tray Settings]

— [Exclude Bypass-Tray from Auto Paper Select].

* When “A4 | Letter Auto Switching” is enabled
If you print an 8-1/2" x 11” (letter) size document and there is no 8-1/2” x 11” size paper, printing will automatically take
place on A4 paper.
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Condition Settings] — [A4/Letter Size Auto
Change].
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PRINTING WHEN THE USER
AUTHENTICATION FUNCTION IS ENABLED

The user information (such as login name and password) that must be entered varies depending on the authentication
method being used, so check with the administrator of the machine before printing.

The menu used to execute printing may vary depending on the application.

é?? To prohibit printing by users whose user information is not stored in the machine:
209 In "Settings (administrator)", select [User Control] — [Default Settings] — [Disable Printing by Invalid User].

Edit Format View In the application, select [Print] from
Ne BN .
G e the [File] menu.
Open Recent >
Close Bw
Save... s
Duplicate +3S
Rename...
Move To...
Revert To >
Export as PDF...
Show Properties X3P
Dara Satiin 3D

Print... ®P
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IPn'nter: | MX=000¢

B) (1)

Presets: | Default Settings

Copies: 1 | [7] Two-Sided
Pages: @ All
(") From: \_1 | to: |1 |
Paper Size: | A4 B 210 by 287 mm

QOrientation:
l‘ Job Handling Bl
g

(2)

(4) O User Authentication JobID
Login Name: I Nae
|USER \ User |
Password: Job Name:
[anee \ [ 108 |
(" User Number
| \

Enter your user information.
(1)

Make sure that the machine's printer
name is selected.

Select [Job Handling].
Click the [Authentication] tab.

()
()
(4)

Enter your user information.

» When authentication is carried out using the login
name/password, enter your login name in "Login
Name" and your password (1 to 32 characters) in
"Password".

» When authentication is carried out using the user
number, enter your user number (5 to 8 digits) in
"User Number".

(5)

(5) Enter the user name and job name as
necessary.

* User Name
Enter your user name using up to 32 characters. The

entered user name will appear on the touch panel of
the machine. If you do not enter a user name, your
PC login name will appear.

» Job Name
Enter a job name using up to 80 characters. The
entered job name will appear as a file name on the
touch panel of the machine. If you do not enter a job
name, the file name set in the application will
appear.

(6) Click the [Print] button.
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IFREQUENTLY USED FUNCTIONS

SELECTING THE RESOLUTION

The following three selections are available for "Print Mode" (resolution):

600 dpi

This mode is suitable for printing data such as regular text or a table.

600 dpi (High Quality)

The print quality of photos and text are high.

1200 dpi

Select this mode to print photos with higher definition, and to print fine lines clearly.

= Printing Preferences X
Printing Preferences (1 )
B = B e B N e
Favorites:
|Urn'rlled v ‘ Save ‘ ‘ Defauts ‘
)
v ‘ Image Adjustment... ‘
Graphics Mode: —_ I |
(1) Click the [Image Quality] tab.
(2) Select "Print Mode".
(1)| Printer Features
Feature Sets: = Advanced2

(2) | Print Made: | 600 dpi (High Quality) B l
Sharpness: MNone B

Screening:  Default B

|| Toner Save

Boldness Adjustment:  None a

(1) Select [Printer Features] and then select [Advanced2].
(2) Select "Print Mode".
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2-SIDED PRINTING

The machine can print on both sides of the paper. This function is useful for many purposes, and is particularly
convenient when you want to create a simple pamphlet. 2-sided printing also helps conserve paper.

Paper Print results
orientation

Long Edge Short Edge

Portrait
sIIIIIIT,
3
Short Edge Long Edge
Landscape “« :

The pages are printed so that they can be bound at The pages are printed so that they can be bound at
the left or right side. the top.

é Printing Preferences x
Printing Preferences (1 )
= +
< ‘ﬂ o ‘ E e Frg e H@ Job Handiing ‘
Favaorites:
‘ Untitled ~ ‘ Save ‘ ‘ Defauits ‘
Copies: N-Up:
‘1 + ‘ MNone v‘
Original Size: 210 x 257 mm. Qutput Size: 210 x 257 mm. Staple:
‘ Ad v Same as Criginal Size i ‘ Mong v‘
Urientation ( )D Zoom Document Filing:
‘ Settings... ‘ None w ‘
@)

(1) Click the [Main] tab.
(2) Select the paper orientation.
(3) Select [Long Edge] or [Short Edge].

If necessary, you can select the method of implementing 2-sided printing. Click the [Other Settings] button on the [Detailed
Settings] tab, and select the mode from "Duplex Style".
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Orientation: @ ’I:T!h,‘

 Layout ()
Pages per Sheet: 1
Layout Direction: % ::g :j*?: ::.::
Border: | None

J -]
Two-Sidi || « Off
Long-Edge binding
Short-Edge binding

(1) Select [Layout].
(2) Select [Long-Edge binding] or [Short-Edge binding].

FITTING THE PRINT IMAGE TO THE PAPER

This function automatically enlarges or reduces the print image to match the size of the paper loaded in the machine.
This function is convenient when enlarging a letter or A4 size document to ledger or A3 size to make it easier to view, or
when printing a document on paper that is different in size from the original document.

= | =

A4 (Letter)
I— A3 (Ledger)

I

If A0, A1, or A2 size is selected in "Original Size", A4 (or Letter) is automatically selected in "Output Size".

The following example explains how to print a A4 (or letter) size document on ledger (or A3) size paper.
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0 Printing Preferences X
Printing Preferences (1 )
= - +
< ‘ﬂ TEn ‘ E e Er H T e H@ Job Handing ‘
Favorites:
‘ Untitled w ‘ Save ‘ ‘ Defauts ‘
Copies: N-Up:
‘1 + ‘ None ~
Original Size: 210x 297 mm Output Size: 257 x 420 mm Staple:
‘M w ‘ |E| None w
(2) UNEManon: Ll £oom (3) Document Filing:
['— ] I I [ ]

(1) Click the [Main] tab.
(2) Select the original size from [Original Size] (for example: A4).

(3) Select the actual paper size to be used for printing from [Output Size] (for example: A3).
If the output size is larger than the original size, the printed image will be automatically enlarged.

Printer: | MX-xxxx

of o

Presets: Default Settings

Copies: [ 1 (] Two-Sided

Pages: O Al
() From: |1 | to: (1 |
- (1)
Paper Size: | A4 210 by 297 mm
- v [Tk
QOrientation: @ I!‘
(2)
Paper Handling

2 Collate pages
Pages to Print: = All pages

Page Order: Automatic 3)

Scale to fit paper size @
Destination Paper Size| A3

|| Scale down only

(1) Check the paper size for the print image (for example: A4).
(2) Select [Paper Handling].
(3) Select [Scale to fit paper size].

(4) Select the actual paper size to be used for printing (for example: A3).
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PRINTING MULTIPLE PAGES ON ONE PAGE

This function reduces the print image and prints multiple pages on a single sheet of paper. You can print only the first
page in the original size and print multiple reduced pages on the subsequent sheets.
For example, when [2-Up] (2 pages per sheet) or [4-Up] (4 pages per sheet) is selected, the following print results will be
obtained, depending on the selected page order.
This is convenient when you want to print multiple images such as photos on a single sheet of paper, and when you
want to conserve paper. When used in combination with 2-sided printing, this function saves more paper.

N-Up
(Pages per sheet)

Print results

Left to Right

Right to Left

Top To Bottom
(When the print orientation is
landscape)

2-Up
(2 pages per sheet)

71 23 4

= = |

2143

B
2 4

N-Up
(Pages per sheet)

Right, and Down Down, and Right

Left, and Down

Down, and Left

4-Up
(4 pages per sheet)

12
34

13
24

21
43

31
42

* [N-Up] that can be set on the [Layout] tab can also be set on the [Main] tab. ("Order" can only be set in the [Layout] tab.)
* Note the following when printing multiple pages on one sheet:
» The page orders for 6-Up, 8-Up, 9-Up, and 16-Up are the same as for 4-Up.

» In a Windows environment, the page order can be viewed in the print image in the printer driver properties window.

* In a Mac OS environment, the page orders are displayed as selections.

* In a Mac OS environment, the number of pages that can be printed on a single sheet is 2, 4, 6, 9, or 16. Printing 8 pages
on one sheet is not supported.

* For information on the "Repeat" function, see "PRINT THE SAME IMAGE IN TILE PATTERN (REPEAT PRINT) (page

3-68)".

@ The function for printing only the first page normally can only be used in the PCL6 printer driver.
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8= Printing Preferences x
Printing Preferences ( 1 )
HE = |§ we= B e Do e e |

Favortes:

Untitled ~ Save Defautts |

| | | | @)

2-Sided Printing: N-Up: 7 Order:

‘ MNone ~

Booklet: (2)

‘ Mone v

[1100% N-Up
o Puazter Printing:
. MNone w (4)

(1) Click the [Layout] tab.
(2) Select the number of pages per sheet.
(3) Select the order of the pages.

(4) If you wish to print borderlines, click the [Border] checkbox so that the checkmark appears.
+ To print the first page normally (as a cover), select the [N-Up with cover] checkbox ( [+ ). (PCL6 only)
« When [100% N-Up] is selected ([+]) for jobs such as N-Up copying of two A4 size pages onto one A3 sheet, the pages will be
printed at the full size of the original. If you select [Border] at this time, only the border will be printed.

Bnrder:l Single Thin Line E' (4)

Two-Sided:  Off

| | Reverse page erientation

|| Flip horizontally

(1) Select [Layout].
(2) Select the number of pages per sheet.
(3) Select the order of the pages.

(4) If you wish to print borderlines, select the desired type of borderline.
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PRINTER»> FREQUENTLY USED FUNCTIONS

PRINTING WHILE SKIPPING BLANK PAGES

If the scanned original contains blank pages, the blank pages are skipped during printing. The machine detects blank
pages and does not print them. This eliminates unnecessary printing without you having to check for blank pages before
printing.

Blank page Do not print blank pages

5= / Print

0
(l

@ This function is available in a Windows environment.

printed, or some pages that are blank may not be detected as blank and thus printed.

' » Depending on the state of the original, some pages that are not blank may be detected as blank pages and thus not being
* In N-Up Print, blank pages are not excluded and are printed.

% Printing Preferences X
Printing Preferences
B e B o |§ e R
Favortes: (1 )
Untitled v ‘ Save ‘ ‘ Defauts ‘
o Tandem Prirt:
Off w
Disable Blank Page Print:
v
(
(2

(1) Click the [Detailed Settings] tab.
(2) Select [On] in [Disable Blank Page Print].
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PRINTER» FREQUENTLY USED FUNCTIONS

STAPLING OUTPUT/PUNCHING HOLES IN
OUTPUT

Staple function

The staple function staples the output. To create materials with more sophisticated appearance, the staple function can
be used in combination with 2-sided printing.

This function saves considerable time when preparing handouts for a meeting or other stapled materials.

The stapling positions and the number of staples can be selected to obtain the following stapling results.

Staple Left Right Top
i
1 Staple*
2 Staples
RS =3
Stapleless \\
* The staple orientation (" | " or "==") varies depending on the size and orientation of the paper.

Punch function

The punch function punches holes in the output. The punch hole positions are set by selecting the binding edge.

Left Right Top

» An inner finisher, finisher, finisher (large stacker), saddle stitch finisher or saddle stitch finisher (large stacker) is required to

use the staple function.

« A finisher or saddle stitch finisher is required to use the stapleless staple function.

+ To use the punch function, installing a punch module in the finisher, finisher (large stacker), saddle stitch finisher or saddle
stitch finisher (large stacker).

» The number of holes that can be punched and the spacing between the holes varies depending on the installed punch module.

 For the maximum number of sheets that can be stapled, see "SPECIFICATIONS" in the Start Guide.

« The maximum number of sheets that can be stapled at once includes any covers and/or inserts that are inserted.

* For information on the saddle stitch function, see "CREATE A PAMPHLET (BOOKLET/SADDLE STITCH) (page 3-26)".

simultaneously.
* When the finisher is disabled in the machine's settings, the staple function and punch function cannot be used.
» When the staple function or the punch function is disabled in the machine's settings, stapling or punching is not possible.

@ * The staple and offset (shifting the position of the paper that is output for each job) functions cannot be used
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PRINTER»> FREQUENTLY USED FUNCTIONS

é Printing Preferences

Prirting Preferences (1 )

- o N | IR

Favorites:

Teers

5
|
{
|

‘Unm.led w

Staple: Position: Clutput

‘135[}“& ~

Finisher Upper Tray ~

Punch Pasition:

‘ Separator Page.. ‘

(i B ‘(2)
(1) Click the [Finishing] tab.

(2) Select the staple function or the punch function.

* For the staple function, select the number of staples in the "Staple" menu and the staple position in the“Position’"menu.
* For the punch function, select the type of punch in the "Punch" menu and the punch position in the "Position" menu.

In addition to the [Finishing] tab, [Staple] can also be set on the [Main] tab.

1
|_ Printer Features (1)

Feature Sets: = Output

@) Qutput: | Finisher Tray / Finisher B
1 Binding Edge: |m
Staple: | 2 Staples
Punch: Im

Margin Shift: | None [

Booklet: | Off [

()

(1) Select [Printer Features] and then select [Output].
(2) Select "Binding Edge".

(3) Select the staple function or the punch function.

« For the staple function, select the number of staples in the "Staple" menu.
* For the punch function, select the type of punch in the "Punch" menu.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

I CONVENIENT PRINTING FUNCTIONS

CONVENIENT FUNCTIONS FOR CREATING
PAMPHLETS AND POSTERS

CREATE A PAMPHLET (BOOKLET/SADDLE STITCH)

The pamphlet function prints on the front and back of each sheet of paper so that the sheets can be folded and bound to
create a pamphlet.

If a saddle finisher is installed and if "Booklet" and "Staple" are selected, this function automatically folds and outputs the
copies. This is convenient when you wish to compile printed output into a pamphlet.

Wn s
- -2
- LS

'8 VY

VA RS

.
v
.

% Printing Preferences X
Printing Preferences
- ¥
< ﬂ Main ‘ ‘E Paper Source ‘ ‘ Finishing Layout g Job Handling ‘
Favorites: (1 )
‘ Untitled ~ ‘ Save ‘ ‘ Defaults ‘
o 2-Sided Printing: N-Up:
None ‘ None ~
(2) (3)
Booklet Output Size: 297 x 420 mm
[ 5plit Binding: IB Paster Printing:
‘ Left ~ % None

(1) Click the [Layout] tab.
(2) Select [Standard] or [Full Image] in "Booklet".

» When [Standard] is selected, the printed image will be enlarged or reduced to fit the paper selected in "Output Size".

» When [Full Image] is selected, the printed image will be enlarged or reduced to fit the size selected in "Fit To Paper Size". By
selecting a paper size that is larger than the print image, you can cut off the edges of the paper after making the booklet to create a
booklet with no margins.

» When the number of output pages will exceed the number of sheets that can be stapled, you can select the [Split] checkbox ( [+] ) to divide the
output into multiple sub-booklets that can each be stapled. When stacked, the sub-booklets will have the same page order as the original pages.

* To select [Full Image], you must first select “Output Size”.

(3) Select the specified output size and the binding edge.
» When [Standard] is selected, select the output paper size.

» When [Full Image] is selected, select the size to which you want to enlarge or reduce the print image in [Fit To Paper Size], and select
the paper size you want to use for printing in "Output Size".
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PRINTER» CONVENIENT PRINTING FUNCTIONS

If a saddle stitch finisher is installed

= Printing Preferences X

Printing Preferences

) e ‘ ‘E e e Ty I

|6 wwe ||

Fayorites: (4)
‘ Untitled “ ‘ Save ‘ ‘ Defaults ‘
Staple: Output
Saddle Stitch Tray ~
[ o |
o Fold:
IJ Saddle Fold “

(4) Click the [Finishing] tab.
(5) Select [Saddle Stitch] from "Staple".

When a saddle finisher (large capacity) is installed and the job is not output correctly with [Saddle Stitch], select [Saddle
Stitch (Reverse)].

[ [Ees
Orieat?ﬁan: m ’@‘

{ Printer Features

Feature Sets: = Output

Output: | Saddle Stitch Tray B

(2) | Binding Edge: | Left

(3) | steple: | saddle Stitch

Punch: | None B
Margin Shift: | Mone B

(4) | Booklet: | 2-Up

(1) Select [Printer Features] and then select [Output].
(2) Select "Binding Edge".

(3) Select [Saddle Stitch].

(4) Select [Off] or [2-Up].

3-27



PRINTER» CONVENIENT PRINTING FUNCTIONS

TRIMMING THE EXCESS OF FOLDED PAPER

If a trimmer unit is installed, you can trim off excess edges of paper for a finer finish.

00

= Printing Preferences X

(1)

T +
o Hg Job Hareling
e

‘ Output:
‘ Sadde Stitch Tray v‘

g S ? X
unch:

‘ |E| MNone ~ Dmnd L Separator Page...

Width: [20..20.0] (2)
0 . N —

rE —

‘ [ secde Fois v — B L Thmeming...

Offset:

‘ % Non w ‘

(1) Click the [Finishing] tab.
(2) Click the [Trimming] button.
(3) Set the [Trimming] checkbox to , and specify "Trimming Width".
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PRINTER» CONVENIENT PRINTING FUNCTIONS

[ Trimming B
(1)
This item is available when Trimming Module is set.
2)
& Trimming I
Width: 2.0 mm.
0.080 in.
)
Gancel |

(1) Select [Trimming].
(2) Set the [Trimming] checkbox to .
(3) Specify the trimming width.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

PRINTING WITH MARGIN SHIFT SETTING (MARGIN)

This function shifts the print image to increase the margin at the left, the right, or the top of the paper.
If a finisher or saddle finisher is installed, the staple and punch functions of the machine can also be used together.
This is convenient when you wish to staple or punch the output but the binding area overlaps the text.

L —

By shifting the image, the part of the image that is outside the print area will not be printed.

= Printing Preferences X
(1)
Print Position 15
3) Firishing | Layout | = Job Handling ‘
Print Position
Margin Shift ~ ‘ Defaults ‘
Width: .30 N-Up
- [ —
Unit
1
Postion:
Left ~ Poster Printing:
\ ‘ Naone
\ .
(2)
oK Cancel ‘ R ‘

(1) Click the [Layout] tab.
(2) Click the [Print Position] button.
(3) Select [Margin Shift].

(4) Select the shift width.

Select from the "Margin Shift" menu. If you wish to configure another numeric setting, select the setting and click buttons
or directly enter the number.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

Orientation: m I@

[ Printer Features B (1)

Feature Sets: | Output =2

Output: [ Finisher Lower Tray H

Binding Edge: = Left B (2)

. Cancel |
e —
(1) Select [Printer Features] and then select [Output].
(2) Select "Binding Edge".
(3) Select "Margin Shift".
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PRINTER» CONVENIENT PRINTING FUNCTIONS

CREATE A LARGE POSTER (POSTER PRINTING)

One page of print data is enlarged and printed using multiple sheets of paper (4 sheets (2 x 2), 9 sheets (3 x 3) or 16
sheets (4 x 4)). The sheets can then be attached together to create a large poster.

To enable precise alignment of the edges of the sheets during attachment, borderlines can be printed or overlapping
edges can be created (overlap function).

A = 7y

@ This function is available in a Windows environment.

@ Printing Preferences X

Printing Preferences (1 )

ﬂ Main HE Paper Source Firishing Layout é Job Handing

Favorites:

Urtitled v

@ 2:sid=d Printing R
Mone ~ Mone i

o Booklet:
None “
@

Poster Printing:
S
w
[ ovedap

| Pt Posiion.. |

(1) Click the [Layout] tab.

(2) Select the number of sheets to be used in "Poster Printing".
If you wish to print borderlines and/or use the overlap function, click the corresponding checkboxes so that the appears.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

FUNCTIONS TO ADJUST THE SIZE AND
ORIENTATION OF THE IMAGE

ADJUST PRINT POSITION ON ODD AND EVEN PAGES
SEPARATELY (PRINT POSITION)

This function sets different print positions (margins) separately for odd and even pages and prints the pages.

@ This function is available in a Windows environment.

2 N-Up:
Print Position ? X
| = o :
®)
| |2 . “
I =
X 30..30] X [30..30
F FE. [ FE. N
Y: 3030 : [30... 30
[ O T ) | e /|
Unit: (2)
Prirt Position... ‘l
() e

(1) Click the [Layout] tab.
(2) Click the [Print Position] button.
(3) Select [Custom].

(4) Set the amount of shifting of the print position for odd-numbered pages and even-numbered
pages.

(5) Click the [OK] button.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

ROTATING THE PRINT IMAGE 180 DEGREES (ROTATE
180 DEGREES)

This feature rotates the image 180 degrees so that it can be printed correctly on paper that can be loaded in only one
orientation (such as paper with punch holes).

aogav | = | ABCD

= Printing Preferences X
Printing Preferences
o +*
ﬁ Main ‘E Paper Source H Finishing Layout HE Job Handling
Favorites: 1
Untitled ~ ‘ Save ‘ ‘ Defauits ‘
Copies: N-Up:
‘1 + ‘ None v‘
Original Size: 210 x 297 mm. Output Size: 210 x 297 mm. Staple:
Ad ~ Same as Original Size ~ ‘ |E| MNone v‘
[JZoom Document Filing:
‘ Settings... ‘ ‘ None v‘
(
(2)

(1) Click the [Main] tab.
(2) Select [Portrait (Rotated)] or [Landscape (Rotated)] in "Orientation".

: : [
Orientation: I,L|

| Layout (1)
Pages per Sheet: | 1
Layout Direction: % l% :% :ﬁ:

Border: Mone
Two-Sided: | Off

l Reverse page orientation |(2)
|_| Flip horizontally

(1) Select [Layout]
(2) Select the [Reverse page orientation] checkbox so that appears.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

ENLARGING/REDUCING THE PRINT IMAGE (ZOOM
SETTING/ENLARGE OR REDUCE)

This function enlarges or reduces the image to a selected percentage.
This allows you to enlarge a small image or add margins to the paper by slightly reducing an image.

= —L]

=

When using the PS printer driver (Windows), you can set the width and length percentages separately to change the
proportions of the image.

= Printing Preferences x
Printing Preferences
e = |5 we (@ | e
Favorites: (1 )
Untided v ‘ Save ‘ [ .
Zoom Settings T X I
Copies: 0 M-Up:
\1 + al
- . )
Original Size: 210 257 mm. Output Size: 210 % 297 mm. Staple: Zoom: 25 . 400]
‘M v ‘M v I ‘ . ‘ .
Orientation: ] Zoom | I Dr Reference Point
‘ Portrait ~ ‘ Settings... 1 R ‘ Upper Left w
2-Sided Prirting (2) |
(4) l oK l Cancel

(1) Click the [Main] tab.
(2) Click the [Zoom] checkbox so that appears, and click the [Settings] button.

(3) Enter the percentage.
By clicking the ZB button, you can specify the value in increments of 1%. In addition, select [Upper Left] or [Center] for the
base point on the paper.

(4) Click the [OK] button.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

Page Attributes B

Format For: | MX-xto B
SHARP MX-xxxx PPD

Paper Size: | A4 ]
210 by 297 mm

Orientation: m ’@

(1
Scale o

(2)

(?) Cancel OK

(1) Select [Page Setup] from the [File] menu and enter the ratio (%).
(2) Click the [OK] button.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

ADJUST THE LINE THICKNESS (WIDTH)
Adjusting line widths used in data such as CAD

This function increases the thickness of the entire line when the print lines are not clear in CAD or other special
applications.
When the data includes lines of varying widths, you can print all lines at the minimum width as necessary.

S R
v

s

* This function is available in a Windows environment.
« This function can be used when the PCL6 printer driver is used.
» When printing from an application that processes lines as raster graphics, line widths cannot be adjusted.

@ Printing Preferences X

Prirting Preferences (1 )

L inestts H Stamp Image Quaity || A, Detaled Setings

Favorites:

(

Untitled _ [ | ‘ Defaits ‘

Line Width ? X

Print Mode (3)

:

600 dpi (High Quality) ‘ Image Adjustment... ‘

D | | -
Vector ( 2)

\ Line Width...

ﬂ

Bitmap Compression: ‘ Foced Width - N
Very High Quality
Boldness Adjustment
[ —— [ Minimum Line Width ‘

(1) Click the [Image Quality] tab.
(2) Click the [Line Width] button.
(3) Set the line thickness and click the [OK] button.

* The units of line-width adjustment can be set to "Fixed Width" or "Ratio".
Select from the "Unit" menu.

* To print all line data in the minimum line width, click the [Minimum Line Width] checkbox.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

Thickening fine lines in Excel

When fine border lines in Excel do not print correctly, you can make the lines thicker.

* This function is available in a Windows environment.
« This function can be used when the PCL6 printer driver is used.
* Normally this setting is not necessary.

= Printing Preferences x
Printing Preferences
‘ﬂ Inserts H Stamp ‘ ‘ Image Quality A Detailed Settings
(1)
Favorites:
‘ Untitled v ‘ Save ‘ Defauts ‘
0 Tandem Print: Other Settings 7 %
o v
Disable Blank Page Print: Input Resolution:
[ S
u : Comren e
Shade Pattem
‘ Custom Image Registration... Z Spool Data Format
Text/Line Knockout control
- 0 CO
of -
Other Seftings.. | Frtable e
e
(2) .
=
RGE v
L_IFine Text
Duplex Stye: [ Pheto Image
Image Enhancement
Text +Graphics -

(1) Click the [Detailed Settings] tab.
(2) Click the [Other Settings] button.
(3) Select the [Thicken Fine Lines] checkbox ( )-
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PRINTER» CONVENIENT PRINTING FUNCTIONS

Adjusting the thickness of text and lines

You can make text and lines thicker or thinner. You can also make edges smoother or sharper.

@ This function is available in a Windows environment.

= Printing Preferences X

Prirting Preferences

8 = B w (H e ]

Favorites: (1 )
‘ Untitled ~ ‘ Save ‘ ‘ Defaults ‘
o Tandem Print: Other Settings ? X
o N
Disable Blank Page Print: Input Resolution
P —
= : (o
Shade Pattem
‘ ‘Custom Image Registration... ‘ R
Text/Line Knockout control
= < | O
off v
‘ Other Settings... | Prrtable frea
2
(2) o e EEw— 3)
[ Fine Text
Duplex Style: [ Photo Image

Z
5
<

Image Enhancemert

Text+Graphics v

(1) Click the [Detailed Settings] tab.
(2) Click the [Other Settings] button.
(3) Specify the settings.

Item Description

Text/Line control Text You can make characters and text thicker or thinner.

Graphics

Text+Graphics

Text+Graphics+Photo

Text/Line Knockout Text You can make knockout text and lines thicker.
control

Text+Graphics

Image Enhancement Text You can make the edges of text and graphics smoother or
sharper.

Text+Graphics

Text+knockout text

Text+Graphics+knockout text

Text+Graphics+knockout

w

-39



PRINTER» CONVENIENT PRINTING FUNCTIONS

PRINT A MIRROR-IMAGE (MIRROR-IMAGE REVERSE/VISUAL

EFFECTS)

The image is reversed to create a mirror image.

This function is conveniently used to print a design for a woodblock print or other printing medium.

B| = &8

@ In a Windows environment, this function is only available when using the PS printer driver.

Printing Preferences (1 )
ﬂ Inserts ‘ ‘ Stamp ‘ ‘@ Image Gualty LN Detailed Settings >
Favorites:
‘ Urtitled ~ ‘ Save ‘ Defaults
= (2
Mirmor Image: o Tandem Frint:
Off v

PS Emor Information: Disable Blank Page Prirt:

(1) Click the [Detailed Settings] tab.

(2) If you wish to reverse the image horizontally, select [Horizontal]. If you wish to reverse the image

vertically, select [Vertical].

(1)

Layout

Pages per Sheet:

= 1 =
Layout Direction: % % % %

Border: | None

~
W
A

Two-Sided:  Off 2)
|| Reverse page orientation
Flip horizontally

(1) Select [Layout].
(2) Select the [Flip horizontally] checkbox ( £3).
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PRINTER» CONVENIENT PRINTING FUNCTIONS

IMAGE ADJUSTING FUNCTION

ADJUST THE BRIGHTNESS AND CONTRAST OF THE
IMAGE (IMAGE ADJUSTMENT)

This function adjusts the brightness and contrast in the print settings when a photo or other image is printed.
This function makes simple corrections even if image editing software is not installed on your computer.

@ This function is available in a Windows environment.

= Printing Preferences x

Printing Preferences

B

Favorites:

‘ Urtitled

Print Mode:

‘ 600 dpi (High Quality)

Graphics Mode:

‘ Vector

Bitmap Compression:

Very High Quality

(1) Click the [Image Quality] tab.
(2) Click the [Image Adjustment] button.

(3) To adjust objects (text, graphics, photos) individually, select the [Adjust at each object] checkbox
([+]) and select the object.

(4) Drag the slide bar [ or click [<_ [> buttons to adjust the image.
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PRINTING FAINT TEXT AND LINES IN BLACK (TEXT TO
BLACK/VECTOR TO BLACK)

When printing a color image in grayscale, text and lines that are drawn in faint colors are printed in black. This function
allows you to bring out color text and lines that are faint and difficult to see when printed in grayscale.

ABCD ABCD
e | = e

 Raster data such as bitmap images cannot be adjusted.
« This function is available in a Windows environment.

= Printing Preferences X
Printing Preferences (1 )
ﬂ = ‘ ‘ Frr Image Qualiy A, Detaled Settings
Favorites:
Untitled v ‘ Save ‘ ‘ Oefauts ‘
Prirt Mode: Screening:
‘ 600 dpi (High Qualtty) ~ Default ~ ‘ Image Adjustment... ‘
o Graphics Mode:
[] Smoathing (2) ‘ Fort... ‘
Vector w
[] Text To Black
Bitmap Compression: ‘ Line Width... ‘
[ Vector To Black
‘ Very High Guality e
[ Toner Save Boldness Adjustment:
Sharpness Mone v
None w

(1) Click the [Image Quality] tab.
(2) Select the [Text To Black] checkbox and/or the [Vector To Black] checkbox so that appears.

* When [Text To Black] is selected, all text other than white text is printed in black.
* When [Vector To Black] is selected, all vector graphics other than white lines and areas are printed in black.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

SELECTING IMAGE SETTINGS TO MATCH THE IMAGE
TYPE

Preset settings are available in the machine's printer driver for various uses.

The following color management settings are available.

Graphics mode Select the graphics mode from "Raster" or "Vector".

Bitmap compression The data compression ratio of bitmap is set. If the ratio is higher, the image quality becomes
lower.

Screening Select the screening to modify the image to suit specific preferences, according to the

appropriate image processing method.

Sharpness This setting creates a sharper image with clear outlines, or smooths the image for a softer
effect.

Smoothing Resolution enhancement techniques (RETs) are used to smoothen the outlines of images.
This setting processes the image to increase the resolution and smooth jagged image
borders.

= Printing Preferences X
Printing Preferences (1 )
‘ﬂ mrE ‘ ‘ Ferp Image Guality A, Detailed Settings
Favortes:
‘ Untitled v ‘ ‘ Save ‘ ‘ Defauts ‘
Print Mode: Secreening:
‘ 600 dpi (High Quality) v‘ ‘ Defauit V‘ ‘ Image Adjustment... ‘
Graphics Mode:
[ Smoothing ‘ Font.. ‘
‘ Vector v‘
[] Text To Black
Bitmap Compression: ‘ Line Width... ‘
[ vector To Black
‘ Very High Guality v‘
[ Toner Save Boldness Adjustment:
Sharpness: None “
(2)

(1) Click the [Image Quality] tab.
(2) Specify the settings.
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PRINTER» CONVENIENT PRINTING FUNCTIONS

Orientation: m I@
- (1)
| Printer Features B
Feature Sets: | Advanced2 '(2)
Print Mode: | 600 dpi (High Quality)
Sharpness: | None [ )
Screening: | Default  [fof
| | Toner Save
Boldness Adjustment: | Mone B

(1) Select [Printer Features].
(2) Click the [Advanced2] tab.
(3) Specify the settings.
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FUNCTIONS TO COMBINE TEXT AND IMAGES
ADDING A WATERMARK TO PRINTED PAGES (WATERMARK)

This function adds faint shadow-like text as a watermark in the background of the printed image. The size and angle of
the watermark text can be adjusted.

The watermark text can be selected from the previously registered text in the list. When necessary, you can enter text to
create an original watermark.

my |

@ Printing Preferences (3) Watermarl k

Printing Preferences (1 )

ﬂ Inserts Stamp Image Quality Previen

‘ Add Delete

z |5
LINE]

&
[
r

¢ s

Untitled ~

|

Printing Patem:

Stamp: I
1

v
‘ Settings... | | < [ ] >
I Fostion: < 0 y: 0 [Jon Fist Pags Oriy
202
Overays: 8
_Cala
Non hd ‘ Settings... ‘
‘ Size: 100 Angle: 45
> <

(1) Click the [Stamp] tab.
(2) Select [Watermark] from "Stamp" and click the [Settings] button.
(3) Select the watermark to be used and click the [OK] button.

If you want to create a new watermark, enter the text of the watermark in the text box and click the [Add] button.

3-45



PRINTER» CONVENIENT PRINTING FUNCTIONS

; ; R =
Orientation: | I| 3

| Watermarks '

(1)

(2)
2 watermark

Text:
| TOP SECRET B

| TOP SECRET |

Size: 48  Angle: 45
| [
W W

|| Qutline Text Transparent Text:
| On First Page Only | 50%

(1) Select [Watermarks].

(2) Click the [Watermark] checkbox and configure watermark settings.
» Configure detailed watermark settings such as selection of the text.

« Adjust the size and angle of the text by dragging the slide bar ' .
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PRINTING AN IMAGE OVER THE PRINT DATA (IMAGE
STAMP)

This function prints a bitmap or JPEG image stored on your PC over the print data.
This function prints a frequently used image or an icon of your own creation as if it is stamped on the print data. The size,
position, and angle of the image can be adjusted.

.

’MEMO .
E N EEEEEEENER

@ This function is available in a Windows environment.

= Printing Preferences (3) s
Frinting Preferences (1 ) image stamp B <
B e Stamo image sy

Preview Image Stamp
Favortes: N . B
‘ Untitled w ‘ Save ‘
Sty | —

B
v
Oherdzne: (2) I < o > [Jn First Page Oniy
Poston: x 0 y 0
Size: 100 Ange: 0
< > < >

(1) Click the [Stamp] tab.
(2) Select [Image Stamp] from "Stamp™ and click the [Settings] button.

(3) Select the image stamp to be used, and click the [OK] button.

« If an image stamp has already been stored, it can be selected from the menu.
« If you have not stored an image stamp, click the [Image File], select the file you wish to use for the image stamp, and click the
[Add] button.
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REGISTERING A CUSTOM IMAGE

This function registers images used as custom images from the printer driver to the machine.

* This function is available in a Windows environment.
* This function can be used when the PCL6 printer driver is used.

To prohibit the registration of custom images:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Enable/Disable Settings] — [Disabling
Registration of Custom Image] and configure the setting.

= Printing Preferences X
Printing Preferences
@ e @ e @ e R e
Favorites: ( 3) (1 )
) l
Untitled v [ Defaults ‘
Custom Image Registration ? *
o Tandem Print:
Defautts
or . | Dot |
Disable Blank Page Print: [] Custom Image Registration
‘ off ¥ Fiegistered Tupe
Custom watermark w
Custom Image Registration... <
I Fiegistered Mame
(2) Untitled
ok || Concel

(1) Click the [Detailed Settings] tab.
(2) Click the [Custom Image Registration] button.

(3) Select the registration type and name of the custom image.
When [Custom stamp] is selected in "Registered Type", non-transparent stamp image is registered. When [Custom watermark]
is selected, transparent watermark image is registered.

If you have attempted to store multiple pages of data, only the first page will be stored.
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OVERLAY A FIXED FORM ON THE PRINT DATA (OVERLAYS)

This function overlays data on a fixed form you have prepared.
By creating table rulings or a decorative frame in an application different from that of the text file and registering the data
as an overlay file, an attractive print result can be easily obtained without the need for complex manipulations.

XXXX XXXX E
XXX 1 100 XXX 11100
XXXX 10 150 XXXX 10 | 150
XXX 0 120 XXX 0120
XXXX 10 250 XXXX 10 | 250
@ aaabbbeee 1-2-3

= "

]

]

@ aaabbbece 1-2-3

@ This function is available in a Windows environment.

Creating an overlay file

@ Printing Preferences x
Printing Preferences
w EEB Stamp moge w2 oo o \
Favorites: (2) e ! " a
Untitled w ‘ Save ‘ :|

Stamp:

‘ Image Stamp w ‘ Settings.. ‘ |:
e | o | ek
>
Settings.. I Printing Method:
|

Query Page Oveday

[ ==

(1) Open the driver properties window from the application that is used for creating overlay data.
(2) Click the [Stamp] tab.
(3) Click the [Settings] button.

(4) Click the [New] button and specify the name and folder to be used for the overlay file that you
wish to create.
The file will be created when the settings are completed and printing is started.
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‘ » When printing is started, a confirmation message will appear. The overlay file will not be created until the [Yes] button is
clicked.

* When you click the [Open] button, the existing overlay file is registered.

Printing with an overlay file

é Printing Preferences s

Prirting Preferences

ﬂ = s Image Qualty ‘ ‘\ Detailed Seftings ‘
Favorites: (2
= ] e BT
Stamp
‘ Image Stamp V‘ ‘ Settings... ‘ ‘ Copies Stamp... ‘

(1) Open the driver properties window from the application that is used for printing with an overlay
file.

(2) Click the [Stamp] tab.

(3) Select an overlay file.
A previously created or stored overlay file can be selected from the menu.
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ADDING THE NUMBER OF COPIES (COPIES STAMP)

You can add the number of copies to the header or footer of the print data. You can also set a copies number and print
position.

@ This function is available in a Windows environment.

% Printing Preferences *
Printing Preferences (1 )
P [ 8 e (S e
Favorites:
‘ Untitled v ‘ Save ‘ ‘ Defaults ‘
Stamp:
‘ Image Stamp ~ ‘ Settings.. ‘ Copies Stamp... I
2)
)
7%
Preview [ Copies Stamp
Fomat  Poston
sas v [ tewerkont
Huambe
Automatic
L Page Only
Total S n Covers / Inserts
Automatic
1

(1) Click the [Stamp] tab.
(2) Click the [Copies Stamp] button.
(3) Select the settings, and click the [OK] button.
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PRINT FUNCTIONS FOR SPECIAL PURPOSES

PRINTING SPECIFIC PAGES ON DIFFERENT PAPER (DIFFERENT
PAPER)

In a Windows environment
The front and back covers and specified pages of a document are printed on paper that is different from the other pages.
Use this function when you wish to print the front and back covers on heavy paper, or insert colored paper or a different

paper type at specified pages.
As necessary, paper can be inserted as insertion sheets where nothing is printed.

In a Mac OS environment
The front and back covers are printed using paper that is different from the other pages. This function can be used, for
example, when you want to print only the front cover and last page on thick paper.

% Printing Preferences (3) X
T X

nserts Option: I| e
Enter.
For example : 3,510

mmmmmmm

(1) Click the [Inserts] tab.
(2) Select [Covers/inserts] from [Inserts Option], and click the [Settings] button.

(3) Select the paper insertion settings.
+ Select the insertion position, paper source, and printing method from the corresponding menus.
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+ Click the [Add] button and your settings will appear in "Information”.
» When you have finished selecting settings, click the [Save] button in "Favorites” to save the settings.

‘ » When [Bypass Tray] is selected in "Paper Tray", be sure to select the "Paper Type" and load that type of paper in the
bypass tray.

» When [Other Page] is selected for "Insert Position", specify the insert position by directly entering a page number. When
"Printing Method" is set to [2-Sided Printing], the specified page and the next page after it will be printed on the front and
reverse side of the paper, and thus an insert setting at a page printed on the reverse side will not be effective.

(1) | Printer Features

(2)| Feature Sets: | Covers

@) Cover Page: IEE
pavr Tray: | Auto et [
peper ypes | Auto Soect [
Last Page: Im

papr Tray: | Auto Setect [
paper ypes | Auto Soect [

(1) Select [Printer Features].
(2) Select [Covers].

(3) Select the cover insertion settings.
Select the print setting, paper tray, and paper type for the front and back covers.
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ADDING INSERTS WHEN PRINTING ON
TRANSPARENCY FILM (TRANSPARENCY INSERTS)

When transparency film is used for printing, this function prevents the sheets of transparency film from sticking together
by inserting a sheet of paper between each sheet of film. As necessary, the same content as that printed on each sheet
of transparency film is also printed on the corresponding sheet of inserted paper.

= Printing Preferences X

Printing Preferences (1 )
=) Main HE T Fre ‘ ey T Hé Job Handing
aw

K
&
E

Staple: Output

‘ Automatically Select ~

‘ Separator Page... ‘

“:INone V‘ ‘ Settings... ‘ o ‘ = ‘

(1) Click the [Finishing] tab.
(2) Select [None].

@ Printing Preferences X

Printing Preferences (3)

=) Main E T G ‘ Frorr

Favorites

Urtitled w

o
&
E

Output Size 8.50x 11.00in. Mote:

Same as Criginal Size ~

Thin Paper: 13 - 16 Ib. bond (55 - 59 g/m2)

Plain-1: 16 - 24 Ib. bond (60 - 89 g/m2)

Paper Tray: Plain-2: 24 - 28 Ib. bond (30 - 105a/m2)

Heavy Paper-1: 281b. bond - 65 |b. cover (106 - 176 g/m2)

‘Mosaect v‘

Heavy Paper-2: 651b. cover - 80 Ib. cover (177 - 220 g/m2)
Heavy Paper-3: 801b. cover - 140 |b. index (221 - 256 g/m2)
Paper Type Heavy Paper-4: 1401b. index - 110 Ib. cover {257 - 300 g/m2)
(4) ‘ Transparency ~

(3) Click the [Paper Source] tab.
(4) Select [Transparency].
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8= Printing Preferences X
Printing Preferences (5)
« ﬂ Inserts ‘ Stamp ‘ ‘ Image Quality ‘\ Detailed Settings ‘
o 7)
Favorites:
Unilled v‘ ‘ ‘ Transparency Insets 7 x ‘ . ‘
- — [ Printed
Inserts Option N
) Paper Tray:
= -
4

Paper Type:

Please make sure that transparencies.
are placed in proper fray.

(5) Click the [Inserts] tab.
(6) Select [Transparency Inserts] and click the [Settings] button.

Select the print setting, paper tray, and paper type for the front and back covers.

(7) Select the transparency insert settings.

When the [Printed] checkbox is selected to set to , the same content as that printed on the transparency film is also printed
on the insert. Select the paper source and type if needed.

Set the paper type of the bypass tray to [Transparency] and load transparency film into the bypass tray.

Orientation: ’E‘ ’@‘

(1)
Printer Features

(Z)I Feature Sets: Transparency Inserts ]

Transparency Inserts: = On (Unprinted) B

Paper Tray: |. Auto Select

()

Paper Type: |. Auto Select

(1) Select [Printer Features].

(2) Select [Transparency Inserts] in "Feature Sets".

(3) Select the transparency insert settings.

When [On (Printed)] is selected from "Transparency Inserts", the same content as that printed on the transparency film is also
printed on the insert. Select the paper source and type if needed.

Set the paper type of the bypass tray to [Transparency] and load transparency film into the bypass tray.
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INSERTING SEPARATOR PAGES BETWEEN JOBS OR COPIES

You can insert separator pages between jobs or the specified number of copies.

Job 1

Job 2
3 3
Job 1 Job 2
@ This function is available in a Windows environment.
= Printing Preferences X
Prirting Preferences
< ‘ﬂ Main HE T T Layout Hé Job Handing ‘
Favorites:
Untled (3) o = | ‘ Defauts ‘

Insert Postion Paper Tray. Paper Type

(1) Click the [Finishing] tab.
(2) Click the [Separator Page] button.
(3) Changing the settings
« Select the paper tray and paper type from "Paper Selection”, and specify the separator page position in "Insert Position".

» To add a separator page each time printing of the set number of copies is completed, select [Per Copies] in "Insert Position".

 For example, if you are printing 10 copies and you select "5", a separator page will be added after the 5th copy and after the
10th copy.

When the bypass tray is selected, be sure to select the "Paper Type".
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PRINTING A CARBON COPY (CARBON COPY)

This function prints an additional copy of the print image on paper that is of the same size but from a different paper tray.
For example, if carbon copy print is selected when plain paper is loaded into tray 1 and colored paper is loaded into tray
2, a print result similar to a carbon copy slip is obtained with a single selection of the print command. If plain paper is
loaded into tray 1 and recycled paper is loaded into tray 2 as necessary, selecting Carbon Copy simultaneously prints
one copy for presentation and one copy as a duplicate.

@ This function is available in a Windows environment.

—
w
~

% Printing Preferences *
Carbon Copy 7 X
Frinting Preferences (1 )
Favortes
< ﬁl Inserts ‘ Stamp ‘ ‘@ Image Quality e ¥ = >
Favorites: Top Copy Catbon Copy
Paper Tray: Paper Tray:
Urtitled ~ ‘ Save ‘ ‘ Bypass Ty | ‘Tmﬂ ‘
Paper Type: Paper Type:
Inserts Option: I Auto Select | Use Paper Tray Set v
N
J Infomation
i Paper Tray Paper Type
Delete Cl

(1) Click the [Inserts] tab.
(2) Select [Carbon Copy] from “Inserts Option"and click the [Settings] button.

(3) Select the tray for the first copy from "Top Copy", and then select the tray for the carbon copy
from "Carbon Copy".

When the bypass tray is selected, be sure to select the "Paper Type".
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PRINTING TEXT ON TABS OF TAB PAPER (TAB
SHIFT/TAB PAPER PRINT)

There are two methods of printing on the tabs of tab paper: "Tab Shift" and "Tab Paper Print".

Tab Shift

Create the text to be printed on tab paper in an application, and set the test shifting distance in [Print Position] on the
[Layout] tab of the printer driver property window. The text will be printed on the tabs.

oav

!

Tab Paper Print (for PCL6 only)

Tab sheets are printed while they are inserted between the desired pages.

Select [Tab Paper] in [Inserts Option] on the [Inserts] tab of the printer driver properties window, and enter the text that
you want to print on the tabs. Specify the detailed settings such as the size of the tabs, the starting position, the distance
between tabs, and the page numbers where tab sheets will be inserted.

||

—]

@ » These functions are available in a Windows environment.

» Tab paper must be loaded into the bypass tray.
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Tab Shift
When you have finished preparing the data to be printed on tab papers in an application, take the following steps:
= Printing Preferences x
Prirting Preferences (6) (1)
) Main E Bere Frome oo I lmer é Job Handing
Favorites:
tUrn'rLIed ‘ Defaults ‘
24 " N-Up:
|I ‘ MNone w
Bo
[
Poster Printing:
‘ . MNone v
(5) I | Print Postion...
= (2)

(1)
(2)
(3)
(4)

(5)
(6)

Click the [Layout] tab.
Click the [Print Position] button.
Select [Tab Shift].

Specify the distance of shifting the image by directly entering a value or by clicking the =]
button.

Click the [OK] button.

Select the paper source and type.
Click the [Paper Source] tab, and select [Tray 4] or [Bypass Tray] in "Paper Tray" and [Tab Paper] in "Paper Type".

» Tab paper can be loaded into tray 4 and the bypass tray.
* To select [Tab Paper] in “Paper Type”, you must first select [None] in “Offset”.
« In the machine side, also specify the paper type for the tray with tab paper to be loaded in [Tab Paper].
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Tab Paper Print (for PCL6 only)

Open the data into which you wish to insert tab paper, and then select the settings.

= Printing Preferences (3) x
Printing Preferences (1) Tab Paper 7 x
. [ ]
o L = T = o -
Favorites: Lo Em
‘ Untitled v‘ ‘ Save ‘ Poston o the Ft Tab o020 Tab Wik o
s [l m [ [T -
Inserts Option: I | et [00..2540] Tt [100.. 1490)
T < e Pl o o R
S
Output See
M v [ s
A s =
@ e T
P T
O
| o .
[ T
j [CTe—
e, ) o £ =
" - e
(I

(1) Click the [Inserts] tab.
(2) Select [Tab Paper] from “Inserts Option”, and click the [Settings] button.

(3) Select the tab position settings.
For commercially available tab paper, use the existing settings such as [A4-5tab-D] in "Favorites". For other types of tab paper,
the position of the first tab, the distance between tabs, and the horizontal and vertical dimensions of the tab can be directly
entered or changed using the button. In addition, select the size of the tab paper from "Output Size".

(4) Select the page settings.
Specify the pages where you wish to insert tab paper and enter the text that you wish to print on the tabs. Also select the font
and adjust the layout.

» Tab paper can be loaded into tray 4 and the bypass tray.

* To select [Tab Paper] in “Paper Type”, you must first select [None] in “Offset”.

« In the machine side, also specify the paper type for the tray with tab paper to be loaded in [Tab Paper].
» The tab paper settings can be stored and a stored file can be opened from "Favorites".
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TWO-SIDED PRINTING WITH SPECIFIC PAGES PRINTED
ON THE FRONT SIDE (CHAPTER INSERTS)

This function prints specific pages on the front side of the paper.
When you specify a page (such as a chapter cover page) to be printed on the front side of the paper, it is printed on the
front side of the next sheet even if it would normally be printed on the reverse side of the paper.

o e =
" el W

o3 S X
sl Yol X,

Example: When pages 4 and 8 are specified as page settings.
(Back is blank)

« This function is available in a Windows environment.
@ * This function can be used when the PCL6 printer driver is used.

X
S I e
1)
‘ Save ‘ ‘ Defaults ‘
Chapter Inserts: N-Up:
|Enter page numbers separated by | ‘ None »
mmmmmm .

(1) Click the [Layout] tab.

(2) Select the 2-Sided Printing.
For information on the "2-Sided Printing" setting, see "2-SIDED PRINTING (page 3-18)".

(3) Enter the page numbers of the initial pages of the chapters, separating the numbers with
commas.
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FOLDING PRINTED PAPER IN HALF (FOLD)

If a folding unit is installed, print paper can be folded.
For example, if A4 (8-1/2" x 11") and A3 (11" x 17") size print images are mixed, you can fold A3 (11" x 17") size paper

to the A4 (8-1/2" x 11") size to adjust the width of the actual print paper to the A4 (8-1/2" x 11") size. When necessary,
you can staple folded sheets.

To use the Half Fold and Saddle Fold (Staple) functions, you need to mount a saddle stitch finisher.

Types of paper folding functions

Fold

Folding types Print Side Orientation Folding results Description
Inside -
Multiple sheets are
Saddle Fold collectively folded in
the center.
Outside -
»
Inside - A B » »
Paper is folded in the
Half Fold center.
Copies are output
sheet by sheet.
Outside -
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: . : Fold : )
Folding types Print Side Orientation Folding results Description

4

Open Right A B C

Inside

open L ABC

For example, paper
is folded in three so
that it can be put into
an envelope. Copies
are output sheet by
sheet.

C-Fold

4

3
<1 = <N &L

Open Right A B C

Outside

4

open L ABC

- Open Right A B C »

For example, paper
is folded in three so
that it can be put into
an envelope. Copies
are output sheet by
sheet.

Accordion Fold

; Open Left A B C =)

=1 (o}
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: . : Fold : )
Folding types Print Side Orientation Folding results Description

Open Right A B C D » A

Inside

Open Left ABCD » :D

For example, paper
is folded in four so
that it can be put into
an envelope. Copies
are output sheet by
sheet.

Double Fold

Open Right A B C D » A

Outside

ownien | |AB/CID|=> |
\

/\

\
- Open Right A B C D » ‘ For example, if A4
(8-1/2" x 11") and A3

(11" x 17") size print
images are mixed,
only the A3 (11" x
Z-Fold 17") size paper is

folded and changed
to A4 (8-1/2" x 11")
size paper.

D Copies are output
sheet by sheet.

[ e 4

4

_ v | |ABICID

3-64



PRINTER» CONVENIENT PRINTING FUNCTIONS

This function cannot be used when [Common Settings] in "Settings (administrator)" — [Device Control] — [Disabling of
Duplex] is selected.

« When printing data in a pamphlet layout, the "Booklet" function can be used to conveniently fold and staple printed output
to create a pamphlet. See "CREATE A PAMPHLET (BOOKLET/SADDLE STITCH) (page 3-26)".

» The Fold function cannot be used together with the Punch and Staple functions. However, the Z-Fold function can be used
together with the punch and staple functions when one of the following paper size is specified.
* B4, A3, Ledger (11" x 17")

» When a saddle stitch finisher (large stacker) is mounted, the Saddle Fold function folds five sheets every set. For example,
if an original has 12 A4 size plain sheets, they are folded three times in total: 5 sheets + 5 sheets + 2 sheets.
Howerver, some types of paper reduces the number of sheets that are folded every set. For example, heavy paper is
folded on a three-sheet basis.

» When a saddle stitch finisher is installed, the Saddle Fold function folds sheets one by one.

= Printing Preferences X

Prirting Preferences

e e 3 oen e o g e |[]

Favorites: (1 )

‘ Untitled v‘ ‘ Save ‘ | Defaults ‘
Q)
Fold Settings ? X I
Staple: Outpu
‘ None v‘ Autor LS

Punch:

[A] Nore |
o EEE | [ = Z]°0

S

Fold Drientation

Open Left v

(1) Click the [Finishing] tab.
(2) Select the folding method in "Fold", and click the [Settings] button.
(3) Select the desired folding method.

If you select "Z-Fold", set the checkbox of the paper size for paper folding to .
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Folding
(1)
| Printer Features =
(2)| Feature Sets: | Folding a
(3)| Fold: | Half Fold i

Print Side: | Inside E
Fold Orientation: = Open Left B

(1) Select [Printer Features].
(2) Select [Folding].
(3) Select the desired folding method.

Folding(Z-Fold)

1
(1) | Printer Features E

Feature Sets: = Folding(Z-Fold) o

2] a3

[ B4

| A4R

| | Ledger
[ | Legal

[ | LetterR

(1) Select [Printer Features], then select [Folding(Z-Fold)].
(2) Configure Fold settings.
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INSERT PRESET DATA BEFORE OR AFTER EACH
PAGE (PAGE INTERLEAVE)

This function inserts a preset data item into every page during printing.
You can easily create documents with opened page spread that is made up of text on the left-hand page and a memo
space on the right-hand page.

B
N

Pre-set data

Tl
/

« This function can be used when the PCL6 printer driver is used.

You have to create page data to be inserted in advance.
. For the procedure for creating page data, see "Creating an overlay file (page 3-49)" in "OVERLAY A FIXED FORM ON THE
PRINT DATA (OVERLAYS) (page 3-49)".

@ * This function is available in a Windows environment.

0 Printing Preferences *
Printing Preferences (1)
Overlays x
B e Samp image G
Favorites:
‘ Untitled v‘ ‘ Save ‘
T
Stamp: ]
y
‘ Image Stamp v‘ ‘ Seftings.. ‘ inting Method:
“This function s used to interleav each prted page with an identical insert page. To
use this function. it is necessary ta use the “Oveday” function to prepare an insett page
[
Mone Settings.. ” :
(2)

(1) Click the [Stamp] tab.
(2) Click the [Settings] button.
(3) Select [Page Interleave] from the "Printing Method".

(4) Set the overlay data to be inserted and set its insertion position.
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PRINT THE SAME IMAGE IN TILE PATTERN (REPEAT
PRINT)

This function prints the same image in tile pattern on a sheet. This is useful for producing name cards and stickers.

—

* This function is available in a Windows environment.
* This function can be used when the PCL6 printer driver is used.

&= Printing Preferences X
Printing Preferences
< 1y TER ‘E G H T e H@ Job Handing
]
1)
Favorites: v
Untitled ~ ‘ Save ‘ ‘ Defaults ‘
Copies:
‘ 1 +
Criginal Size: 210 x 297 mm. Output Size: 210x 297 mm., Staple:
‘ Ad ~ Same as Original Size ~ ‘ None -

(1) Click the [Main] tab.
(2) Select the repeat count in "N-Up".
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PRINTING PATTERN DATA (HIDDEN PATTERN PRINT)

This function prints pattern data such as "DO NOT COPY" behind the print data.

If paper with pattern data is duplicated, the pattern data emerges in the background, which will help to prevent
information from being leaked through unauthorized document copying.

AB
CD

AB

= cb

* This function is available in a Windows environment.
« This function can be used when the PCL6 printer driver is used.

% Printing Preferences

X
Printing Preferences (1 ) (3)
& [ | — Fidden Pt 7 x .
Favorites: Favories
‘ Urtitled ~ ‘ Save Jefaul Save
Stamp: [tidden Pattem
Embedded Text Pattem Settings
Naone - Effect Patiern
Character stand out .
Overdays: e
Camouilage Patterm:
L None .
None .
Date/Time
e | Dark Light
Login Name/User Number

(2)

Serial Number

Account Job ID

(1) Click the [Stamp] tab.
(2) Click the [Hidden Pattern] button.
(3) Configure the settings for hidden pattern printing and click the [OK] button.

The hidden pattern printing function cannot be used when "Print Mode" is set to [1200 dpi].
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+ "Hidden Pattern" is a function provided for the purpose of deterring unauthorized printing. It does not guarantee the
prevention of information leakage.

» Text may not be completely hidden on an output sheet with a pattern print under certain machine conditions. In "Settings
(administrator)", select [Security Settings] — [Hidden Pattern Print Setting] — [Contrast] if this is the case.

» The hidden pattern may not emerge on copies with certain types of devices or under certain setting conditions used to
copy an output sheet with a pattern print.
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CHANGING THE RENDERING METHOD AND PRINTING
JPEG IMAGES (USE DRIVER TO RENDER JPEGS)

In some situations, a document containing a JPEG image may not be printed correctly. This can be solved by changing
the way the JPEG image is rendered.

When you print an original containing JPEG images, this function allows you to select whether the images are rendered
in the printer driver or the machine.

« This function is available in a Windows environment.
* When images are rendered in the printer driver, it may take time until the printing is completed.

% Printing Preferences X
Printing Preferences ( )
ﬂ Insetts H Stamp H Image Qualty 9 Detaled Settings ‘ >
Favorites:
Other Setting ? x
Untitled w
Tandem Print:
i e = e
Ipi ~
- ‘Og \,‘ I [ Use diivert render JPEGs I
) ) Shade Pattem: (3)
Disable Blank Page Print:
Jor .
Spool Data Fom:
Text/Line Knockout cortrol
off
‘ Custom Image Registration... ‘ Printable Area:
-
Rp Style:
: [ Thicken Fine Lines:
e €
[Fine Text
(2) Duplex Style: [Photo Imags
mmmmmmmmmm et
S— . (4)
=

(1) Click the [Detailed Settings] tab.

(2) Click the [Other Settings] button.

(3) Click the [Use driver to render JPEGs] checkbox so that appears.
(4) Click the [OK] button.
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MAXIMIZING THE PRINT AREA ON THE PAPER (PRINT AREA)

By maximizing the print area, you can print on the full paper size.

@ This function is available in a Windows environment.

Even when the print area is maximized, edges may be cut off.

L = ‘ ‘ Fera ‘ ‘@ e EET ‘ 4, Detaled Settings >
Favorites (1 )
Untitled ~ ‘ Save ‘ Defau;
@ renden it P X
o v
Disable Blank Page Print: Input Resolution:

Text/Line control

Job N a
[ Use driver to render JPEGs
Shade Pattem’

‘ o » 600 dpi

‘ Custom Image Registration..

| Data Fomat
ool Befa Fom 1, /Line Knockout conrol
Fra—E Y
| I
Other Settings... I Printable Area

2) -

Lo e [ Thicken Fine Lines
[ Fine Text

Duplex Style [ Photo Image

image Enhancement

Text+Graphics v (4)
o |

(1) Click the [Detailed Settings] tab.
(2) Click the [Other Settings] button.
(3) Select [Maximum] from the "Printable Area".

(4) Click the [OK] button.
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CONVENIENT PRINTER FUNCTIONS

USING TWO MACHINES TO PRINT A LARGE PRINT
JOB (TANDEM PRINT)

To use this function, two machines that can perform tandem printing are required.
Two machines connected to the same network are used to run a large print job in parallel. This function reduces the
printing time when you handle a large number of prints.

Example: Printing four sets of copies

-

4-? ?'}

2 sets of 2 sets of
copies copies

To use the tandem print function, the IP address of the client machine must be registered in the printer driver.
. * In a Windows environment, this is accomplished automatically by clicking the [Auto Configuration] button on the
[Configuration] tab of the printer driver.
* In Mac OS 10.6 to 10.8, this is accomplished automatically by clicking the [Update] button (or [Tandem Settings] button) on
the "Tandem Print" screen. In Mac OS 10.9, enter the IP address of the client machine.

@ This function cannot be used in Mac OS X 10.10 or later.
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= Printing Preferences x

Printing Preferences

@ e B e B e [N e

Favorites: (1 )

‘ Urtitied v ‘ ‘ Save ‘ Defate ‘
o Tandem Print:

v

Digzble Blank Page Frint: (2)

or ]

(1) Click the [Detailed Settings] tab.
(2) Select [On] in "Tandem Print".

The tandem print function can be used only when the printer driver has been installed using "Custom Installation" with [LPR
‘ Direct Print (Specify Address/Auto Search)] selected and with the [Yes] checkbox selected for "Do you want to use Tandem
Print function?".

‘[ Tandem Print = ]

1)
This feature is available when LPD/LPR or Socket/HP Jet Direct is used.

(2)

™ Tandem Print

W Larnuen JEng s

Printer's Address

Master Machine:

1192.168.3.24 |

Client Machine:

1192.168.3.23 | ( Update ]

[ Cancel ] m

(1) Select [Tandem Print].
(2) Click the [Tandem Print] checkbox so that @ appears.

To use the tandem print function, you must select the protocol to be used as instructed in the message that appears when
you add the printer driver in the "Printer Setup Utility".
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SAVING AND USING PRINT FILES (DOCUMENT FILING)

This function stores a print job as a file on the machine's hard drive, allowing the job to be printed from the touch panel
when needed. The location for storing a file can be selected to prevent the file from being mixed together with files of
other users.
* Hold Only
This setting is used to hold a print job on the machine's hard drive without printing it.
* Hold After Print
This setting is used to hold a print job on the machine's hard drive after it is printed.
» Sample Print
When a print job is sent to the machine, only the first set of copies is printed. After checking the contents of the first set
of copies, you can print the remaining sets from the operation panel of the machine. This prevents the occurrence of
excessive misprints.

[li[s

* When printing from a PC, you can set a password (5 to 8 digits) to maintain the confidentiality of information in a stored file.
When a password is set, the password must be entered to print data.

 [Document Filing] that can be set on the [Job Handling] tab can also be set on the [Main] tab.

' * For the procedure for printing files stored on the machine's hard drive, see "FILE PRINTING (page 6-25)" in "Document Filing".

= Printing Preferences *
Prirting Preferences (1 )
o - ¥
<&y Main HE TP H T et ‘g Job Handiing ‘ >
Favorites:
‘ Untitled - ‘ Save ‘ ‘ Defaults ‘
o Drirt Dalazea (2) (3) Authentication:
Document Filing: Stored to: Mone e
Main Folder w
C]PIN Code [ User Name [ Job Name
] Auto Job Control Review
[C] Create PDF for PC Browsing

(1) Click the [Job Handling] tab.
(2) Select the function from the "Document Filing".

(3) Select the folder for storing the file in “Stored to”.

To enter a password (5 to 8 digit number), click the [PIN Code] checkbox so that the checkmark appears.
To create a public PDF for PC browsing, select the [Create PDF for PC Browsing] checkbox ( [+] ).
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» When [Quick File] is selected, "Document Filing" will be set to [Hold After Print].
* When [Quick File] is selected, the password entered in "Document Filing" is cleared.

* If necessary, you can select the data format from CMYK and RGB for data to be stored in the machine. Click the [Other
Settings] button on the [Detailed Settings] tab and select the format from "Rip Style".

* To store a file in a custom folder, you must first create the custom folder using [Document Operations] in "Settings
(administrator)" — [Document Filing]. If you have set a password for the custom folder, enter the password (5 to 8 digit
number) in "PIN Code" on the stored to screen.

If you have configured "Printing Policy" on the [Configuration] tab to always use the document filing function, the [Document
Filing] checkbox and [Print Release] checkbox will not appear.

orientation: T #' \II_E]I

| Job Handling Bl
(1)

(2) Iaﬂm Authentication

Print Release

(3)| Document Filing Stored to (4)
| Hold After Print | Main Folder
PIN Code:

— | '

PIN Code:

]

(1) Select [Job Handling].
(2) Select [Retention].

(3) Select how to save the print data in "Document Filing".
After you have entered a password (a 5 to 8-digit number), click the |#  button to lock the password. This allows you to readily
set the same password the next time you use it.

(4) Select the folder to store the file in "Stored To".

If you selected [Custom Folder], enter the name of the custom folder where you want to save the file.

* When [Quick File] is selected, "Document Filing" will be set to [Hold After Print].
» When [Quick File] is selected, the password entered in "Document Filing" is cleared.
* If necessary, you can select the data format from CMYK and RGB for data to be stored in the machine. Select [Advanced1]
in [Printer Features] and select the format from "Rip Style".

* To store a file in a custom folder, you must first create the custom folder using [Document Operations] in "Settings
(administrator)" — [Document Filing]. If you have set a password for the custom folder, enter the password (5 to 8 digit
number) in "PIN Code" on the folder selection screen.
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AUTOMATICALLY PRINT ALL STORED DATA

When user authentication is enabled on the machine, all document filing (stored) print jobs of the user who logs in are
automatically printed. After all jobs are printed, the stored jobs are deleted.

* In "Settings (administrator)", select [User Control] — [Default Settings] and enable [Automatically print stored jobs after
login].
* When executing document filing print, in addition to the user authentication information, enter the user name stored in the
machine in "User Name" of "Default Job ID" in the printer driver.
» Using this function in a Windows environment: PRINTING IN A WINDOWS ENVIRONMENT (page 3-4)
» Using this function in a Mac OS environment: PRINTING IN A Mac OS ENVIRONMENT (page 3-13)

' To use the Print All function, the following steps are necessary:

Files with a password and files that are protected by the document filing function of the machine will not be printed. Files in a
folder (excluding My Folder) that has a password will also not be printed.

(1) Select [Job Handling].

At the time of document filing print, in addition to the user authentication information, enter the user name stored in the machine
in "User Name" in the printer driver.

(2) A confirmation prompt will appear. Tap the [OK] key.
The print files stored in the quick file folder, main folder, and custom folder will be printed automatically and then deleted.
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PRINTING AND SENDING SIMULTANEOUSLY

This function prints data created in an application from the machine and simultaneously sends the data to the addresses
stored in the machine.

This function allows you to complete two tasks, printing and sending, with one operation from the printer driver.

* You must complete the preparatory steps for using each sending function of the machine. For more information, see the

@ » Addresses must be stored in advance in the machine. For more information, see "ADDRESS BOOK (page 1-145)".
explanation of each sending function.

* This function is available in a Windows environment.
« This function can be used when the PCL6 printer driver is used.

You cannot print and send data simultaneously when [System Settings] in "Settings (administrator)" — [Printer Settings] —
[Condition Settings] — [Disabling sending while printing] is selected.

= Printing Preferences x
Printing Preferences
- -, L ¥
< ﬁ‘ Main E Paper Source Finishing Layout @ Job Handling >
Favontes: (1 )
1
Untitled V‘ ‘ Defats ‘
Print and Send (3) ? X
o Prirt Release E=0
[APrnt and Send
Document Filing: Stored to: m(4)
hd . )
‘ Hold After Print v‘ Mzin Fold 5) —
D Name Emai FTP Desktop Network Fol. Inter ™
0045, PCO118 -
[ Job Name
[]PIN Coc oo e
0050 BIGPAD
0051 PCO512
0052 PCOS17
r 0053 PCO519 v
< >
' J Add Add Al
‘I D Name. Email FP Deskiop. Network Fol...  Intemet
D EAnety deb End (2) o ’
>
o= ]
(6)
I oK l Cancel

(1) Click the [Job Handling] tab.

(2) Click the [Print and Send] button.

(3) Select the [Print and Send] checkbox so that appears.
(4) Click the [Get Address Book] button.

(5) From the "Address Book" list, select the address to which you wish to send the data, and click
the [Add] button to add the address to the "Destination" list.
« If you wish to send the data to all addresses, click the [Add All] button.
* To delete an address from the "Destination" list, select the address and click the [Delete] button. If you wish to delete all
addresses, click the [Delete All] button.

» Up to 50 destinations can be specified.
» Data cannot be sent to an Internet Fax address.
(6) Click the [OK] button.

The printer driver settings are applied to sending settings.
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PRINTING WITHOUT THE PRINTER
DRIVER

EXTENSION OF PRINTABLE FILES

When you do not have the printer driver installed on your PC, or when the application used to open a file that you wish to
print is not available, you can print directly to the machine without using the printer driver.
The file types (and corresponding extensions) that can be printed directly are shown below.

PDF,
Encrypt PDF, DOCX,
File Type TIFF JPEG PNG PCL PS Compact PDF, XLSX,
PDF/A, Compact PPTX
PDF/A
ipeg, jpg pel, docx, xlsx
Extension tiff, tif ipe, ffif png t;j(rtn, ps, prn pdf ppix

@ Some files may not print correctly even if shown in the above table.

DIRECTLY PRINTING A FILE ON AN FTP
SERVER

When an FTP server is configured, you can directly select and print files on the FTP server from the touch panel of the
machine. This function eliminates the need for downloading the files from the FTP server to your PC and sending print
jobs from the PC to the machine.

To configure an FTP server:
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Direct Print Settings (FTP)]. (Administrator
rights are required.) Up to 20 FTP servers can be configured.

When you select a PDF file that has a password, you must enter the password in the job status screen to begin printing.
» PRINTING AN ENCRYPTED PDF FILE (page 3-89)

n Tap the [HDD File retrieve] key.
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E— gl Tap the [Select File from FTP to Print]
e i === key on the action panel.

FTP to Print

Seieu ion

USB Memory to Print
Select File from
Network Folder to Print

i

Tap the key of the FTP server that you wish to access.

When a server is selected, entry of a user name and password may be necessary. Enter your user name and password,
and tap the [Enter] key.

Tap the key of the file that you wish to print, and tap the [Change Setting to
Print] key on the action panel.
» When printing multiple files, tap the keys of the files you wish to print, and tap the [Print] key on the action panel.

*» The = icon appears to the left of keys of files that can be printed.
» The “¥ icon is displayed to the left of keys of folders on the FTP server. To display a folder or a file in a folder, tap this
key.

* A total of 100 keys of files and folders can be displayed.
* Tap n to move up one folder level.
» When you move down a folder level by tapping a folder key, appears.
Tap this key to return to the file or folder name selection screen.
« Tap [ to switch to thumbnails.

* Tap the [File or Folder Name] key to change the order of the files and folders displayed on the screen. Each time the
key is tapped, the order changes between ascending and descending.

Select the print conditions.

« If you have selected multiple files in step 4, you can select only the number of prints.
« If you selected a PS or PCL file that includes print conditions in step 4, the print conditions in the file will be given
priority.

Tap the [Start] key.
Printing begins after the selected file is downloaded.

DirectOffice™ is a product of CSR Imaging US, LP.
DirectOffice™ is a trademark of CSR Imaging US, LP, registered in the United States and other countries, used with
permission.
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DIRECTLY PRINTING A FILE IN USB MEMORY

Files in a USB memory device connected to the machine are printed from the operation panel of the machine without
using the printer driver.

When the printer driver of the machine is not installed on your PC, you can copy a file into a commercially available USB
memory device and connect the device to the machine to print the file directly.

* Printing from a USB memory device is not possible when [System Settings] in "Settings (administrator)" — [Printer

@ * Use a FAT32 USB memory device with a capacity of no more than 32 GB.
Settings] — [Condition Settings] — [Disabling of USB Memory Direct Print] is selected.

When you select a PDF file that has a password, enter the password in the job status screen to begin printing.
» PRINTING AN ENCRYPTED PDF FILE (page 3-89)

Connect the USB memory device to
the machine.

o7 When the screen for selecting the
action appears, tap [Print from
external memory device (USB)].

If the screen does not appear, follow the steps below.

(1) Tap the [HDD File retrieve] key (or [Direct
Print] key).

(2) Tap the [Select File from USB Memory to
Print] key on the action panel.

oK
n External memory device (USB) is connected. .
xtern
= me ce
-

to Extern:
Memory Device

Tap the key of the file that you wish to print, and tap the [Change Setting to
Print] key on the action panel.

» When printing multiple files, tap the keys of the files you wish to print, and tap the [Print] key on the action panel.

» The = icon appears to the left of keys of files that can be printed.

» The =¥ icon is displayed to the left of keys of folders in the USB memory device. To display a folder or a file in a
folder, tap this key.

« A total of 100 keys of files and folders can be displayed.
* Tap to move up one folder level.
* When you move down a folder level by tapping a folder key, appears.
Tap this key to return to the file or folder name selection screen.

« Tap E to switch to thumbnails.

» Tap the [File or Folder Name] key to change the order of the files and folders displayed on the screen. Each time the
key is tapped, the order changes between ascending and descending.
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Select the print conditions.

« If you have selected multiple files in step 3, you can select only the number of prints.
« If you selected a PS or PCL file that includes print conditions in step 3, the print conditions in the file will be given
priority.

Tap the [Start] key.
* Printing begins after the selected file is transferred.

Remove the USB memory device from
n the machine.

{‘-.'7? To prohibit direct printing from a USB memory device, enable “Settings (administrator)” — [System Settings] — [Printer
f0j Settings] — [Condition Settings] — [Disabling of USB Memory Direct Print].

DIRECTLY PRINTING A FILE IN A NETWORK
FOLDER

You can specify and print a file in a network folder from the touch panel of the machine.
Even if the network folder is not registered, you can access the network folder by directly entering or referring to the path
to the folder in the workgroup.

To register a network folder:

In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Direct Print Settings (Network Folder)].
(Administrator rights are required.) Up to 20 network folders can be registered.
To prohibit direct printing from a network folder, enable “Settings (administrator)” — [System Settings] — [Printer Settings] —
[Condition Settings] — [Disabling of Network Folder Direct Print].

Printing from a network folder is not possible when [System Settings] in "Settings (administrator)" — [Printer Settings] —
[Condition Settings] — [Disabling of Network Folder Direct Print] is selected.

When you select a PDF file that has a password, you must enter the password in the job status screen to begin printing.
» PRINTING AN ENCRYPTED PDF FILE (page 3-89)
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Printing a file in the network folder you have configured in the machine's
settings

n Tap the [HDD File retrieve] key.

n Tap the [Select File from Network Folder to Print] key on the action panel.

Tap the [Open Registered Network Folder.] key on the action panel and tap
the network folder that you wish to access.

If a screen appears prompting you to enter a user name and password, check with your server administrator and enter
the appropriate user name and password.

» When you tap the [Direct Input of Folder Path] key, a screen appears to allow direct input of the network folder path.
For more information, see "Entering the network folder path directly (page 3-84)".
* When you select the workgroup, server, and network folder in sequence, you can access the network folder. For more
information, see "Referring to the network folder path (page 3-84)".

Tap the key of the file that you wish to print, and tap the [Change Setting to
n Print] key on the action panel.
* When printing multiple files, tap the keys of the files you wish to print, and tap [Print] on the action panel.

» The = icon appears to the left of keys of files that can be printed.
» The &¥ icon is displayed to the left of keys of folders in the network folder. To display a folder or a file in a folder, tap

this key.

« A total of 100 keys of files and folders can be displayed.
* Tap n to move up one folder level.
« To return to the network folder selection screen, tap .

« Tap [ to switch to thumbnails.

* Tap the [File or Folder Name] key to change the order of the files and folders displayed on the screen. Each time the
key is tapped, the order changes between ascending and descending.

Select the print conditions.

« If you have selected multiple files in step 4, you can select only the number of prints.
« If you selected a PS or PCL file that includes print conditions in step 4, the print conditions in the file will be given
priority.

Tap the [Start] key.
Printing begins after the selected file is transferred.
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Entering the network folder path directly

Direct Input of Path

Path Input .
to Folder

User Name =

Password

Direct Input of
1+ | Folder Path
- Upen Registered
Network Folder.
Refer to Folders
on Network

Tap [Direct Input of Folder Path] in
step 3 of "Printing a file in the network
folder you have configured in the
machine's settings (page 3-83) ".

Enter the path to the folder, user name and password.

Access the network folder.
For the procedure for printing, see steps 4 to 6 of "Printing a file in the network folder you have configured in the machine's settings".

Referring to the network folder path

Workgroup

Workgroup Name

ag

t

" WorkGroup1
" WorkGroup2
" WorkGroup3
" WorkGroup4
¥ WorkGroups

" WorkGroups

Direct Input of
I+ Folder Path

_ Open Registered
Network Folder.

Tap the key of the workgroup that you
wish to access in step 3 of "Printing a
file in the network folder you have
configured in the machine's settings
(page 3-83)".

Tap the key of the server or computer that you wish to access.

If a screen appears prompting you to enter a user name and password, check with your server administrator and enter
the appropriate user name and password.

Tap the key of the network folder that you wish to access.

Access the network folder.
For the procedure for printing, see steps 4 to 6 of "Printing a file in the network folder you have configured in the
machine's settings (page 3-83)".

» Tap the icon and enter a keyword to search for a workgroup, server, or network folder. To enter text, see "NAMES
AND FUNCTIONS OF SOFT KEYBOARD KEYS (page 1-215)".

» Up to 100 workgroups, 100 servers, and 100 network folders are displayed.
* Tap n to move up one folder level.

* To return to the workgroup selection screen, tap .
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DIRECTLY PRINTING FROM A COMPUTER
SUBMIT PRINT JOB

By selecting [Document Operations] — [Submit Print Job] from "Settings (Web version)" and specifying a file, you can
directly print the file without using the printer driver.

In addition to a file on your PC, this procedure can be used to print any file that can be accessed from your PC, such as
a file on another PC connected to the same network.

Files that can be printed are PDF, TIFF, JPEG, PCL, PS, XPS, DOCX, PPTX, and XLSX files with extensions pdf, tif, tiff,
jpeg, jpg, jpe, jfif, pcl, ps, xps, docx, pptx, and xIsx.

Enter the password for the encrypted PDF data on Spool Queue of the Job Status screen.

@ * When user authentication is enabled in the settings of the machine, the print function may be restricted. For more

* If you selected a PS or PCL file that includes print conditions, the print conditions in the file will be given priority.
information, ask your administrator.

Print Settings

Select print settings. Select the file you want to print in “Select File”, select settings, and then click [Print].

Item Description

Copies Set the number of copies to be printed.

Paper Size Set the print size.

Orientation Select portrait or landscape for the print orientation.

2-Sided Print Select one-sided printing, two-sided printing (booklet), or two-sided printing (tablet).

Output If printing by set, select the “Print per Unit” checkbox.

Staple Select staple settings.
Select to insert separator pages. Specify whether separator pages are to be added in front

Separator Page of or behind each set. Select the paper tray with the paper you want to use from the paper
trays.

Fit To Page Print with the file expanded to the full paper size.

Print What St?leF:t whether blank sheets are to be deleted or the entire book is to be printed when
printing an Excel file.

Output Tray Select the output tray for the print job.

Quick File Save the print data in the Quick File Folder of the machine.

Print Glossy Select this checkbox if the print job will be printed on glossy paper.

Billing Code Select the checkbox of the Billing Code to assign, and then enter the billing code.

“DirectOffice™ is a product of CSR Imaging US, LP.
DirectOffice™ is a trademark of CSR Imaging US, LP, registered in the United States and other countries, used with
permission.”
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FTP PRINT

You can print a file from your PC by simply dragging and dropping the file onto the FTP server of the machine.

To perform FTP print:
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Print Setting from PC/Mobile Terminal], set
[FTP Print] to [Enable], and then configure the port number. (Administrator rights are required.)

Performing FTP print

Type "ftp://" and then the IP address of the machine in the address bar of your PC's Web browser as shown below.
Example: ftp://192.168.1.28

Drag and drop the file that you wish to print onto the "Ip" folder that appears in your Web browser. Printing of the file
automatically begins.

« If you selected a PS or PCL file that includes print conditions, the print conditions in the file will be given priority.
» When user authentication is enabled in the settings of the machine, the print function may be restricted. For more
information, ask your administrator.

E-MAIL PRINT

If you configure your e-mail account in the machine, the machine periodically checks your mail server and automatically
prints received e-mail attachments without using the printer driver.

To perform e-mail print:
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [E-mail Print Settings], and register your e-mail
account. (Administrator rights are required.)
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Performing e-mail print
Using your PC's e-mail software, specify the e-mail address of the machine in "Address" and send e-mail attached with

a file to be printed.

Control commands can be entered in the message of the e-mail to specify the number of copies and print format.
Commands are entered in the format "command name = value" as shown in the example to the right.

COPIES=2
DUPLEX=LEFT

PAPER=A4

ACCOUNTNUMBER=11111

As an example, the control commands include the following:

Function Command name Values
Copies COPIES 1to0 9999
Staple™ STAPLEOPTION g_?;ig_’;is-rwo SADDLE,
Punch™2 PUNCH OFF, ON
Punch holes PUNCH-NUMBER TWO, THREE, FOUR, FOURWIDE
Collate COLLATE OFF, ON
2-sided Print DUPLEX TOP, LEFT, RIGHT, OFF
Account Number*3 ACCOUNTNUMBER Number (5 to 8 digits)
File Format™ LANGUAGE _I;g":’ 325('_' POSTSCRIPT, PDF,
Paper PAPER Efgtehr et:;t can be used (A4, LETTER,
Fold (Saddle Fold)™ V-FOLD OFF, INSIDE, OUTSIDE
Fold (Z-Fold)'s FOLD (L)g_l:_i_é\;, A4, B4, LEDGER, LEGAL,
Document Filing*® FILE OFF, ON

FOLDERNAME Up to 28 characters

Quick File'® QUICKFILE OFF, ON
Output OUTTRAY CENTER, RIGHT, FINISHER, TOPTRAY
Fit Page FITIMAGETOPAGE OFF, ON
Print Glossy MEDIATYPE GLOSSY
Print Pages PRINTPAGES 1-2,5,9-
Print Target*? ALLSHEETS OFF, ON

*1 Enabled only when an inner finisher, finisher, finisher (large stacker), saddle stitch finisher or saddle stitch finisher
(large stacker) is installed. "STAPLELESS" is only enabled when a finisher or saddle stitch finisher that allows
stapling without staples is installed.

*2 Enabled only when a punch module is attached to the finisher, finisher (large stacker), saddle stitch finisher or saddle
stitch finisher (large stacker).

*3 Can be omitted except when authentication is by user number.

*4 Enabled only when a saddle stitch finisher is installed.

*5 Enabled only when a folding unit is installed.

*6 Only enabled when either "Document Filing" or "Quick File" is "ON". When both are "ON", this is disabled.
Enabled only when a folding unit is installed.

*7 This is only enabled you print an Excel file.
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» The mail text must be in a text format. If entered in Rich Text format (HTML), the commands will have no effect.
* If you enter "Config" in the mail text, a list of control commands is returned.

« If nothing is entered in the body text (message) of the e-mail, printing will take place according to the settings configured in
"Settings (administrator)." — [System Settings] — [Printer Settings] — [Initial Status Settings]. If you selected a PS or PCL
file that includes print conditions, the print conditions in the file will be given priority.

* Enter a file type only when you wish to specify the page-description language. Normally there is no need to enter a file type.
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IPRINTER JOBS
CHECKING THE PRINT STATUS

When you tap the job status display, jobs are displayed in a list. To check the status of a printer job, tap the [Print] tab.
When you wish to stop or delete jobs or to perform priority processing, read the following items:

* STOPPING/DELETING A JOB IN PROGRESS OR RESERVED (page 1-137)

* PRIORITY PROCESSING OF A RESERVED JOB (page 1-138)

* CHECKING A RESERVED JOB OR THE JOB IN PROGRESS (page 1-140)

+ CHECKING COMPLETED JOBS (page 1-141)

@ Back

Job  Job Queue Progress / Sets Status
5 User_1_User_1_User /0004 Encrypt PDF
tF User 2 User 2 User /0004 Spooling

PRINTING AN ENCRYPTED PDF FILE

PDF encryption is used to protect a PDF file by requiring the entry of a password to print or edit the file.
To directly print an encrypted PDF file on an FTP server or in a USB memory device, etc. connected to the machine,
reset the password and begin printing.

* To print an encrypted PDF file using the printer driver, enter the password when opening the file on your PC.
* Printing is not possible if you do not know the password for the encrypted PDF file.
« Encrypted PDF versions that can be directly printed are 1.6 (Adobe® Acrobat® 7.0) and earlier.

(1) Tap the Job status display and tap the [Print] tab.
(2) Tap the [Spool] key.

When the list contains an encrypted PDF file, a message is displayed to indicate that an encrypted PDF file exists.

(3) Tap the print job key for the encrypted PDF file.

@ You cannot select multiple encrypted PDF files.

(4) Tap the [Enter Password for Encrypt PDF.] key on the action panel.

(5) Enter the password (32 characters or less) and tap the [Yes] key.

When both a master password and a user password (which is used to open the file) have been set, enter the master
password.
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CHANGING TO ANOTHER PAPER SIZE AND
PRINTING WHEN PAPER RUNS OUT

If printing stops because the machine ran out of paper, or if the size of paper specified in the printer driver is not loaded
in the machine, a message will appear in the touch panel.

Printing will begin automatically when paper is loaded in the machine. If paper of the desired size is not immediately
available, you can use paper that is set in a different tray.

@ If you changed to a different paper size, printing may not take place correctly; for example part of the text or image may run
off the paper.

(1) Tap the job status display.

(2) Tap the key of the job for which "Paper Empty" appeared.

(3) Tap the [Reselect Paper] key on the action panel.

(4) Tap the key for the tray containing the paper that you wish to use, and tap m
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IAPPENDIX
PRINTER DRIVER SPECIFICATIONS LIST

For information on the setting items, refer to printer driver Help.
PRINTER DRIVER SETTINGS SCREEN / REFERRING TO HELP (page 3-6)

Function Windows Mac OS
Tab ltem PPD™ PPD™
(Windows)
Copies - 1-9999 1-9999 1-9999 1-9999
Collate - Yes Yes Yes Yes
Original Size 3-4 Yes Yes Yes Yes
Output Size 3-4 Yes Yes Yes Yes
Orientation 3-34 Yes Yes Yes Yes
Adjust to Paper Size 3-19 Yes Yes No Yes
Main Zoom 3-35 Yes*2 Yes Yes*2 Yes*2
2-Sided 3-18 Yes Yes Yes Yes
N-Up 3-21 ?64 68,9, f64 68,9, 2,4,6,9,16 2,4,6,9,16
Staple "3 3-24 Yes Yes Yes Yes
Document Filing 3-75 Yes Yes No Yes
Color Mode - No No No No
Output Size 34 Yes Yes Yes Yes
Paper Paper Tray 3-7 Yes Yes Yes Yes
Source Paper Type 3-7 Yes Yes Yes Yes
Tray Status 3-7 Yes Yes No No
Staple "3 Saddle Stitch "4 3-24 Yes Yes Yes Yes
Punch "3 3-24 Yes Yes Yes Yes
Fold "4 3-62 Half Fold Half Fold Half Fold Half Fold
Finishing Offset - Yes Yes Yes Yes
Output - Yes Yes Yes Yes
Separator Page 3-56 Yes Yes No No
Trimming 3-28 Yes Yes No Yes
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Function Windows
*1
Tab Item PPD
(Windows)
2-Sided 3-18 Yes Yes Yes Yes
Chapter Inserts 3-61 Yes No No No
Booklet 3-26 Yes Yes Yes Yes
Page No. 3-21 2,4,6,8,9, 24,689, 2,4,6,9,16 2,4,6,9,16
16 16
Repeat 3-68 Yes No No No
Order 3-21 Yes Yes No Yes
N-Up
Border 3-21 Yes Yes No Yes
Layout N-Up with 3-21 Yes No No No
cover
100% N-Up 3-21 Yes Yes No No
Poster Printing 3-32 Yes Yes No No
10mm to 10mm to
. . 30mm (0 30mm (0
Margin Shift | 3-30 inchto1.2 | inchto1.2 | o ves
Print Position inch) inch)
Tab Shift 3-58 Yes Yes No No
Custom 3-33 Yes Yes No No
Print Release - Yes Yes No Yes
Document Filing 3-75 Yes Yes No Yes
Create PDF for PC Browsing 3-75 Yes No No No
Job Handling
Print and Send 3-78 Yes No No No
Notify Job End - Yes Yes No No
Authentication 3-8 Yes Yes No Yes
Covers/Inserts 3-52 Yes Yes Yes*6 Yes*6
Transparency Inserts 3-54 Yes Yes No Yes
Inserts
Carbon Copy 3-57 Yes Yes No No
Tab Paper 3-58 Yes No No No
Watermark 3-45 Yes Yes Yes Yes
Image Stamp 3-47 Yes Yes No No
Stamp Overlay 3-49 Yes Yes No No
Hidden Pattern 3-69 Yes No No No
Copies Stamp 3-51 Yes No No No
Print Mode 3-17 Yes Yes Yes Yes
Graphics Mode - Yes No No No
Bitmap Compression - Yes Yes No No
Image
. Sharpness 3-43 Yes Yes Yes Yes
Quality
Screening 3-43 Yes Yes Yes Yes
Smoothing 3-43 Yes Yes No Yes
Text To Black 3-42 Yes Yes No No

3-92




PRINTER» APPENDIX

Tab
(Windows)

Function

Item

Windows
PPD™

Mac OS
PPD™

Vector To Black 3-42 Yes Yes No No
Toner Save *7 - Yes Yes Yes Yes
Color Mode - No No No No
Image Type - No No No No
g}aa?:y Advanced Color - No No No No
Image Adjustment 3-41 Yes Yes No No
Font - Yes Yes No No
Line Width 3-37 Yes No No No
Boldness Adjustment - Yes Yes Yes Yes
Mirror Image 3-40 No Yes Yes Yes
PS Error Information - No Yes Yes No
PS Pass-Through - No Yes No No
Job Compression - No Yes No No
Tandem Print 3-73 Yes Yes No Yes*8
Disable Blank Page Print 3-23 Yes Yes No No
Custom Image Registration "4 3-48 Yes No No No
Other Settings
* Input Resolution - Yes Yes No No
* Shade Pattern - Yes No No No
» Spool Data Format - Yes Yes No No
* Printable Area 3-72 Yes Yes No No
g::::gg * Rip Style 3-75 Yes Yes No Yes
* Duplex Style 3-18 Yes Yes No No
+ CMYK Image Enhancement - No Yes No No
» Job Name Shortening - Yes Yes No No
* Use driver to render JPEGs 3-71 Yes Yes No No
» Expand - No No No No
* Thicken Fine Lines 3-38 Yes No No No
* Fine Text - Yes Yes Yes Yes
* Fine Edge - No No No No
* Text/Line control 3-39 Yes Yes No No
* Text/Line knockout control 3-39 Yes Yes No No
» Photo Image - Yes Yes Yes Yes
* Image Enhancement 3-39 Yes Yes Yes Yes

*1 The specifications of each function in Windows PPD and Mac OS PPD vary depending on the operating system version

and the application.

*2 The horizontal and vertical proportion cannot be set separately.

*3 If a finisher or a saddle stitch finisher is installed (The punch module is also required in order to use the punch function.)
*4 |f a saddle stitch finisher is installed.
*5 Only covers can be inserted.
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*6 This setting may not operate in some applications and operating systems.
*7 This function cannot be used in Mac OS X 10.10 or later.

SPECIFYING A BILLING CODE USING THE
PRINTER DRIVER

You can enter a billing code using the printer of the machine.
For an overview of a billing code, refer to "BILLING CODE (page 1-71)".

Enable billing code

This setting is required only in the Windows environment. (Always usable under Mac OS environment)

Click the [Start] button, select [Settings] — [Device] — [Devices and
Printers].

In Windows 8.1/Windows Server 2012, right-click the [Start] button, select [Control Panel] — [View devices and printers]
(or [Devices and Printers]).
In Windows 7/Windows Server 2008, click the [Start] button, select [Devices and Printers].

Right-click the printer driver icon of the machine and select [Printer
Properties].
B i — = Specify a billing code
e - (1) Click the [Configuration] tab.
'..:_c...,,. A — — (2) Click the [Printing Policy] button.
ST —=—="] (3 Setthe|[Billing Code] check box to vl
S () (4) Click the [OK] button.
= |5
(G = ]
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When printing starts, the billing code setting screen appears.
Enter the main code and sub code, and click the [OK] button.
To retain the specified billing code, set [Always Use This Billing Code] to .

Billing Code Settings 7 X

Main Code:

Default Code ~

Sub Code:

Default Code -

[ Enable Manual Input

[] Always Use This Biling Code

[ ok ] Cancel |

* You can click [Get Billing Code] to get the machine's billing code list and select the billing code from the list.

« If [Use Billing Code] is set to "Disable" in "Settings (administrator)" - [Billing Code Setting] - [Administration Settings], the
entered billing code is disabled and is not recorded in the job log.

« If you have started printing without specifying a billing code, a use code is recorded in the job log.

Orientation: @ ’@‘ (1)

 Billing Code
Billing Code (2)
Main Code
3 sub Code

cancel |

(1) Select [Billing Code].

(2) Enter the main code and sub code.
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AUTHENTICATION BY SINGLE SIGN-ON

When the user authentication is used, you must enter your user name and password to print from a printer driver.

The Single Sign-on function can be used when Active Directory authentication is used on both the machine and the
computer.

When you use this function and print from the printer driver, the print job is sent to the machine using the authentication
information that you used to log in to the computer. This allows easy printing of jobs from the printer driver without the
need to enter your user name or password each time you print when user authentication is enabled.

Authentication by Single Sign-on requires that Active Directory authentication be performed on the machine and your
computer. This can only be used when your computer is running Windows.

Settings

Active Directory must be enabled on the machine in advance. For information on Active Directory, refer to "ACTIVE
DIRECTORY LINKING FUNCTION (page 1-67)". After enabling Active Directory, configure the settings below in the
printer driver.

(1) Click the [Start] button, select [Settings] — [Device] — [Devices and Printers].

In Windows 8.1/Windows Server 2012, right-click the [Start] button, select [Control Panel] — [View devices and printers] (or
[Devices and Printers]).
In Windows 7/Windows Server 2008, click the [Start] button, select [Devices and Printers].

(2) Right-click the machine's printer driver icon and select [Printer Properties].
The printer properties appear.

(3) Click the [Configuration] tab.
(4) Set the [Single Sign-on] checkbox to [+].

General  Sharing Pots  Advanced Colour Management Sect

Set Tandem Prnt...
[ Tiimming Module

Printing Policy...

“
Lerge Capacily Tiay: Output Tray Options [ Folding Uni
Auto Corfiguration...
‘ MXACT5 v Saddle Stitch Finisher (Large Stact v‘ Pt Ty
Data Secury Kt
[inserter Punch Module: L] Data Security ( 2)
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Authentication Option

For the authentication method, refer to "PRINTING WHEN THE USER AUTHENTICATION FUNCTION IS ENABLED
(page 3-8)".

(1) Click the [Job Handling] tab.

(2) In [Authentication], select [Single Sign-on].

+ Single Sign-on authentication is also possible from the Job Handling dialog box and the User Authentication dialog box.

» When Single Sign-on is enabled, [Print and Send] cannot be used.

« If you logged in to the machine in advance before using Single Sign-on, you will have the permissions of the user account
you used to log in.
If you use Single Sign-on without logging in to the machine, the user permissions will be those of "User".
This may limit the functions that you can use.

« If Single Sign-on is used without logging in to the machine, the user name in the job log will be the name set by printer
driver. If the user name is not set by printer driver, the user name in the job log will be the computer login name.
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PRINTING BY GOOGLE CLOUD PRINT

Google Cloud Print is a printing service that lets you print a file in a PC, mobile device, or other client via the Cloud
server operated by Google LLC on a printer that is connected to Cloud server.

Configure settings for connection of the machine to the Internet (proxy settings, etc.) as required for your network
environment.

The procedure for printing by Google Cloud Print is explained here.

Before using this function, you must first create a Google account.

Send a file Send a file % Print
O

Cloud server

Mobile device

Settings on the machine

Before using this function, configure the settings below in "Settings (administrator)".

« If the machine's user authentication function is enabled, turn off "Settings (administrator)" - [User Control] - [Default
Settings] - [Disable Printing by Invalid User].

« If user authentication is enabled in the Sharp OSA application, allow printing by invalid users in the application.

+ Configure the following settings in "Settings (administrator)"—[System Settings]—[Network Settings] to match your
environment.
+ |P address, subnet mask, default gateway
* IP address of DNS server
* Proxy server settings

 Configure the machine settings in the Google Cloud Print settings. For the Google Cloud Print settings, refer to
"Google Cloud Print Settings (page 8-85)".
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Print settings

You can print from an application that supports Google Cloud Print.
Functions that can be enabled from the application are as follows.

Item Description

2-Sided Print None, Book, Tablet

QOrientation Portrait, Landscape

Copies 1-999

Resolution 600x600, 1200x1200

Fit Page On, Off

Page Select -

Paper Size A4, A3, A5, B4, B5, A3W, Ledger, Legal, Letter, Invoice, Executive, Foolscap, 8 1/2 x
13 2/5, 216 x 343, 8K, 16K

Paper Tray Varies depending on the machine configuration

OQutput Tray Centre Tray, Right Tray, Upper Tray, Middle Tray, Lower Tray

Print per Unit On, Off

Staple* On, Off

* Can be used when an inner finisher, finisher, or saddle stitch finisher is installed.

Check the settings for restriction of access from the Internet, the machine administrator password, and mDNS as needed.

* In some cases the print quality using Google Cloud Print may not be the same as the print quality using other print
methods (printer driver, etc.).
The content of some files may not print correctly or may not be printable.

* In some countries and regions, the machine may not be able to use some or all of the Google Cloud Print connection
functions.

* In some network environments, the machine may not be able to use the Google Cloud Print connection functions, or
printing may be slow or may stop before the job is completed.

» Sharp Corporation does not in any way guarantee the continuity or stability of Google Cloud Print connection functions.
With the exception of instances provided for by law, Sharp Corporation bears no responsibility for any damages or loss
due to the customer’s use of these functions.

@ » Google Cloud Print uses the XMPP (5222) port or HTTPS (443) port for communication.
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BEFORE USING THE MACHINE AS A FAX

The facsimile expansion kit is required in order to make use of fax functionality.

BEFORE USING THE MACHINE AS A FAX

To use the machine as a facsimile, connect the telephone line, and set the telephone line type.

Connecting to the telephone line.

Insert the plug on one end of the telephone line cord into the telephone line socket (LINE) of the machine as shown, and
insert the other plug into a wall telephone socket.
* Be sure to use the attached telephone line cord.

Telephone line socket (Line)

In some countries, an adaptor is required to connect the telephone line cable to the wall telephone socket, as shown in
the illustration.

Wall socket

For United Adaptor
Kingdom,
Malaysia /

For Australia

For New Zealand

If the connection cable is not properly connected, "Sending has failed. Please check network connection." will appear
when you attempt to send a fax. Properly connect the connection cable.



@

Make sure the main power switch is in the " | " position.

When the main power indicator is lit up, the main power is in the " | " position. If the main power indicator is not lit up,
turn the main power switch to the " | " position and press the [POWER] button on the operation panel.
» TURNING ON THE POWER (page 1-11)

When “Settings (administrator)” — [System Settings] — [Image Send Settings] — [Fax Settings] — [Condition Settings]
— [Auto Wake Up Print] is enabled, the power automatically turns on when a fax is received (even if the [Power] button
is off), and the fax is printed. When [Auto Wake Up Print] is disabled and the [Power] button is on, received faxes are
stored in memory and are not printed until the power is turned on.

If the fax function will be used, and in particular if reception or timer transmission will take place at night, do not turn the
main power off.

Setting the telephone line type.

The machine's dial mode setting must be set to match the type of telephone line you are using.
* If the setting is incorrect, it may result in dialling failures or cause calls to be made to the wrong destination.

« If you want to set the type of telephone line automatically
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Default Settings]
— [Dial Mode Setting], and tap the [Auto Select] key.

* If necessary, you can set the type of telephone line manually.
* This setting can only be activated in Canada.

* When you connect to a digital line When Digital Line Network is enabled, the send level will be 15 dB or less when you
connect to a digital line. In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax
Settings] — [Default Settings] — [Digital Line Network].

Checking the date and time.

Verify that the correct date and time are set in the machine.

To set the date and time of the machine:
In "Settings", select [System Settings] — [Common Settings] — [Clock Adjust].

If [Disabling of Clock Adjustment] has been enabled, the date and time cannot be modified.
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Enable/Disable Settings]
— [Operation Settings] — [Disabling of Clock Adjustment], and cancel the adjustment disabling setting.

Storing the sender fax number.

Store a sender name in [Sender Name] and a fax number in [Fax No.]. Be sure to configure this information, as it is
required for communication.
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» To store the sender's name and address:
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Own Number
and Name Set] — [Sender Data Registration].
» Sender Name
Enter the sender name. A maximum of 20 characters can be entered for the sender name.
» Sender Fax Number
Sets the sender fax number.
To insert a pause between digits of the number, tap the [-] key.
To insert a space between digits of the number, tap the [Space] key.
* I-Fax Own Address
Enter a default sender address (maximum of 56 characters).
* Registration of Own Name Select
Stores the sender name used in "Own Name Select" of another function. Up to 18 sender names can be stored.
* Sender Name
Enter the sender name. A maximum of 20 characters can be entered for the sender name.
» Sender Fax Number
Sets the sender fax number.
To insert a pause between digits of the number, tap the [-] key.
To insert a space between digits of the number, tap the [Space] key.

Storing destination addresses for each scan mode in the address book

When using fax, it is convenient to previously store addresses in the address book.
For how to use the address books and how to store addresses, see the following item.
» ADDRESS BOOK (page 1-145)

» STORING ADDRESSES THROUGH DIRECT ENTRY (page 1-150)

» STORING ADDRESSES THROUGH GLOBAL ADDRESS SEARCH (page 1-151)
» STORING ADDRESSES FROM FAX OR IMAGE SEND LOGS (page 1-153)

» STORING GROUPS (page 1-154)
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FAX MODE

Fax mode has two modes: easy mode and normal mode.
Easy mode is limited to frequently used functions that allow you to smoothly perform most fax jobs.
If you need to select detailed settings or special functions, use normal mode. All functions can be used in normal mode.

EASY MODE

Easy mode makes it easy to select basic settings for fax.

1st screen
Show the size of the _ . .
placed original. '| Tap this key to display the numeric keys.
iovia Address| Fax Number Detail === Change to normal mode.
Select an address. » NORMAL MODE

» SPECIFYING THE = Address Book @ Sending History Direct Entry (page 4-8)

ORIGINAL SCANSIZE IN
PAPER SIZE (page 4-44)
» SPECIFYING THE

ORIGINAL SCAN SIZE

USING NUMERIC

VALUES (page 4-45)
Reset the address
and settings.

| Change the function
C display.

@}
Preview Immediately starts
sending a fax.

Scans the original for preview.
» PREVIEW SCREEN (page 1-20)

2nd screen
e .
=] 'r;‘g‘llna Address Fax Number Detail =
Select function to be Original Exposure Resolution
set up.

Auto Auto Standard

e

Preview

You can select these functions in easy mode.

*Original »page 4-42 *Resolution »page 4-52
*Exposure »page 4-51

To select a function in easy mode
In "Settings", select [System Settings] — [Common Settings] — [Operation Settings] — [Easy Mode Settings]
— [Easy Fax].
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NORMAL MODE

Normal mode lets you select any function setting that can be used for fax.

Tap to display the numeric keys. Enter Fax No.
I Finds an address.
. I o
Used to display the Address = Fax Number jp  Sending History Displays functions
address bopk _and ' — Exposure 1 Call Search Number available in fax mode.
enter a destination. Auto & o
:i-1 Resolution . u Direct TX Scans the original for
_ Super Fine GlHil Jﬁ o EI et preview.
' Original 7 8 9 - erification Stamp » PREVIEW
Used to change paRs 0 itz Cell e SCREEN (page
K < @ Job Build ¥ | Call Registered [ sttings
fax settings. x| 0 f Send S| me Image 1-20)
Displ the list of Slow Scan Mode e s
Isplays the list o I ] Reset the address and
Settlng keys. Mixed Size Orig. — E\ Preview E settings.
Frequently used o | L= .
[Others], programs, Original Count Sean Stze 100% Send siee
and other settings NI /::(’ > T‘:" . —_ Immediately starts
can be regiStered' %| q reception memory : 0% | Speffer g Sending a fax.
Check the current Connects a line
settings. Displays the list of keys Displays the sizes of the before starting
other than the function keys original and sending a fax.
indicated above. the data to send.

SELECTING FAX MODE

Change the copy mode to simple mode or normal mode as explained in "CHANGING MODES (page 1-19)".




[R] KEY

When the machine is connected to a PBX, the "PBX Setting" can be enabled to automatically connect to the outside line
each time you dial normally. When the PBX setting is enabled, the [R] key appears in the base screen. To dial a number
inside your PBX, touch the [R] key before dialling to temporarily cancel the "PBX Setting".

In Easy mode In Normal mode

Global Address Search

Address Fax Number m | PERIEERERRE Address  Fax Number B -

== Exposure - -
: .
“ :

as Fax Address
it C
oy Vixed Size Orig

esolution
] Super Fine
o
“ “ - -
Slow Scan Mode
e
= Scan Size Send Size
@ Original Count 100% i
Auto = Auto
A4 A4
Others 1 Speaker

Sending History

Call Search Number

| Direct TX

Call Program
¥ || Call Registered settings

| Send Same Image

Preview

* This Setting can only be activated in Germany.
* The [R] key can be included in a fax number stored in an one-touch key.
» When the [Speaker] key is touched, the "PBX Setting" is temporarily cancelled and the [R] key does not appear.

» When the [R] key is touched before dialling, an F-code (sub-address and passcode) cannot be used. Likewise, an
one-touch key in which an F-code (subaddress and passcode) is stored cannot be used.

System Settings (Administrator): PBX Setting
This is used to enable PBX Setting.
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FAX TRANSMISSION SEQUENCE

This section explains the basic steps for sending a fax.

Place the original.

Place the original in the document feeder tray of the

automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
» DOCUMENT GLASS (page 1-133)

Enter the destination fax number.

Tap the numeric keys to enter the destination number directly, or search and retrieve the address book or number.

In Easy mode In Normal mode

Original

A4 [Address ax Number ] Detail =

Address Book @Sending History|

|__LCCIEERYERLIY Address  Fax Number Q

— EXpOSUTE
i s

?ﬂ Resolution
Si

Sending History

Tt

»

Call Search Number

Direct Entry || Direct TX

uper Fine . 6
Original -
ADE
FaRS 0y [
Job Build

|| Verification Stamp
Call Program
¥ | Call Registered settings

[ Send Same Image
as Fax Address

Preview

* ENTERING A DESTINATION NUMBER USING THE
NUMERIC KEYS »page 4-13

* RETRIEVING A DESTINATION FROM AN ADDRESS
BOOK »page 4-14

+ USING A TRANSMISSION LOG TO RESEND »page
4-20

4-10

m Slow Scan Mode

Original Count

fi

Scan Size Send Size

Auto ° Auo
>

o

A4 A4

O start

Speaker

reception memory : __100%

* ENTERING A DESTINATION NUMBER USING THE
NUMERIC KEYS »page 4-13

* RETRIEVING A DESTINATION FROM AN ADDRESS
BOOK »page 4-14

* USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION »page 4-17

* RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK »page 4-18

* USING A TRANSMISSION LOG TO RESEND »page
4-20



Configure the settings.
Specify the original scan size, exposure, resolution, etc.
If necessary, you can refer to the following functions for the setting.

In Easy mode In Normal mode

I [ _FXCIEEYERY Address  Fax Number » Sending History

1 Call Search Number

= Original
Ai Address Fax Number Detail -

fun

| Direct TX

o -
riginal || Verification Stamp
1 8 9
igi
)

Original Exposure Resolution

Auto Auto Standard

m Slow Scan Mode as Fax Address
i Send Size
[ Ol Count SENSED o,
Auto Auto
2
2

o I i Call Program
_ ¥ | Call Registered settings
* 0 # [ Send Same Image

A4 A4 D start
Preview reception memory 100% Speaker
» Scanning Originals »page 4-87 » Sending Originals Collectively »page 4-75
» Changing the Exposure »page 4-51  Scanning Originals »page 4-87
» Changing the Resolution »page 4-52 » Automatically Scanning Both Sides Of an Original

(2-sided Original) »page 4-42

* AUTO DETECTION »page 4-43

« Specifying the Original Scan Size Using Numeric Values
» page 4-45

* Specifying the Send Size of the Image »page 4-49

» Changing the Exposure »page 4-51

» Changing the Resolution »page 4-52

» Sending a large Number of Pages (Job Build) »page 4-79

» Sending a Thin Original (Slow Scan Mode) » page 4-90

» Sending Originals of Different Sizes (Mixed Size Original)
» page 4-81

» Checking the Number of Scanned Original Sheets Before
Transmission (Original Count) »page 4-92

 Others »page 4-73

Send the original.
Tap the [Start] key.

* When the original is placed on the document glass:
» When sending a fax normally (memory transmission)

Repeat the steps for placing and scanning the originals the same number of times as there are originals. After
scanning all originals, tap the [Read-End] key.

* When sending a fax in direct transmission mode
Multi-page originals cannot be scanned in direct transmission mode. Tap the [Start] key to start transmission.

* In normal mode, if you tap [File] or [Quick File] on the action panel before starting fax transmission, you can save the
scanned original as data.

» QUICK FILE (page 6-9)
» FILE (page 6-10)

» To check a preview of a scanned image, tap the [Preview] key before tapping the [Start] key.
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« Set the initial screen when selected from another mode
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Default Display Settings].
When resending by document filing or recalling by saved program settings that do not include an address, select from
the following 6 types of base screens that appear.
* E-Mail
* Network Folder
» FTP/Desktop
* Internet Fax
* Fax
* Data Entry
» Change the initial screen to the address book
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Default Display Settings].
If image send mode is enabled, the Address Book is displayed in place of the initial screen of this mode.
When a default address is set in “Settings (administrator)” — [System Settings] — [Image Send Settings] — [Common
Settings] — [Condition Settings] — [Default Address Settings], this function cannot be used.
Retain send settings for a set time after transmission
In "Settings (administrator)", select [System Settings] — [System Settings] — [Image Send Settings] — [Common
Settings] — [Condition Settings] — [Hold settings for a while after scanning has been completed].
The settings will be retained after the original is scanned (until auto clear mode operates).
Send when the set time arrives even if still scanning
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Job Auto Start Time During Scanning].
Set the time at which transmission is automatically started even if the original is still being scanned.
Always stamp scanned originals
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Default Verification Stamp].
When this is enabled, originals are always stamped without the need to select “Verification Stamp”.

Fax volume setting

In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Default Settings]— [Speaker
Settings].

Speaker Settings

Use these settings to set the sound heard from the speaker for the Speaker, Ringer Volume, Line Monitor, Fax Receive
Complete Signal, Fax Send Complete Signal, and Fax Communication Error Signal. For the Fax Receive Complete
Signal, the Fax Send Complete Signal, and the Fax Communication Error Signal, the Tone Pattern and Transmission
Complete Sound Time Setting can be selected in addition to the volume.

Check on Setup Sounds

Checks the selected tone pattern and volume.
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ENTERING DESTINATIONS

This section explains how to enter a destination from the initial screen of easy mode.
» SELECTING FAX MODE (page 4-8)

ENTERING DESTINATIONS
ENTERING A DESTINATION NUMBER USING THE NUMERIC KEYS

‘I Prohibit transmission when the fax number/address is entered manually

In "Settings (administrator)", select [System Settings] — [Image Send Settings] —[Common Settings] — [Enable/Disable
Settings] — [Settings to Disable Transmission] — [Disable Direct Entry].

Prohibit manual entry of fax numbers and addresses.

Configure the setting for each of the following items:

* E-Mail

* Network Folder

* Internet Fax (Including Direct SMTP)
* Fax

_ Original

= A4

) —. Tap the [Direct Entry] key or [Fax
Number] to enter the destination fax
number.

If you want to specify multiple destinations, tap and
enter the next fax number.

If you enter an incorrect number, tap the [C] key to delete the
number and re-enter.

[Address Fax Number

Address Book @Sending History|

Direct Entry

E

Preview

Entering a Pause Between Digits of the Number

Enter a pause after the number used to dial out from a PBX (for example, after "0"), or after the country code when
dialling an international number.

Tap the [Pause] key.

A hyphen "-" is entered when the [Pause] key is tapped once.

If you want to enter a pause between digits of the number:

Enter a pause after the number used to dial out from a PBX (for example, after "0"), or after the country code when
dialling an international number.
The [Pause] key appears on the numeric keys when the destination fax number is entered.

A hyphen "-" is entered when the [Pause] key is tapped once.

To set the length of pause:
In "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Default Settings] — [Pause Time Setting].
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RETRIEVING A DESTINATION FROM AN ADDRESS
BOOK

A destination fax number is retrieved by simply tapping the one-touch key of that destination on the address book
screen. (One-touch dialling)

It is also possible to store multiple fax numbers in a one-touch key, allowing you to retrieve all the numbers by simply
tapping the key. This dialling method is convenient when you wish to send a fax to (or poll) multiple fax destinations.
When destinations of other scan modes are stored in addition to fax destinations, an icon indicating the mode appears
together with the name of the destination in each one-touch key.

Fax
A

Scan to E-mail

B
Internet Fax (Direct SMTP
> ( )
I Scan to FTP
Scan to Network Folder
e
Scan to Desktop
i Group key with multiple destinations
=

* For information on the address book, see "ADDRESS BOOK (page 1-145)".

* For the procedure for storing an address in the address book, see "STORING ADDRESSES THROUGH DIRECT ENTRY (page
1-150)", "STORING ADDRESSES THROUGH GLOBAL ADDRESS SEARCH (page 1-151)", "STORING ADDRESSES FROM
FAX OR IMAGE SEND LOGS (page 1-153)", "STORING GROUPS (page 1-154)".

Disable Selection from Address Book
Disables the selection of destinations from the address book.
Configure the setting for each of the following items:
* E-Mail
* FTP
» Desktop
* Network Folder
* Internet Fax (Including Direct SMTP)
» Fax

Tap the [Address Book] key.

_ Original
& A4 Address  Fax Number Detail =

Address Book | fSending History Direct Entry

Preview
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Tap a one-touch key of contact or
= — . group that includes the fax
*, BBBBBB destination.
% ccceee * The destinations displayed on the list can be narrowed
% DDD DDD with frequent use, categories, indexes, and keywords. (In
N EEE EEE normal mode, you can narrow down the destinations by
%, FFF FFF 4 Job type)

o R - | * Tapping [Sort] allows you to change the order of

destinations displayed in the list.
* When adding a destination, tap another one-touch key.

« If two or more destinations are selected or specified, the
total number of addresses appears next to address.

 Even if only a single destination is selected, the number of
addresses appears when the destination is a contact or
group in which multiple addresses are stored.

For more information, see "ADDRESS BOOK SCREEN

(page 1-146)".

* If you select an incorrect destination:
Tap the key again to cancel the selection.

» To cancel a selected destination
Select the destination you want to cancel in the destination list screen, and tap the [Delete] key.

» USING A TRANSMISSION LOG TO RESEND (page 4-20)
» To check the entered destinations, tap the [Address Review] key.

» THE SELECTED DESTINATIONS (page 4-16)

» The destination for transmission can be selected by tapping a stored destination.

* To select a destination from the transmission log, tap the [Sending History] key.

« If an address that you do not have permission to use is included in the addresses, a message will appear when you
press the [Start] key. To send only to the permitted addresses, press the [OK] key and then the [Enter for send] key.

In normal mode

» Tap the one-touch key, and then tap [Display Registered Information] on the action panel to display the detailed
information.

* To retrieve a destination by using a search number, tap [Call Search Number] on the action panel.
» USING A TRANSMISSION LOG TO RESEND (page 4-20)

* To retrieve a destination from a global address book, tap [Global Address Search] on the action panel.
» RETRIEVING A DESTINATION FROM A GLOBAL ADDRESS BOOK (page 4-18)

In "Settings (administrator)", remove the checkmark from [System Settings] — [Image Send Settings] — [Common

@ To send to an address in other than the current mode
Settings] — [Condition Settings] — [Address Book Default Selection] — [Apply Addresses of Sending Modes Only].
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THE SELECTED DESTINATIONS

When multiple destinations have been selected, you can display and check the destinations. You can also delete a
destination (cancel selection of the destination) if necessary.

e - - Tap the [All Destinations] key.

A4

Tt

Direct Entry

Preview

Confirm the destination.

After the confirmation is completed, tap m

All Destinations:

s AAAAAA 1-1234567890

* To confirm detailed information such as the type or name of the specified destination, tap the one-touch key of the
target destination, and then tap the [Info.] key.

« If an address that you do not have permission to use is included, a prohibition mark will appear on the address.

DELETING SPECIFIED DESTINATIONS

Select the address and tap the [Delete] key.

All Destinations

¥ . AAAAAA 1-1234567890

If you placed the original on the document glass and tapped the [Start] key, you cannot delete an address when changing
settings.
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USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION

The search number can be used to specify a destination stored in an address book.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)

Address  Fax Number

m— Exposure
; Auto

sz1 Resolution
| Super Fine
g JooBud
g SovScan Mode
oy Vixed Size Orig
Original Count
o

b ol [ OF] E‘_-h- -

L
Scan Size
Auto
A4

reception memory

o fjoo fhoen ffks

Call Search Number

Direct TX

8o [fieo

Verification Stamp

= SO

Call Program
¥ Call Registered settings.

Send Same Image
as Fax Address

Send Size
Auto

A4
100%

Speaker

s Resolution
i Super Fine
‘ Job Build

= Exposure
i Auto!
. Slow Scan Mode

oy Mixed Size Orig:
Original Count
5T

M Address Book EICECIEYIN]

Scan Size

Auto

reception memory ¢

llolro|lo]e

1234 ml |» Sending History

9 Call Search Number
" Direct TX
6
3

Verification Stamp

Call Program
W Call Registered settings

Send Same Image
as Fax Address

Speaker

Send Size
Auto

100%

)

If an incorrect search number is entered:
Tap the [C] key to clear the number and enter the correct number.

Tap [Call Search Number] on the
action panel.

Enter a search number (4 digits) using
the numeric keys and tap 1.

When the search number is entered, the stored address is
retrieved and specified as a destination.

» The search number is programmed when the destination is stored in the address book.
* If you do not know the search number, tap [Print Individual List] on the action panel to print and check the address list.

* When entering search numbers such as "0001" and "0011", "0" can be omitted. For example to enter "0001", enter "1"

and tap m .
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RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK

If an LDAP server is configured in the setting mode (Web version), you can search for the desired destination in the
global address book and obtain the fax number when performing a fax transmission.

You can also add a retrieved address to the address book. However, addresses of the FTP/Desktop transmission
cannot be stored from the machine.

L UREESY-M Address Fax Number 1| Global Address Search
e Exposure Sending Histon
ARE RS
g Resouton . Call Search Number
Super Fine 4 5 i}
4 =
it - Direct TX
riginal
O -
‘ Job Build e - Verification Stamp
* 0 # Call Program
§ S Sean Hods Call Registered settings
Scan Si Send Size
@ Onginal Count S o
Auto Auto
A4 A4
Others Speaker
] o =
Enter |
Ll Search Start m »
Target m
Speaker
- T
nter Search Start |'»
Initials |
item Target |
Name 0 e ¢
Enter Initial and press Enter key of
external keyboard or [Start Search] button. Speaker

How to search

Enter the search characters (maximum of 64 characters). T
letters.

An asterisk 3 can be used as follows:

In the base screen or address book
screen, tap [Global Address Search]
on the action panel.

Tap [Target] and tap the LDAP server
to be used.

« If an authentication screen for the LDAP server appears,
enter your user name and password.

« If only one LDAP server has been stored, it is not
necessary to take step 2. In this case, start from step 3.

After the settings are completed, tap m :

Tap ' of [Item], and select an item to
be searched from [Name/Address].

he system will look for names starting with the entered

XXX* : Names beginning with "XXX"

2 XXX : Names that end with "XXX"

A XXXH : Names containing "XXX"

AAMEXX  : Names that start with "AA" and end with "XX".
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G o I8 Enter a keyword and tap the [Search

Item Target St rt] k
flame v ISR ¢ a ey_

When you tap the keyword entry box, the soft keyboard
appears.
The search results will appear after a brief interval.

Enter Initial and press Enter key of
external keyboard or [Start Search] button. Speaker

« If no destination is found:
Tap the [Search Again] key.

» To continuously add other destination.
Tap the destination.

To check the destination information:

Tap the one-touch key of the target destination, and then tap the [Info.] key. Tap ﬂ to close the address information
screen.
When you select the destination and tap the [New Registration with Address Book] on the action panel, the destination
can be stored in the address book. This is convenient if you have entered a destination directly.
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USING A TRANSMISSION LOG TO RESEND

Select a destination from a transmission log and resend the data.

The destinations of the most recent 50 transmissions by fax, Scan to E-mail, and/or Internet fax are stored. One of these
can be selected to resend to that destination. The destinations of the FTP/Desktop transmission and Scan to Network
Folder are also shown in the transmission log.

In normal mode, you can also add an address in a transmission history to the address book. This is a convenient way to
store the fax numbers and addresses of destinations that were manually entered. However, addresses of the Network
Folder transmission cannot be stored from the machine.

* If numeric keys were tapped during the previous transmission, the number may not be redialled correctly.
» The fax addresses below are not stored as addresses for which resend is possible.

» One-touch key for a contact in which multiple destinations are stored.

» Group destinations

* Broadcasting destinations

Prohibit [Resend]

@ In "Settings (administrator)", select [System Settings] — [Image Send Settings] —[Common Settings] — [Enable/Disable
Settings] — [Settings to Disable Registration] — [Disable [Resend] on Fax/Image Send Mode].
Prohibit resending in fax / image send mode.

In Easy mode Tap the [Sending History] key.

_ Original ot
= it
v Address Fax Number etai

Preview

In Normal mode In the base screen or address book
Geww )  Screen, tap [Sending History] on the

= Exposure Call Search Number t' I
action panel.
s Resolution Direct TX
B Super Fine |
I
@ ooeuid |
] Slow Scan Mode |
& Mixed Size Orig - I Preview CA
L
Scan Si; Send Size
@ Orginal Count canSize 0%
. Ao Ao n _
nd W <) start
Others Speaker
B ﬂ- reception memory: 100% b

Call Program
Call Registered settings
Check Send/Receive
Status
Send Same Image
as Fax Address

o i [ren (e
2 |0 (1o |5

-
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® O

Sending History

Select Address to Send Again.

»  Delete All Histories

AAA AAA
~ 1472580369

BBB BBB
3692580147

Cccccce
2580147369
., Direct Entry
1234567890

4, Direct Entry
0987654321

Speaker

To cancel the resend setting:

Tap the highlighted key.

In normal mode

Tap the key of the fax destination that
you wish to redial.

The last 50 addresses used for transmission are displayed.

» To add an address to the address book, select the address and tap [New Registration with Address Book] or
[Additional Registration with Address Book] on the action panel.

* You can select an address and tap [Delete the Selected History] or [Delete All Histories] on the action panel to delete

one or all histories.
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SENDING BY CHAIN DIALLING

Number sequences entered using the numeric keys and/or one-touch keys can be linked together with pauses and
dialled as a single number.

For example when dialling an international number, tap the [Pause] key between the identification number of an
international telephone service company (e.g., "001") and the country code (e.g., "81" for Japan) to insert a pause for
smoother line connection.

The time (in seconds) set in "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Default
Settings] — [Pause Time Setting] defines the length of pause. Set a value from 1 to 15 seconds in increments of 1
second.

On the screen, a hyphen "-" indicates a pause.

If two seconds are set in [Pause Time Setting], tapping the [Pause] key three times enters pauses for 6 seconds.

Example: Using chain dialling to dial an international number

Numeric keys Address book one-touch key

|

010 1 212 xxxxxx

Pause

lo||o][1] B

N\

Country code of USA
Area code of New York City
Telephone number of other machine —_—

« After entering the number with the numeric keys, tap the [Pause] key to enter the next number with the numeric keys, or

‘ » Addresses that can be selected are addresses that only have one fax address saved.
tap the [Chain Dial] key on the action panel to select an address from the address book.

« After selecting the address from the address book, select [Chain Dial Combine with Direct Input] on the action panel to
enter the next number with the numeric keys, or [Chain Dial Combine with Address Book] to select an address from the
address book.
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BASIC TRANSMISSION METHODS

This section explains how to enter a destination from the initial screen of easy mode.
» SELECTING FAX MODE (page 4-8)

BASIC TRANSMISSION METHODS
FAX TRANSMISSION METHODS

The methods that can be used to send a fax from the machine are described below. Select the method that best suits
your needs.

To fax a large number of sheet originals:

Use the automatic document feeder.

The originals will be scanned into memory and then transmitted (memory transmission).

When multiple original sheets are placed in line idle state, they will be sent in sequence from the scanned page in
parallel with the scanning process (Quick On Line Sending).

If transmission cannot begin immediately because the line is in use, all pages will be scanned and stored in memory.
» USING THE AUTOMATIC DOCUMENT FEEDER FOR TRANSMISSION (page 4-29)

=0

Transmission

Storing a fax job

If transmission cannot begin immediately because the line is in use, all pages will be scanned and stored in memory. If
you want to attempt to send a fax while another job is in progress, you can store the fax job. To check the stored fax job,
display the job status screen.

» FAX JOBS (page 4-126)

‘ « If memory becomes full while the first original page is being scanned, transmission will stop.

* When the transmission is finished, the scanned original pages are cleared from memory. However, when the document
filing function is used, the transmitted fax is stored.
» QUICK FILE (page 6-9)
» FILE (page 6-10)
« If Job Build is enabled, you can select the automatic document feeder or the document glass to scan the original. This
sending method may not be available depending on the function.
» SENDING A LARGE NUMBER OF PAGES (JOB BUILD) (page 4-79)
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‘ In the following situations, the transmission will be automatically reserved (memory transmission)

* When the line is busy or a communication error occurs and automatic resending is enabled.
» WHEN A COMMUNICATION ERROR OCCURS (page 4-27)
» The line of the machine will be busy if another fax is being sent, received, or if the machine is in the busy state.

» Another fax transmission was reserved ahead of your fax.
» One of the following functions is being used for transmission.

* Broadcast transmission, F-code transmission, Timer transmission, Dual Page Scan, Book Divide, N-Up, Card Shot, Job
Build, Original Count

» The document glass is being used (except when the speaker is being used to dial).

To disable the Quick On Line Sending setting:

In "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] — [Quick On Line
Sending].
If you disable this setting, transmission will not begin until all pages have been scanned. Note that this setting does not apply
to manual transmission.

To fax thick originals or pages of a book:

Place the original on the document glass.
» USING THE DOCUMENT GLASS FOR TRANSMISSION (page 4-32)

=

%K Transmission

% * Quick On Line Sending is not available when a fax is being sent from the document glass.

* When the document glass is used, multiple original pages cannot be scanned at a time. In this case, the original pages can
be separated into multiple times of scanning.

If you wish to send a fax ahead of other previously reserved fax
transmissions:

Send the fax in direct transmission mode. The original is transmitted directly to the receiving fax machine without being
scanned into memory.
When direct transmission mode is used, transmission will begin as soon as the transmission in progress is completed
(ahead of any previously reserved transmissions).
Tap [Direct TX] on the action panel to send a fax.

» USING THE AUTOMATIC DOCUMENT FEEDER FOR FAXING IN DIRECT TX MODE (page 4-30)

» USING THE DOCUMENT GLASS TO SEND A FAX IN DIRECT TX MODE (page 4-34)

When transmission in direct transmission mode ends, the mode automatically changes back to memory transmission mode.

@ In direct transmission mode, the [Preview] key cannot be used for transmission.
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ORIGINAL ORIENTATION

When an A4 (8-1/2" x 11") original is placed in vertical orientation ( [ ), the image is automatically rotated 90 degrees
and transmitted in horizontal orientation ( m ) (Rotation Sending).

If the original is placed in horizontal orientation ( ffill ), it is transmitted in that orientation ( [ ) without being rotated.

- &~ &

A4 (8-1/2" x 11") Rotated to A4R (8-1/2" x 11") image is
A4R (8-1/2" x 11") transmitted.
orientation

@ Rotation sending is not available for originals with A4R, B5, or A5 (8-1/2" x 11" or 5-1/2" x 8-1/2") size.

To cancel the rotation sending setting:
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] —
[Rotation Sending Setting].
If this setting is disabled, the original will be transmitted in the orientation in which it is placed.
Because of this, some receiving machines may reduce the received data.
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AUTOMATIC REDUCTION OF THE TRANSMITTED
IMAGE

If the width of the transmitted image is larger than the width of the paper in the receiving machine, the image will be
automatically reduced to fit the receiving machine's paper width.
Example: Reduced sizes and reduction ratios

A3 (11" x17") B4 B4 1:0.8
A3 (11" x17") A4 (8-1/2" x 11") A4R 1:0.7
B4 A4 (8-1/2" x 11") A4R 1:0.8

To cancel the Auto Reduction Sending setting:

In "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] — [Auto Reduction
Sending Setting].
If this setting is disabled, the image will be sent at full size and part of the image may be cut off.

TRANSMITTABLE ORIGINAL SIZES

The following original sizes can be transmitted.

131 mm (height) x 140 mm (width) 297 mm (height) x 1000mm (width)

Using the automatic document feeder | 5 4 au eionty x 5-1/2" (width)) (11-5/8" (height) x 39-3/8" (width))*

297 mm (height) x 432 mm (width)

Using the document glass - (11-5/8" (height) x 17" (width))

* A long original can be transmitted.

THE SIZE OF THE PLACED ORIGINAL

When a standard size original is placed, the original size is automatically detected and displayed in "Scan Size" on the
base screen.

» AUTO DETECTION (page 4-43)
Standard sizes are sizes that the machine can automatically detect. The standard sizes are set in "Original Size
Detector Setting" in setting mode.

closest size may be displayed or the original size may not appear. In this event, manually set the correct original size.
» SPECIFYING THE ORIGINAL SCAN SIZE IN PAPER SIZE (page 4-44)
» SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 4-45)

‘ When the automatic original detection function is operating and the original (of inch or non-standard size) is placed, the

To specify the size that the machine can automatically detect:
In "Settings (administrator)”, select the group of detected original sizes in [System Settings]—» [Common Settings] — [Device
Control] — [Original Size Detector Setting].

List of original size detector settings

» Detectable original sizes (page 1-129)
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WHEN THE LINE IS BUSY

If the line is busy when you send a fax, transmission will be attempted again automatically after a preset interval. This
function only operates in memory transmission mode. In direct transmission mode or manual transmission mode, the
transmission will be cancelled. Wait for a brief period and then try sending the fax again.

To cancel transmission:
Do so from the job status screen.
» STOPPING/DELETING A JOB IN PROGRESS OR RESERVED (page 1-137)

To set the number of recall attempts and the interval between attempts when the connection cannot be established
because the line is busy, or for other reasons:

In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] —
[Recall in Case of Line Busy].

When this setting is enabled, note that the machine will not attempt the call again when manual transmission or direct
transmission is used.

® | O

* Number of Times to Recall in Case of Error
Specify how many times the machine will re-attempt the call when a communication error occurs.
* Interval to Wait Between Recall Attempts (min.) in Case of Error
The interval between recall attempts can be set.
The number of recall attempts and the interval between attempts that can be set in each country are shown in
the following table.

WHEN A COMMUNICATION ERROR OCCURS

If a communication error occurs or the other fax machine does not answer the call within a preset period of time,
transmission will automatically be attempted again after a preset interval. This function only operates in memory
transmission mode.

Faxes sent by direct transmission or manual transmission are not automatically resent.

To cancel transmission:
@ Do so from the job status screen.
» STOPPING/DELETING A JOB IN PROGRESS OR RESERVED (page 1-137)

To set the number of recall attempts and the interval between attempts when a transmission fails due to an error:
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] —
[Recall in Case of Communication Error].
* Number of Times to Recall in Case of Error
Specify how many times the machine will re-attempt the call when a communication error occurs.
* Interval to Wait Between Recall Attempts (min.) in Case of Error
The interval between recall attempts can be set.
The number of recall attempts and the interval between attempts that can be set in each country are shown in

the following table.
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FAX DEST. CONFIRMATION MODE

This mode displays a destination confirmation message when a fax is sent to prevent accidental transmission to the
wrong destination. Set it in setting mode. If a fax is sent while this function is enabled, an address confirmation message
will appear when the [Start] key is tapped.

The message that appears will vary depending on the method used to specify the destination.

After tapping the [Speaker] key while "Fax Dest. Confirmation Mode" is enabled, the destination cannot be specified using
the numeric keys, one-touch key, [Call Search Number] key, or [Sending History] key. However, it is possible to send through
a telephone.

In "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Default Settings] — [Fax Dest.
Confirmation Mode].

@ * To display the destination confirmation message prior to fax transmission:

* When sending to a non-fax address, an address confirmation message will appear:
Select the "Apply to Addresses Other Than Fax" checkbox in "Settings (administrator)"- [System Settings] — [Image Send
Settings] — [Fax Settings] — [Default Settings] — [Fax Dest. Confirmation Mode].

* To disable fax broadcast when Fax Dest. Confirmation Mode is enabled:
In "Settings", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] — [Disable Fax
Broadcasting].

Destination specified by one-touch key/search number/global address
search

Tap the [Start] key to display all destinations in the destination confirmation screen. Check that the destinations are
correct, and tap the [Enter for send] key to start scanning of the original.
If the destination is not correct, tap the [OK] key and select the destination again.

* You can select multiple one-touch keys for contacts or groups including fax destinations.
 Before tapping the [Enter for send] key, you can change scan or other settings.

Destination specified using the numeric keys

Tap the [Start] key to display the confirmation message.

Tap the [OK] key, re-enter the destination using the numeric keys, and tap the [Enter Address] key.

If the re-entered destination is correct, scanning will begin.

If the re-entered destination is not correct, a message will appear. Tap the [OK] key and re-enter the destination. If an
incorrect address is entered three times for confirmation, all the previous settings are cancelled, and you will return to
the base screen.

* You can use the numeric keys to enter fax numbers serially. In that case, tap to enter the destination fax number to be

added.

* If the [Sub Address] key was tapped to enter a sub-address and passcode, the fax number must be re-entered during
confirmation. After re-entering the fax number, tap the [Sub Address] key and enter the sub-address and passcode.

« If chain dialling was used, tap the [Pause] key to enter "-" during confirmation.
« Before tapping the [Enter for send] key, you can change scan or other settings.

When a fax that was selected from the Sending History has been resent

A confirmation screen is displayed based on the method used to specify the destination during the previous
transmission.
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CHECKING THE IMAGE TO BE TRANSMITTED

Check the image that will be sent in the touch panel before transmission.

You can tap the [Preview] key and then scan the original to check a preview of the scanned image. As you can adjust
the exposure and resolution to scan the original while checking it in the preview screen, you can send a better quality
original to the destination.

» PREVIEW SCREEN (page 1-20)

The settings and functions that can be changed while and after an image is scanned for preview are as follows:
Exposure, Send Size, 2-Sided Booklet/Tablet, Resolution, Erase, N-Up, File, Quick File, Timer, Own Name Select, and
Transaction Report.

» Depending on the size of the transmission data, part of the preview image may not appear in the preview screen in the

touch panel.

» The preview function is not available when the original size is set to Long Size.

FAX TRANSMISSION METHODS

USING THE AUTOMATIC DOCUMENT FEEDER FOR
TRANSMISSION

Storing scanned originals in machine's memory before transmitting them is called "Memory TX".
This section explains how to scan the original through the automatic document feeder and send the data by the memory
transmission function.

« To fax a thick original or other original that cannot be placed in the automatic document feeder, open the automatic
@ document feeder and place the original on the document glass.
« If there is a fax job in progress when the transmission operation is performed, the fax is transmitted when the job in
progress is finished.
« If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop. When
Quick On Line Sending is enabled for transmission, the scanned originals are sent.

* To disable the Quick On Line Sending setting:
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Fax Settings] — [Send Settings] —

[Quick On Line Sending].
If you disable this setting, memory transmission will not begin until all pages have been scanned.

* To set the scan complete sound:
In "Settings (administrator)", select [System Settings] — [Image Send Settings] — [Common Settings] — [Condition
Settings] — [Scan Complete Sound Setting].

« Always stamp scanned originals
In "Settings (administrator)", select [System Settings] — [Image Send Settings] —[Common Settings] — [Condition
Settings] — [Default Verification Stamp].
When this is enabled, originals are always stamped without the need to select “Verification Stamp”.

Place the original in the document feeder tray of the automatic document feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-131)
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Specify the destination fax number.

» Entering a destination number using the numeric keys» page 4-13
* Retrieving a destination from an address book» page 4-14
 Using a search number to retrieve a destination®» page 4-17

* Retrieving a destination from a global address book®» page 4-18

* Using a transmission log to resend» page 4-20

Tap the [Start] key to begin transmission.

When scanning is completed, the machine beeps.

THE IMAGE TO BE TRANSMITTED (page 4-29)".
* When all originals have been scanned, "Job stored." will be displayed together with a job control number. This number

is recorded in the transaction report and image sending activity report and can be used to check fax jobs.
» PRINTING IMAGE SENDING ACTIVITY REPORTS (page 4-127)

» Tap the [Preview] key to check the preview of an image before sending a fax. For more information, see "CHECKING

To cancel scanning the original:
Tap the [Cancel Scan] key.

USING THE AUTOMATIC DOCUMENT FEEDER FOR
FAXING IN DIRECT TX MODE

Sending a scanned original without saving it in the machine's memory is called "Direct TX".
This section explains how to scan the original through the automatic document feeder and directly send it.

To fax a thick original or other original that cannot be placed in the automatic document feeder, open the automatic document
feeder and place the original on the document glass.
* The following functions cannot be used with direct transmission:
@ Timer Transmission, N-Up, Card Shot, Job Build, Polling Memory, Original Count, File, Quick File, Memory Box, Book
Divide, Poling, 2-Sided Scan, Search Global Address Book
* Resending will not take place when a direct transmission is not successful due to a communication error or other reason.
« If a fax transmission is already in progress when the direct transmission operation is performed, the direct transmission will
wait until the previous transmission is finished. When the previous transmission is completed, the direct transmission will
begin.
» While the direct transmission is waiting, the job status display can be tapped to display the job status screen. No other
operations are possible.
» FAX JOBS (page 4-126)
» The [Preview] key cannot be used for transmission.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-19)
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Place the original in the document feeder tray of the automatic document
feeder.

» AUTOMATIC DOCUMENT FEEDER (page 1-131)
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Specify the destination fax number.

» Entering a destination number using the numeric keys »page 4-13
* Retrieving a destination from an address book »page 4-14

» Using a search number to retrieve a destination »page 4-17

* Using a transmission log to resend » page 4-20

@ » Only one destination can be specified. A one-touch key in which multiple destinations are stored cannot be used.
» The destination cannot be retrieved from a global address book.

Tap the [Start] key to begin transmission.

will wait until the previous transmission is finished. When the previous transmission is completed, the direct transmission
will begin.
While the direct transmission is waiting, you can only c