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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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EXTERIOR
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Output tray [exit tray cabinet)
and printed
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Automatic document feeder

It autornatically feeds and scans multiple ariginala.
2-sided originals can bo automatically scanned,
> AUTOMATIC DOCUMENT FEEDER (page 1-107)

USB port (A type)
This is used 1o connect a USE device such as a USE
o the

memary device machine.
Supports USE 2.0 (HiSpeed),
Operation panel

This o

> OPERATION PANEL (paoe 1.5

tray
Lise this trary bo feed paper manually.
‘When loading paper larges than A4R or 5102 x 11'R,
pull out the extension gusde.
>
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PART NAMES AND FUNCTION

Handie

Grasp it when moving the machine.

Tray 1

Shone papar in this tray.

* TRAY 1 (page 183

Tray 2 (when a 500-sheet paper feed tray |s Installed)”
Store paper in this '

5]
Tray 3 -4 (when a standl2w500 sheat paper drawer is
Instalied)"
Shore paper in this tray.
L3 - .

Open this cover o replace a toner cartridge,
» REPLACEMENT OF TOMER CARTRIDK [

(1) Return to top page button

If an operation does not proceed as expected, click this
button to start over again.

(2) Back one page button
Displays the previous page.

(3) Forward one page button
Displays the next page.

(4) Return to previously displayed page button
Displays the page that was displayed before the current
page.

(5) Title button
Displays the page of the title indicated by the button.

(6) Contents button
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 digital full colour 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 macOS environment are based on macOS 10.12. The screens may be
different depending on the version of the operating system or the software application.

* Wherever "xx-xxxxx" appears in this manual, please substitute your model name.

 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 500-sheet paper feed tray and a stand/2x500 sheet paper drawer are installed on
the BP-30C25.

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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IBEFORE USING THE MACHINE

PART NAMES AND FUNCTION
EXTERIOR

(1)

(2

Q)

4)

®)

(M (2) 3)

® (@ @
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.

» AUTOMATIC DOCUMENT FEEDER (page 1-107)
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 indicators and operation keys.
» OPERATION PANEL (page 1-6)

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

1-97)

Optional

(4)

®)

9

(10)

®)

(10)

Handle

Grasp it when moving the machine.
Tray 1

Store paper in this tray.

> TRAY 1 (page 1-93)

Tray 2 (when a 500-sheet paper feed tray is installed)”
Store paper in this tray.

» TRAY 2 - 4 (when 500-sheet paper feed tray and
stand/2x500 sheet paper drawer are installed) (page
1-95)

Tray 3 - 4 (when a stand/2x500 sheet paper drawer is
installed)*
Store paper in this tray.

» TRAY 2 - 4 (when 500-sheet paper feed tray and
stand/2x500 sheet paper drawer are installed) (page
1-95)

Front cover
Open this cover to replace a toner cartridge.

» REPLACEMENT OF TONER CARTRIDGE (page

1-125)
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INTERIOR, SIDE AND BACK

()

(1)

2) 3) (4)

/a

V4

/4

(9) (10)

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)

(5)

(6)

LAN connector

Connect the LAN cable to this connector when the
machine is used on a network.

Use a shielded LAN cable.

USB port (B type)

The machine does not use this connector.

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).

Toner cartridge

This cartridge contains toner.

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

» REPLACEMENT OF TONER CARTRIDGE (page
1-125)
Waste toner box
This container collects excess toner that remains after
printing.
» REPLACING THE WASTE TONER BOX (page
1-128)

* Optional

e

(11)
(7
(8)

)

(10

(11)

(12)

(12) (6)

Handle
Grasp it when moving the machine.

Side cover
Open this cover to remove a paper misfeed.

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

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

The main power switch

Use this switch to turn on the power for the machine.
When using the fax, always keep this switch in the " |-
position.

» TURNING ON THE POWER (page 1-8)

Power plug
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AUTOMATIC DOCUMENT FEEDER AND DOCUMENT
GLASS

(M

()

@)

(4)

1 @

G @

@)

Document feeding cover

Open this cover to remove an original misfeed.

This cover is also opened to clean the paper feed roller.
» CLEANING THE PAPER FEED ROLLER (page

1-120)

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.
» LOADING PAPER INTO THE BYPASS TRAY (page

1-97)

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

)

(6)

(7

Scanning area
Originals placed in the automatic document feeder are
scanned here.
» CLEANING THE DOCUMENT GLASS AND
AUTOMATIC DOCUMENT FEEDER (page 1-118)

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 1-109)

Paper feed roller
This roller rotates to automatically feed the original.
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OPERATION PANEL

This section describes the names and functions of the respective parts of the operation panel.

(1)

()

3

4)

(1) (2) (3) 4 () 6 @
& A
c
(@3
\_ o N,
e ——9 ®

Data notification indicator
The indicator lights solidly or blinks to indicate the status
of a job.
» DATA NOTIFICATION INDICATOR AND ERROR
INDICATOR (page 1-7)

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

Operate the machine by directly tapping the displayed keys.

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.

» TURNING ON THE POWER (page 1-8)

[Power] button
Use this button to turn the machine's power on and off.
» TURNING ON THE POWER (page 1-8)

()

(6)

(7

[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 1-20)

[Home Screen] key
Use this button to display the home screen.

» HOME SCREEN (page 1-9)

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

INDICATOR (page 1-7)

O

[Home Screen] key
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.

You can change the angle of the touch panel.
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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 replacement as paper feeding or state where jobs can placed in the
timing of the waste toner box. output. be accepted. document feeder
Blinks Errors that stop machine A fax is being received

operation, such as misfeeds
and out of toner.

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] — [Status Indicator Setting] — [Device
Control] — [Data Indicator Setting].
* To set the error indication
Set in "Settings (administrator)" — [System Settings] — [Common Settings] — [Status Indicator Setting] — [Device
Control] — [Error Light Setting].
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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, located on the side, 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 "()" position.

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

Main power indicator [Power] button

7
\

g
(G MAIN POWER—

|
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.

* 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.

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

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.

' « If the fax function will be used, and in particular if reception or timer transmission will take place at night, do not turn the
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HOME SCREEN AND PREVIEW SCREEN
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 icor.13.. . ) Displays the time.
» Icon indicating the status of the machine (page Displays the job in
1-10) progress or waiting with
Tap a mode to change to text or icon.
that mode. 5
Select functions that can

» Changing mode
from the mode display
(page 1-11)

|__be utilized in respective
modes.

Tap the tab, and the list of
function keys is
displayed.

Select shortcut keys for m
modes or functions.

» Changing mode
from the Home
screen (page 1-11)

— Switch the pages for
displaying shortcut keys.

Use these keys to select

Toner Quantity ISI
functions that make the Y — Guide Display Mode Adjustment

machine easier to use.

Operation Enlarge Settings Total Count Brightness Job Status

For procedures for adding and deleting shortcut keys, see "User's Manual (Touch Panel Operation)".

f’* In "Settings (administrator)", select [User Control] —[Access Control Settings] — [Favourite Operation Group] — [Home
Screen List].
Perform this setting when user authentication is used.

‘ To set the home screen for each "Favourite Operation Group List":
[ ]
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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.

1-10
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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.
7f - \g 2 SiE lo|Ramey i‘. Job Status

=V Details Q

Paper ) :
Sel%ct 2-Sided Copy Copy Ratio

A4 N
2 100%
1-1
® (v}
& = = / ‘. . o 1.020:'{‘

Tap the mode icon.

Tap the key that shows .

UNE B PRINTER
_ [l [ R i File Retrieve —

Job Status LINE  mPRINTER
Copy Scan B Easy

M File Retrieve - Job Status
Scan ’ .

Address Fax Number Details =

Sending

Address Book History Direct Entry

Print Release Sharp OSA

N

UNE  BPRNTER
= g:::j W File Retrieve ! Job Status
_ Original Select the mode.
= oA Detalls %

For procedures for editing the home screen, see "User's Manual (Touch Panel Operation)".

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

1-11
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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

Keys used in the preview screen

In Normal mode

A4 Without change Settings

Send as well as print
» p

Quick File

Store Data Temporarily
File
Store Data in Folder

Scan Original Again

* Colour
Start

[l

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.

image, and moving the slider to the right
enlarges the image.

This reduces the image. This displays preview images of
= n IEI respective pages.
* This displays the scroll bar for This displays thumbnails of preview
enlargement/reduction operations. BEBH images.
Moving the slider to the left reduces the EB88

This enlarges the image.

This displays pages in a 3D view.

* Can also be used in Easy mode.

» 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

-12
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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].

1-13
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Deleting a page

[2 to switch to edit mode.

e Sstes ras Tap the page you want to delete, and
Delete the Page: tap m

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. 'P 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.

1-14
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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.

1-15
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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 2

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.

1-16
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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

1-17
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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 | Tap the [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 '@ 1 Send as wellas print W Address Touch to Input Address . Sending History
M —
"~ Colour Mode mo * Call Search Number
Full Colour
File - |Send Same Image
= Store Data i Folder Specified by System Settings |_Jae FaxAddress
Scan Original Again Quick File
P c A4 Without change Settings & BT Temporarlly
uto |
- Check Send/Receive
Image Status
File
Al 41 | Store Data in Folder
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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 1-20
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 1-21
wait in low power consumption state.

Compared to Auto Power Shut-Off Timer, 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, 1-21
FUNCTION DISPLAY and direct print.
AS SOON AS THE REMOTE JOB The machine returns from Auto Power Shut-Off and enters Auto Power 1-22
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 1-25
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 1-27
power consumption.

Specific Date Operation Settings When you must have the machine perform exceptionally many print jobs or 1-28
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. 1-29
Sleep Mode Power Level Select whether priority is given to power saving or wakeup time. 1-24
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 1min. 1min.

Turn off Panel Display during On On

pre-heat mode

Auto Power Shut-Off Timer Fix transition time.: 11min. (for Europe) Fix transition time.: 1min.
1min. (Except for
Europe)

As soon as the remote job is finished, On On

enter Auto power shut off mode.
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Function Custom Mode Eco 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 Timer 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 Timer.

Auto Power Shut-Off Timer 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.

@._— [Power Save] button/indicator

e s )

— —

€:.*1? To set Auto Power Shut-Off Timer:
£0J In "Settings (administrator)", select [System Settings] — [Energy Save] — [Eco Setting] — [Auto Power Shut-Off].

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:
f03) "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, B/W Copy, 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, N-Up, and Print B/W.

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, N-Up, and Print B/W.

1-21



BEFORE USING THE MACHINE» BEFORE USING THE MACHINE

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 off
=2
i M D
— =

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-Off transition time is fixed.
When this setting is enabled, the [Change transition time by time of day.] option is disabled.

If the Auto Power-Off is disabled, the time you have set here 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.

» The image transfer control settings are not changed.
‘ * 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.

Transition to Energy Saving and Auto Power Shut-Off modes

Pattern Transition time Average outputs per
hour”
M(.)d?1 (Job Start After 1 hour 700 or more
Priority1)
Mode2 (Job Start After 30 minutes 150 to 699
Priority2)
Mode3 (Energy Saving | rer 5 minutes 40 to 149
Priority1)
Mc.>dt.e4 (Energy Saving After the minimum time period Up to 39
Priority2)
Low Power : The machine switches to the power saving mode,
Sleep Mode Power but it takes some time to recover.
P Fast Wake Up : Compared with Low Power, the power value rises -

Level . . .

by a certain degree, but it results in faster

recovery.

* 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.
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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 off/’ @

Image Send
Document Filing

Eco Scan Setting

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

€::? To set Eco scan:
£03) "Settings (administrator)" — select [System Settings] — [Energy Save] — [Eco Scan Setting].
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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 "Settings (administrator)"
- [Eco Setting] - [Energy Save] - [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.

o .

ON
oo TN} 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 local drive 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
£0J 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.

The specific date operation is performed on the day configured as the specific date regardless of the setting on Auto
Power-Off transition time (enabled or disabled).

"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

Configure the date on which you want to operate the machine with a specific pattern.

Date Setting 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 1-28) to specify the details of the energy saving pattern.

Configure how the machine operates if the preset specific date falls on a holiday.

Operation for Holiday Use the "Holiday" tab (page 1-28) 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
Holiday List When you tap this option, the dates and days of the week for the holidays you have set for
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 2-16 * B/W Copy »page 2-19
* N-Up »page 2-43 * Image Orientation »page 2-32

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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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 1-30)

» AUTHENTICATION BY LOGIN NAME/PASSWORD (page 1-32)

» QUICK AUTHENTICATION (page 1-35)

For the settings that are required for user authentication, refer to User Control (page 1-38).

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 " 3¢ ".
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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.

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

» To hide the number of pages that can be used after login:
In "Settings (administrator)", disable [System Settings] — [Authentication Settings] — [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
machine and are ready to log out, tap
[Logout].

PRINTER
y Job Status
s .

© Call Search Number

|| Direct TX

Call Program

| Call Registered sattings.

i Send Same Image
bd | LJ

as Fax Address

| D Quick FiITe!mpm

reception memory: _100%
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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 7
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

“

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 7

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 set [A Warning when Login Fails]:
% In "Settings (administrator)”, select [System Settings] — [Authentication Settings] — [Default Settings] — [A Warning when
Login Fails].
* To store a user name:
In "Settings (administrator)", select [User Control] — [User Settings] — [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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P 2 Enter the login name.

Eredcoianebudiiasstor) Entering using the soft keyboard

. (Setotfrom Ut - If user name registration has not been performed in setting

Login Name Touch to input Log-in Name Select from List
[ - mode, a user only using LDAP authentication should tap the
Password Touch to Input Password . . .
[Login Name] text box and enter the login name using the

|ogin Localy | soft keyboard.
Selecting from a list
m 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).

TR - Enter the password.
it st i e sl Enter the password from the soft keyboard.
LognName  oucn o oo e [l I If you are Ioggiqg in to an LDAP server, 'enter the password
psenord [Tmh e r—— ] that is stored with your LDAP server login name.
Each entered character will be displayed as " * ". After
[ oo R | entering the password, tap the [OK] key.
When authentication is by LDAP server and you have
m different passwords stored in "User List" and in the LDAP
server, use the password stored in the LDAP server.

{;5 To have the user name and password registered:
203 In "Settings (administrator)", select [User Control] — [User Settings] — [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 2 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.

e |

|Address Fax Number » Sending History
~ Call Search Number
w: [ ERE
- [ =
iz Resolution | |Direct TX
- su ne I 4 5 A —.
Super Fine.
— C 2| Program
8 Original sall Registered settings
Usage status
T Scanner(B&W) B l—-l Send Same Image
g e Scanner(Colour) ~ : X 5 ' as FaxAddress
Internet Fax :00,000,000/—,~-,— | Quick File
'} Slow Scan Mode Fax :00,000,000/--,---,~—- | Store Data Temporarily.

@ Original Count

B £

‘Speaker i

reception memory : __100%

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] — [Access Control Settings] — [Pages Limit Group].

* To hide the number of pages that can be used after login:
In "Settings (administrator)", disable [System Settings] — [Authentication Settings] — [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].

i
» .Sanding History

~ Call Search Number

fra

| Direct TX

esolution

Super Fine

a Original

Job Build

Slow Scan Mode
5

Call Program
Call Registered settings.
u Send Same Image
b — as Fax Address
| Quick File
L Store Data Temporarily

Speaker

o | [xn

@ Original Count

B Erase

Others

reception memory : 100%
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QUICK AUTHENTICATION

When operating the machine, this enables easy authentication by tapping a preconfigured icon.

» Up to 20 users can be registered.

@ + Only the machine supports quick authentication. Web page authentication and authentication from a printer driver cannot
be used. To use web page authentication and authentication from a printer driver, enter Login Name/Password to
authenticate.

* Quick authentication cannot use IC card authentication or device account mode.

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

To use quick authentication

In "Settings (administrator)", enable [System Settings] — [Authentication Settings] — [Default Settings] — [Enable Quick
Login].
For the authentication server settings, set "Login Locally", and for the authentication method settings, set "Login
Name/Password".

Register users with quick authentication

When registering users with quick authentication, the User Administration Settings and Web page settings used when
registering normal users cannot be used. Registration is carried out on the quick authentication login screen.

E W PRINTER
Admin Login Job Status

n _ Tap [Add user/Edit user registration]
S B ) on the action panel.

Tap the position you wish to register.

This switches to the user registration screen.

When tapping an icon that is already registered, this
switches to the user information edit screen.

Details to edit are the same as the settings details in
registering a new user screen. See step 3 when editing.

Job Status

r==x rEn =y Eam ==
1 1 1 1 (] 1 1 1 ] 1
1 + L) 1 + ! ] + 1) 1 + 1 ) + 1
-1 (S (S - (S
.o o
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Enter user information, and tap the
Change icon(s) [Register] key-

Specify the user icon, Login Name, E-mail Address,
Password, and Password (confirmation). Tap the items to
Login Name i ann register, and enter necessary details.

» Tap "Change icon(s)" on the action panel, and the icon

asy 5

'.
'ﬂ.
I
[
<

E-mail Address: aaaaas aaa com

|
Passwerd J: i _'i: ] selection screen appears. Select the desired icon to
ety configure.
* Login Name is displayed together with the icon. Ensure
(*] this is entered.

* When editing user information, the Password cannot be
changed. "Password" and "Password (confirmation)" will
not be displayed on the edit screen.

To delete a registered user
Tap [Add user/Edit user registration] on the action panel, then tap the icon of the user to delete. Tap [Delete] on the
action panel, and then tap the [Delete] key in the displayed confirmation message.

User editing and deleting from User Administration Settings and Web page

{% Users cannot be registered from User Administration Settings and the Web page, but users registered using quick
authentication are displayed in the User List. Editing and deletion of user data is possible from the User List. Configure
the User List from [User Control] — [User Settings] — [User List] in the "Settings (administrator)".

Authenticating the machine using quick authentication

e Tap the icon.
Copy | ax' e Admin Login . JobStatus
Quick Login B If a password is not set, then login will close at this time.
4«
333 aaa

Job Status

I Easy

-----

If setting a Password, enter the
Password.
Enter the Password from the soft keyboard.

€ o] o Lt | e [t ], B [Characters Entered text is displayed with "*". After entering the
wllall 2 lallaflsdslzlislollol:l=lelEl Password, tap the [OK] key.

gllbwitie vty ludlid el B LEAN
BEX: s 6dfghjkit ;

zxcvbnm,
Space

N2 |
@E 8
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When you have finished using the
machine and are ready to log out, tap
[Logout].
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User Control

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

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 1-44)

* [Delete Your Information for External Service Connect] key
Deletes the External Connect caches used by the logged in user. [Store user authentication information for External
Connect] must be enabled to use this function.

* [Delete All Information for External Service 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 1-40)".

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 1-40)".
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: The administrator account of the machine, stored as factory default.

» System Administrator: The account for system maintenance, stored as factory default. This account cannot
execute jobs.

* 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: An account to which the colour prohibited authority is granted.

* Other User: This is used when a print job is executed using invalid user information. (This cannot be

selected from the login user screen.)
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™ COIOW.PEOth'ted Guest"1
o Authority™!
Authority™!
Favourite Following the System Settings™!
Operation Group 9 Y 9
Default Billing 1
Code Not Set

*1 ltems that can be changed
*2 For detailed information, see "Settings (page 1-50)".
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Settings

Item Description

User Name

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

Apply User Name to Log-in
Name.*1

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

Initial (Optional)

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

Index

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

User Number™2

Enter a user number in 5 to 8 digits.

Login Name™

Enter the login name that is used when authentication by login name and password is
enabled (up to 255 characters). (The login name must be unique.)

Password™1. 3

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

Change Password

Select this checkbox to change the set password.

Release Operation Lock Status

Displayed when login has failed, and subsequent login to the printer is not possible. Tap the
[Execute] to clear this login lock, and allow the user to log in again.

E-mail Address

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

directory path authentication.

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

authentication.

Change Password

Select this checkbox to change the set password.

Authentication Settings™

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

Authentication Server

When the [Network Authentication] is selected, select the server to be used for user
authentication from the LDAP server list that is stored using Setting mode (Web version).

Organization/Group

Set a group to which the user belongs.
Up to 8 groups can be assigned.

Pages Limit Group

Specify the page limit for the user by selecting one of the stored page limit groups. The
factory default setting is [Unlimited].
For more information, see "Pages Limit Group (page 1-49)".

Authority Group

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

For more information, see "Authority Group (page 1-50)".

Favourite Operation Group

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

Default Billing Code

Set the Main Code and Sub Code when the user logs in.
The factory default setting is [Not Set].

My Folder

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

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.

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
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Default Settings

This section describes of "Settings (administrator)" — [System Settings] — [Authentication Settings] — [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 1-39)".

* For the procedure for storing users, see "User List (page 1-38)".
* For details on login procedures when user authentication is enabled, see "USER AUTHENTICATION (page 1-30)".

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 Server 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 1-39)".
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Specify 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
My Folder myfolder machine.
Do not enter if the default folder is specified.

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.

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

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 1-30).

* 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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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
'/, 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 D , 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.

Enable Quick Login
Enable "QUICK AUTHENTICATION (page 1-35)".

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.

Settings for Using Authentication Information

Store User Information

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

Store Password

Set whether or not password information is retained as cache information when a user is cached.

Cache Period

Select the cache period for user information.

To set the cache period, [Cache User Information] must be enabled.

Enable Offline Authentication with stored User Information

When a network failure occurs, you can use the machine even if user authentication is used over a network.

Enable Personalization when external authentication is used

You can customize by each user even if you use external authentication such as LDAP authentication.

The following settings can be customized.

Icons on the Home screen, Text colour on the Home screen, MFP Display Pattern, Display Language, Enlarge Display
Mode, and Favourite
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Cache Authentication Information for External Service 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
This setting enables HID or other IC card to be used for user authentication.

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.

Authentication Method Setting

Set the authentication method for IC cards.

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.)

Administration Settings
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 (administrator), can be prohibited.
» DIRECTLY PRINTING A FILE ON AN FTP SERVER (page 3-74)

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.

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 unauthorised 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.
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Allow Remote Scanner Using Before Login.

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

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.

Enable IPP Authentication Except for Printer Driver.

Enable IPP authentication for other than the printer driver.

Actions when the user is authenticated

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.

* Print through the end of the job

« Stop the job

+ Cancel and delete the job during receiving
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.

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.

Disable display/change of other users’ information in the job status

If you include job status in user authentcation, this setting can be configured.
When this setting is enabled, only the job for login user will be displayed on the job status screen.

Apply login name to the user name of network folder
Apply login name to the user name of network folder
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.

E!'splay Login Name with Asterisk Hide the login name with asterisks.

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.

Edit Help Display of Login Screen

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

Card Scan Test

Execute the scan test of the card to be used.

Card ID Registration/Change Authority

This setting specifies whether the logged-in user can register/change/delete the card ID information on the machine.

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

This setting specifies whether or not to check facility code when you use HID mode.
When this setting is enabled, register the facility code (maximum of 128 characters).

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

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

This section describes of "Settings (administrator)" — [System Settings] — [Access Control Settings] — [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 1-49)".

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 1-49)".

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.
. 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 section describes of "Settings (administrator)" — [System Settings] — [Access Control Settings] — [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], [Return to the Colour prohibited authority.], and [Return to the scanner prohibited authority.].

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

Settings
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 selected, the settings of this group are applied.
be the Registration Model

The factory default groups and their settings are shown below.

Admin System User Guest Colour Scanner

Administrator Prohibited Prohibited
Authority Authority
Copy
Only Black & Only Black &
g;’lﬁ:]” Mode Approval Al allowed A:'Ohibi o Allallowed | White White Al allowed
9 P Allowed Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Prohibited Allowed
Sending while copying Allowed Allowed Allowed Allowed Allowed Allowed
Approval Setting to Use No Toner No Toner No Toner No Toner No Toner No Toner
Toner Save Mode Save Save Save Save Save Save
Creation of PDF for PC Allowed Prohibited | Allowed Allowed Allowed Allowed
Browsing
Printer
Only Black & Only Black &
g;’lﬁ:]” Mode Approval Allowed A:'Ohibi o Allowed White White Al allowed
9 P Allowed Allowed

FTP Pull Print Allowed Prohibited Allowed Prohibited Prohibited Allowed
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Item Description

USB Memory Direct Print Allowed Prohibited Allowed Prohibited Prohibited Allowed
Network Folder Pull Print Allowed Prohibited Allowed Prohibited Prohibited Allowed
Sending while printing Allowed Allowed Allowed Allowed Allowed Allowed
Creation of PDF for PC Allowed Prohibited | Allowed Allowed Allowed Allowed
Browsing
Approval Setting to Use No Toner No Toner No Toner No Toner No Toner No Toner
Toner Save Mode Save Save Save Save Save Save
Image Send
Approval Settings for Each Mode
* E-mail
* FTP
» Desktop
* Network Folder
» Scan to Ext.Memory Dev. All All
. PC Scan All allowed prohibited All allowed All allowed All allowed prohibited
* Internet Fax Send
» PC-I-Fax Send
» Fax Send
» PC-Fax Send
Colour Scan Allowed Prohibited Allowed Prohibited Prohibited Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Prohibited Allowed
Registration/Deletion of Allowed Prohibited | Allowed Prohibited Prohibited | Allowed
Program
Creation of PDF for PC Allowed Prohibited | Allowed Allowed Allowed Allowed
Browsing
Access to Fax Data Allowed Allowed Allowed Allowed Allowed Allowed
Approval Setting for Addressing
* Approval Setting for Direct
Entry
* Approval Settingto Use a |, o eq | Alallowed | Allallowed | Allallowed | Allallowed | All allowed
Local Address Book
* Approval Settings to Use
a Global Address Book
Document Filing
Scan to Local Drive
Only Black & Only Black &
Colour Scan Allowed Prohibited Allowed White White Allowed
Allowed Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Prohibited Allowed
Creating Downloadable File Allowed Prohibited Allowed Allowed Allowed Allowed
Prints (Document Filing)
Colour Mode Approval Setting Allowed Prohibited Allowed Allowed Allowed Allowed
Special Modes Usage Allowed Prohibited Allowed Prohibited Prohibited Allowed
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Item Description

Document Filing Image Check

Approval Setting Allowed Prohibited Allowed Prohibited Prohibited Allowed
Display only the Files of Prohibited | Prohibited | Prohibited | Prohibited | Prohibited | Prohibited
Logged-in Users

Sharp OSA

Approval Setting to Use a Allowed Prohibited | Allowed Allowed Allowed Allowed
Sharp OSA

Common Functions

Approval Settings for Allallowed | Allallowed | Allallowed | Allallowed | Allallowed | Al allowed
2-Sided Print

Change Billing Code Allowed Allowed Allowed Allowed Allowed Allowed
Security

Document Filing Approval

Setting: Quick File/ Prohibited Prohibited Prohibited Prohibited Prohibited Prohibited
Sharing Mode

Document Filing Approval Allowed Prohibited | Allowed Prohibited | Prohibited | Allowed
Setting:Confidential Mode

Print Jobs Other than Print |5 ved Allowed Allowed Allowed Allowed Allowed
Hold Job

Hiaden Pattern Print Setting | 5,64 Prohibited | Allowed Prohibited Prohibited | Allowed

- Direct Entry

Machine Settings

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

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

Scan Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Fax Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
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Item Description

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

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

Settings (Admin)

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

Settings (User)

Metadata Entry Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Document Filing Settings Allowed" Allowed" Prohibited Prohibited Prohibited Prohibited
Sharp OSA Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Paper Settings (Bypass Tray Allowed Allowed Allowed Prohibited Allowed Allowed
Excluded)

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

Operation Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Keyboard Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Device Control Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Machine Identification Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Settings

Clock Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Product Key Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Custom Link Setting Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Network Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Security Settings Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Energy Save Allowed Allowed Prohibited Prohibited Prohibited Prohibited
System Control Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Image Quality Adjustment Allowed Allowed Prohibited Prohibited Prohibited Prohibited
Operation Manual Download Allowed Allowed Allowed Allowed Allowed Allowed
Shortcut Page Setting Allowed Allowed Prohibited 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

This section describes of "Settings (administrator)" — [System Settings] — [Access Control Settings] — [Favourite
Operation Group].

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 colour mode, Image Orientation, Paper Tray, Exposure Type, Copy

Initial Status Settings Ratio, 2-Sided, Original Binding, Output Binding, Output, and Separator Page.

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.

System Settings

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

The numbers and units of the default settings and input ranges that appear in the setting

AB/Inch Type Setting screens can be switched between inches and AB sizes.

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 Select a time when a long key touch is detected.

Long Touch
Double Tap Interval Setting Select an interval when a double tap is detected.
Keys Touch Sound Set the sound made when keys are touched.
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Item Description

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 ([v ) 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

In "Settings (administrator)", select [User Control] — [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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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)" - [System Settings] — [Authentication Settings] — [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] — [Interface Settings] — [DNS Settings] —
[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 1-32)".

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

Disable "Settings (administrator)" — [System Settings] — [Authentication Settings] — [Default Settings] — [Card
Setting] — [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.

will need to enter your password again.

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

Enable "Settings (administrator)" — [System Settings] — [Authentication Settings] — [Default Settings] — [Card Setting] —
[Use IC Card for Authentication].

Enable "Settings (administrator)" — [System Settings] — [Authentication Settings] — [Default Settings] — [Store User
Information] — [Store Password].

‘ If you change your password on the Active Directory server, your initially entered password information will be reset and you

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)" — [System Settings] — [Authentication Settings] — [Default Settings] — [Card Setting]
— [Use IC Card for Authentication].

Disable "Settings (administrator)" — [System Settings] — [Authentication Settings] — [Default Settings] — [Store User
Information] — [Store Password].

* 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]—[Default Address Setting] —[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].
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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 favourite.
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.

Collecting job logs

Apg

= _|=

= -
— o
— o

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 October, 2020

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 Setting] —
[Administration Settings], then set [Use Billing Code] to [Enable].

Collecting billing codes

In "Settings (administrator)", 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 Setting] — [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 Setting] — [Administration Settings], then set the
[Remember Billing Code Between Modes] check box to [v/]. 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 (administrator)" —
[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 1-66)

S oo = When the billing code entry window is
n bremse enter Bling Coce. displayed, tap the [Select from List]
ManCode  AAAA Setoct fom Lit key of the main code.

Sub Code AAAA Select from List

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

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.

To select the previously used billing code (at the time of user authentication)
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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 » . Ta p the [0 K] 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 Setting] — [Main Code List] or [Sub Code List]. Register a main code in

‘ To register a billing code from Setting Mode
[Main 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] — [User Settings] — [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 .

) o Tap the box of [Main Code], then type
MainCode - i in the main code.
| e Bl Cote 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 : 'znd.Registraﬁon b i I I i n g cod e .
Main Code Name * _N:ﬂsrmng 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 1-66)".

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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Designate PublicAddress(Ss'wed""’?‘m li Tap and seIeCt a group as a pUinc
Organization /Group List T 3 | de sti n ati on

- Up to eight groups can be specified. After the settings are
Group 3 ' completed, tap .

Group 4
Group 5 —
Growp 6

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".

% Select "Settings" — [User Control] — [Billing Code Setting] — [Main Code List] or [Sub Code List]. Edit or register a main

' To edit or register a billing code from Setting mode
[ ]
code in [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 L]
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 = o 1 Tap and select the main code to be
e §iarcouc 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

1-66)".

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 Setting].

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 1-73)".

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.
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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 1-73)".

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
£03) In "Settings (administrator)", select [User Control] — [User Settings] — [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 1-74)".

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 1-74)".

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] — [User Settings] — [Organization /Group List].
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EASILY CONNECT WITH AN NFC-COMPATIBLE
MOBILE DEVICE (EASY CONNECT)

You can connect an NFC card reader to the machine to easily connect to a smartphone or other mobile device.

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.

» To use Easy Connect with this machine, a wireless LAN adaptor and NFC card reader are required. A wireless LAN
adaptor is not required to use an Easy Connect by specifying an access point other than this machine.

« For information on connecting the NFC card reader to the machine, refer to the manual for the NFC card reader.

CONNECTING BY NFC

You can easily connect a mobile device to the machine by holding it to the NFC card reader.

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 card reader and wireless LAN.

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

Hold your mobile device to the NFC card reader.

If the machine is in the auto power shutoff state, holding your mobile device to the NFC card reader 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 card reader.

« 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 local 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 local drive 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 local drive, 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 LOCAL DRIVE (INBOUND ROUTING) (page 4-72

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 Local Drive 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.

: g The machine
Your computer = £ ® ————

. ‘Q” (R
| ,7 Operation panel
Operate the machine [I [l

—

using your computer
screen. =)

flojolo|o

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

) weviewer - = HEM Start the VNC viewer, enter the IP

n VNC® Viewer a address of the machine in the "VNC
N server 6276812 ] Server” entry box, and click the
Focyeor: 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.

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.

1-82



BEFORE USING THE MACHINE» BEFORE USING THE MACHINE

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] — [Status Indicator
Setting] — [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] — [Sound Settings] — [Beep Sound Settings (Common)] — [Keys
Touch Sound] and [Reference Tone].

* 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 local drive 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

* Easy 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 easy mode screen.
» COPY MODE (page 2-3)
» FAX MODE (page 4-6)
» 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] —[Icon].
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 "User's Manual (Touch Panel Operation)".

* 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].

* 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].
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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 2-125)
» STORING FAX OPERATIONS (PROGRAM) (page 4-77)
» STORING SCAN OPERATIONS (PROGRAM) (page 5-70)

* 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 1-80)

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

» Automatic toner cartridge ejection
When a toner cartridge runs out of toner, the cartridge is automatically ejected from the machine. This ensures that
the wrong toner cartridge is not accidentally removed.

» REPLACEMENT OF TONER CARTRIDGE (page 1-125)
* Prevention of toner cartridge mis-installation

To prevent installation of a toner cartridge in the wrong location, each colour of toner cartridge can only be installed in
its own location.
» REPLACEMENT OF TONER CARTRIDGE (page 1-125)
* 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 local drive job, the number
of stored black & white pages is recorded.

14 Full Colour Total Count The total number of pages in a print 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 Invalid Paper Count(Black & The black & white invalid sheet count is recorded.

White)

17 Invalid Paper Count(Colour) The colour 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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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

Print Job Related Item

Output

The output mode of a printed job is recorded.

Printer Tone

The tone used for a print job is recorded.

26

27

28

29

30

31

32

33

34

35

36

37

38

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 local
drive 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 local drive job is
recorded.

Communication Time

The communication time of image send jobs is
recorded.

Fax No.

The stored sender's number is recorded.

39

40

Document Filing Related
ltem

Document Filing

Status of document filing is recorded.

Storing Mode

Document filing storing mode is recorded.

41

42

43

44

Common Functionality

Colour Setting

Colour mode selected by user is recorded.

Special Modes

Special modes selected when the job was executed
is recorded.

File Name

The stored file name is recorded.*

Data Size [KB]

The size of a file is recorded.
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Item name Description

45 Detailed Items Original Size Size of scanned original is recorded. For a
document filing print job, the paper size of the file is
recorded.

46 Original Type Original type (text, printed photo, etc.) set in the
exposure settings screen is recorded.

47 Original Count Number of scanned original sheets is recorded.

48 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 local drive job, the paper size of the
stored file is recorded.

49 Paper Type The paper type used for printing is recorded.

50 Paper Property The paper property specified in "Paper Type" is
recorded.

51 Duplex Setup The duplex setting is recorded.

52 Resolution The scanning resolution is recorded.

53 Machine Item Model Name The model name of the machine is recorded.

54 Unit Serial Number The serial number of the machine is recorded.

55 Name The name of the machine that is set in the Web

pages is recorded.

56 Machine Location The installation location of the machine that is set in
the Web pages is recorded.

57 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 Manual.

In "Settings (administrator)" - [System Settings] —[Common Settings] —[Operation Settings] —[Condition Settings]

Prohibiting printing of manuals from the operation panel
@ —[Disable Printing of Operation Manual from the Operation Panel].
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ILOADING PAPER

IMPORTANT POINTS ABOUT PAPER
NAMES AND LOCATIONS OF TRAYS

———— Bypass tray
Tray 1 — =] Tray 3
Tray 2 —J o (whena 500-sheet paper feed tray and a stand/2x500
(when 500-sheet paper feed tray —) sheet paper drawer installed)
is installed) - — Tray 4
(when a 500-sheet paper feed tray and stand/2x500

sheet paper drawer are installed)

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, SRA4, 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 Ad
(8-1/2" x 11"R) (8-112"x 11" 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/m?2 to 89 g/m?2 (16 Ibs. bond to 24 Ibs. bond)
Plain Paper*

Plain Paper 2 90 g/m2 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 Heavy paper 2 177 g/m2 to 220 g/m2 (65 Ibs. cover to 80 Ibs. cover)

Heavy paper 3 221 g/m2 to 256 g/m2 (80 Ibs. cover to 140 Ibs. cover)

Thin paper 55 g/mZ2 to 59 g/m?2 (13 Ibs to 16 Ibs)

* If the paper that you normally use is Recycled, Pre-Punched, Pre-Printed, Letter Head, Colour, or User Type 1 to 7, set an
appropriate paper weight in “Settings” — [System Settings] — [Common Settings] — [Paper Settings] — [Paper Tray Settings] —
[Paper Weight].

‘ » The category of "Useable paper" is based on Sharp standard paper.

« If non-recommended paper is used, print quality may be affected even if a paper type setting that accords with the above
paper divisions is selected. In that case, try setting the paper type to a type that is slightly heavier or slightly lighter than
normal. For details, consult your dealer or nearest authorised service representative.

« 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.

Paper that can be used for the fax function

 Country of region AB type: A5, A5R, B5, B5R, 8-1/2" x 11", 8-1/2" x 11"R, A4, A4R, 8-1/2" x 13", 8-1/2" x 13-2/5",
8-1/2" x 13-1/2", B4, A3

» Country of region inch type: 5-1/2" x 8-1/2"R, 8-1/2" x 11", 8-1/2" x 11"R, A4, A4R, 8-1/2" x 13", 8-1/2" x 13-2/5", 8-1/2"
x 14", 11" x 17"

Specifications of paper that can be used for two-sided printing

Paper Type Plain, Recycled, Colour, Letter Head, Pre-Printed, Punched

Paper Size A3, B4, A4, A4R, B5, B5R, A5R, 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, 8-1/2" x 11", 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 "Tray Settings (page 1-103)".
* 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 Tray 2 - 41 Bypass tray
Plain Paper 1*2 Permitted Permitted Permitted
Plain Paper 2*2 Permitted Permitted Permitted
Heavy Paper 1*3 - Permitted Permitted
Heavy Paper 2*3 - Permitted Permitted
Heavy Paper 3*3 - - Permitted
Thin Paper - - Permitted
Pre-Printed Permitted Permitted Permitted
Recycle Paper Permitted Permitted Permitted
Letter Head Permitted Permitted Permitted
Pre-Punched Permitted Permitted Permitted
Colour Permitted Permitted Permitted
Labels - - Permitted
Glossy Paper - - Permitted
Transparency - - Permitted
Envelope - - Permitted

*1  when 500-sheet paper feed tray and stand/2x500 sheet paper drawer are 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/m2 (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).

Paper size that can be automatically detected
(When 500-sheet paper feed tray and Stand/2x500 sheet paper drawer are installed)

For tray 2 - 4, select "AutoAB" or "Autoln" in "Paper Size Set", the size of paper is automatically detected.
For detailed procedures for selecting the settings, see "Tray Settings (page 1-103)"

AutoAB A3, B4, A4, A4R, B5, 8-1/2" x 13"

Autoln (Auto-Inch) 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, 7-1/4" x 10-1/2"R
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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 or pre-punched
set
Trays 1-4 Facing up Facing down
Bypass 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]:
éi:? In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Condition Settings] —
[Disabling of Duplex].

Paper that cannot be used

» Tab paper
* 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/m?2 (15 Ibs)
* Heavy paper as thick as 257 g/m2 (140 Ibs. index) 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
* Perforated paper
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TRAY 1

A maximum of 250 sheets of paper from size A5R to A3 (5-1/2" x 8-1/2"R to 11" x 17") can be loaded into tray 1.

Settings (page 1-103)". Incorrect setting affects automatic paper selection action. It may cause print failure, printing on paper
of a wrong size or type or paper misfeeds.

' If you loaded paper of a different type or size from the paper previously loaded, be sure to check the settings in "Tray

0 Do not place heavy objects on the tray or press down on the tray.

To check the type and size of paper:

i% [Tray Settings] in the home screen or in "Settings", select [Status] — [Machine Identification] — [Paper Input Tray Status] —
[Paper Tray Settings].
* To set the type and size of paper:
Set this in [Tray Settings] in the home screen or in “Settings” - [System Settings]—-[Common Settings]—[Paper
Settings]—[Paper Tray Settings].

Pull out the paper tray.
n ‘ B Gently pull the tray out until it stops.
. - ayd Push the centre of the pressure plate down until it locks into
place.

Adjust guide plates A and B to match
the longitudinal and transversal
dimensions of the paper to be loaded.

The guide plates A and B are slidable. Squeeze the
separator plate lever and slide to the desired paper size.

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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Insert the paper into the tray.

* Load the paper with the print side facing up. Make sure
the stack of paper is straight before loading it.

* Place the paper under the roller on the right side of the
tray.

« After loading the paper, close the guides to the paper
width not to leave the gap from the guides A and B.
* Do not load the paper as shown below.

== E0=ES

* To load 11" x 17" paper

Remove the divider plate.Move the divider plate all the way over to the paper feed opening side (right side), and pull
up to remove. Insert the removed divider plate into A.

T

» The stack must not be higher than the indicator line.
» Do not add paper.

Gently push the paper tray into the
machine.

Push the tray firmly all the way into the machine slowly.
N Forcefully inserting the paper may cause skewed feeding
and paper misfeeds.

-
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TRAY 2 - 4 (when 500-sheet paper feed tray
and stand/2x500 sheet paper drawer are
installed)

A maximum of 500 sheets of paper from size A5R to A3 (5-1/2" x 8-1/2"R to 11" x 17") can be loaded into trays 2 to 4.

If you loaded paper of a different type or size from the paper previously loaded, be sure to check the settings in "Tray
Settings (page 1-103)". Incorrect setting affects automatic paper selection action. It may cause print failure, printing on paper
of a wrong 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] —
[Paper Tray Settings].
* To set the type and size of paper:
Set this in [Tray Settings] in the home screen or in “Settings” - [System Settings]—-[Common Settings]—[Paper
Settings]—[Paper Tray Settings].

— Pull out the paper tray.

1
n \ s Gently pull the tray out until it stops.

- To load paper, go to step 3. To load a different size of paper,
7 ¢ go to the next step.

Adjust guide plates A and B to match
the longitudinal and transversal
dimensions of the paper to be loaded.

The guide plates A and B are slidable. Squeeze the
separator plate lever and slide to the desired paper size.

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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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).

« If a paper misfeed occurs, turn the paper over and/or around, and reload.
« If the paper is curled, fix the curl before loading the paper.

« Adjust the divider plate so that there is no gap between the paper and divider plate.
* Do not add paper.
* Do not load the paper as shown below.

=0=] E0= EQ=T

n =% 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 PAPER INTO THE BYPASS TRAY

Use the bypass tray for printing on plain paper, envelopes, label sheets, and other special media.

Up to 100 sheets of paper can be loaded (Heavy paper weighing between 106 g/m?2 to 220 g/m?2 (28 Ibs. cover to 80 Ibs.
index): 40 sheets, 221 g/m2 to 256 g/m2 (80 Ibs. cover to 140 Ibs. index): 20 sheets, and envelope, transparency film: 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.

» To add paper, press down the pressure plate until it locks, remove any paper remaining in the bypass tray, combine it with
the paper to be added, and place in the bypass tray again. 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.

« After loading paper in the bypass tray, always check the paper type and size.

How to place the original

Load paper in landscape orientation.

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 of film as it is printed. If multiple sheets of film are allowed to stack
on the output tray, the sheets may stick together or become curled.
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Loading envelopes

When inserting envelopes in the bypass tray, place them aligned to the left side in the orientation shown below.
Only the front side of envelopes can be printed or copied on. Place the front side facing down.
Fold the flap and make a sharp crease at the fold.

When printing the front side

§

Place the front side facing down.

When placing DL

* Open the flap of the envelope.
* Place so that the flap is on the right.

When placing C4, C5, or C6
* Close the flap of the envelope.
* Place so that the flap is on the back side.

) When printing the front side

/Flap

e Address printing

Place the front side facing down.
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Important points when using envelopes

* Do not print the rear surface (the side with adhesive) of the envelope. This may result in misfeeds or poor print quality.
* Restrictions apply to some types of envelopes. For more information, consult a qualified service technician.
» Some operating environments may cause creasing, smudging, misfeeds, poor toner fusing, or machine failure.
* Fold the flap of the envelope and make a sharp crease at the fold. A misfeed may occur if the flap is up.
* Do not use the following envelopes:
» When placing multiple envelopes, they may not be fed if the print surface not being flat, instead being fed on an
angle.
» Feeding of thick envelopes may not be possible.
» Feeding of envelopes with uneven surfaces may not be possible.
* Those with a metal piece, a plastic hook or a ribbon hook
» Those with a string for closing
* Those with a window
+ Those with a lining
» Those with an uneven surface, finished with titling or emboss
+ Lined envelopes and other items that use adhesives or other composites for sealing may have this substance melt
because of heat from the fusing unit.
+ Hand-made envelopes
+ Those containing air inside
» Those damaged with a crease, fold mark or tear
» Envelopes for which the surface has deteriorated or deformed due to prolonged storage or moisture absorption
otherwise cannot be used.
+ Items that have 4 or more sheets in the envelope to be adhered cannot be fed.

@Can be used@
< 2 >Cannotbeused< E ,

* Envelopes with the corner gluing position on the back not aligned with the corner edge cannot be used as it may
cause creasing.

* Print quality is not guaranteed in the area 10 mm (13/32") around the edges of the envelope.

* Print quality is not guaranteed on parts of envelopes where there is a large step-like change of thickness, such as on
four-layer parts or parts less than three layers.

* Print quality is not guaranteed on envelopes having peel off flaps for sealing the envelopes.

Cautions when placing envelopes

* Removing curling

* Ensure these are flat, containing no air

* Ensure the four folded edges are pressed flat (for items with flaps, three edges)

* Align on a flat surface

» Some envelopes may not be usable due to the shape of the flap or the type of envelope.
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Important points when using label sheets

» 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

» Label sheets consisting of three sheets or more.

Loading paper

Open the bypass tray.

1S

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.

Push the centre of the pressure plate
down until it locks into place.
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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.

For "Letter Head" and "Pre-Printed", set the paper with the print side up. However, when [Disabling of Duplex] is

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.

« 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.

* How to close the bypass tray

Remove any paper remaining in the bypass tray.
When the extension guide is pulled, push the extension guide into the bypass tray and then close the bypass tray.

To display the paper tray settings when paper is detected in the bypass tray
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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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 1-103)".
To user type setup, see "Paper Type Registration (page 1-104)".

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 1-103)".

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 1-103)".

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.

Type

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 1-89)".
+ 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] — [Condition Settings] — [Disabling of Tray
Settings], [Disabling of Large Capacity Cassette], [Disabling of Optional Paper Drawer] is selected, the tray settings
(except for the bypass tray) cannot be configured.
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Tray Settings

Paper Tray

Tray 1

Paper Type

Plain 1/2, Pre-Printed,

Recycled, Letter Head,
Pre-Punched, Colour,

User Type

Size

A3, A4, AR, B4, B5, B5R, ASR, 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 11R",
7-1/4" x 10-1/2R", 5-1/2" x 8-1/2R", 8K, 16K, 16KR

Tray 2 (when a
500-sheet paper feed
tray is installed)

Tray 3 (when a 500-sheet
paper feed tray and a
stand/2x500 sheet paper
drawer are installed)

Tray 4 (when a 500-sheet
paper feed tray and a
stand/2x500 sheet paper
drawer are installed)

Plain 1/2, Pre-Printed,
Recycled, Letter Head,
Pre-Punched, Colour, Heavy
Paper 1/2*, User Type

Auto-AB (A3, A4, AR, B4, B5, 8-1/2" x 13"),

Auto-Inch (11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11R",
7-1/4" x 10-1/2R"),

A5R, B5R, 8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 5-1/2" x 8-1/2"R, 8K,
16K, 16KR

Bypass Tray

In addition to the paper
types in trays 2 to 4,

Thin Paper*, Heavy Paper
3*, Glossy Paper, Label
sheets, Transparencies,
Envelope

Auto-AB (A3W, A3, A4, A4R, A5, A5R, A6R, B4, B5, BSR, 11" x
17", 8-1/2" x 13-1/2", 8-1/2" x 13-2/5", 8-1/2" x 13", 8-1/2" x 11"),
Auto-Inch (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 11", 8-1/2" x 11"R, 7-1/4" x 10-1/2"R,
5-1/2" x 8-1/2"R, A3, A4, B4, B5),

8K, 16K, 16KR

Size Input-AB (X = 140 mm to 457 mm, Y = 90 mm to 305 mm)
Size Input-Inch (X = 5-1/2" to 18", Y = 3-5/8" to 12")

When [Envelope] is selected...

COM-9, COM-10, Monarch, DL, C4, C5, C6 are selectable.

*

Heavy paper 1: 106 g/m2 to 176 g/mZ2 (28 Ibs. bond to 65 Ibs. cover)
Heavy paper 2: 177 g/m2 to 220 g/m?2 (65 Ibs. cover to 80 Ibs. cover)
Heavy paper 3: 221 g/m?2 to 256 g/m?2 (80 Ibs. cover to 140 Ibs. index)
Thin paper: 55g/m2 to 59g/m2 (13 Ibs. bond to 16 Ibs. bond)
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Custom Size Registration (Bypass)

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".

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 7 paper types can be registered.

List name Description

Tvoe Name Register any name.

P The factory default names are "User Type 1" to "User Type 7".
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.
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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] — [Condition Settings]
— [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)

AB-A A3 Ad. ADR. A5, B4, B5, BSR |1311 )E(;;,7|"3'58|:/2“ X 14", 8-1/2" x 11", A3, A4, A4R, A5,

AB-3 A3, A4, A4R, A5, B4, 8K, 16K, 16KR g‘g(’)pr:r'npgi’/gji’gf)’, ;:(X:gKi;fR” 1,216 mm x

Inch-1 11" X 17", 8-1/2" x 11", 8-1/2" x 11'R, 5-1/2" x 8-1/2" ;11/X1)(78?/;/2A);1:4 BA/ZTAT, 842X ATR,

Inch-2 11" x 17", 8-1/2" x 117, 8-1/2" x 11"R, 5-1/2" x 8-1/2" ;11;(211112;6 o lexfg 2 /r;m g,—ﬁ"xm"), 8412541,

Inch-3 17X AT" 812 X 17, 8412 X 1R, 5-112' x84 | LT 181é21;‘21i121/ 5R(2;61 b 8"_13/‘;9’ T\g‘,)'M

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.

Original size when the automatic document feeder is open
When a thick original is set on the document glass and the automatic document feeder is not completely closed and the
original is scanned, the original size cannot be automatically detected. Set the original size manually.
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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 Local Drive.
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.

* Slow Scan Mode

* Blank Page Skip”
* Excluding fax mode and Internet fax mode.

Initial Original Count Setting
éi-;& 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 Local Drive
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AUTOMATIC DOCUMENT FEEDER

This section explains how to place originals in the automatic document feeder.

+ 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. 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.

» The condition, material, shape, or fabrication method of some business cards may prevent correct feeding or scanning.

» 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].

\
il —~
= =
o age (o]
Feed slot N Hole positions %
L [[o o °§

Allowed original sizes

Minimum original size Maximum original size
Standard size Standard size
210 mm (longitudinal) x 148 mm, or A5 297 mm (longitudinal) x 420 mm (transversal) or A3
5-1/2" (longitudinal) x 8-1/2" (transversal) 11" (longitudinal) x 17" (transversal)
Non-standard size Non-standard size
(Minimum size that can be specified manually) (Maximum size that can be specified manually)
131 mm (longitudinal) x 140 mm (transversal) Copy mode/Scanner mode:
5-1/8" (longitudinal) x 5-1/2" (transversal) 297 mm (longitudinal) x 432 mm (transversal)
11-5/8" (longitudinal) x 17" (transversal)
Fax mode:
297 mm (longitudinal) x 1000 mm (transversal)
11-5/8" (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 2-32)"

» FAX:"SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 4-47)"

» SCANNER: "SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 5-52)"

Allowed original weights

1-sided scanning: 50 to 128 g/m?2 (13 to 32 Ibs Bond)

2-sided scanning: 50 to 105 g/mZ2 (13 to 28 Ibs Bond)

Thin paper(1-sided): 35 to 49 g/m2 (9 to 13 Ibs Bond)

To scan an original from 35 g/m?2 to 49 g/m2, use “Slow Scan Mode” in the Special Modes. Attempting to scan without
using “Slow Scan Mode” may result in misfeeding of the original.

2-sided scanning of the original will not take place when “Slow Scan Mode” is enabled.
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n Make sure that there is no original on the document glass.

Place the original.
- . Align the edges evenly )
Below the indicator line Up to 100 sheets can be inserted.

and face them up R .
m After scanning is finished on the automatic document feeder,
— N

/ Insert to the end remove originals from the original exit tray.
9 Fit to the Original Size
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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 2-32)"

» FAX:"SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 4-47)"

» SCANNER: "SPECIFYING THE ORIGINAL SCAN SIZE USING NUMERIC VALUES (page 5-52)"

n Open the automatic document feeder.

Load the paper with the print side
aMark facing down.
Document glass —m v Place the original face down and align the top left corner of
scale the original with back left (at the tip of the mark €M) of the
document glass.

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.

e Original size when the automatic document feeder is open

When a thick original is set on the document glass and the automatic document feeder is not completely closed
and the original is scanned, the original size cannot be automatically detected. Set the original size manually.

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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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 May, 2020)

Product name Product Description
number
500-sheet paper feed tray BP-CS10 Additional tray. A maximum of 500 sheets of paper can be loaded

into the tray. Up to four paper feed units can be installed.

Stand/2x500 sheet paper drawer BP-DE10 Additional tray. A maximum of 500 sheets of paper can be loaded
into the tray. One paper feed tray can be installed. (when
500-sheet paper feed tray is installed)

High stand BP-DS10 This is an additional dedicated stand.

Low stand BP-DS11

PS3 expansion kit MX-PK13 Enables the machine to be used as a Postscript compatible
printer.

Barcode font kit MX-PF10 Adds barcode fonts to the machine.

Internet fax expansion kit MX-FWX1 Enables Internet Fax.

Direct print expansion kit MX-PU10 This enables direct printing of DOCX, XLSX, and PPTX files
without going through a computer.

Application integration module MX-AMX1 Sharp OSA (page 1-111)

Application communication module MX-AMX2

External account module MX-AMX3

Enhanced compression kit MX-EB19 Saves a scanned document in the Compact PDF format. Compact

PDF results in a smaller size than regular PDF.

OCR expansion kit MX-EB20 This is required to use the OCR function.

Facsimile expansion kit MX-FX15 This is required to use the OCR function.

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-US10

Sharpdesk 50 license kit MX-US50

Sharpdesk 100 license kit MX-USAO0

Wireless LAN Adaptor MX-EB18 You can use this as a work platform, or temporarily place originals

or a mobile device.

Some options may not be available in some countries and regions.
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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".

The Application communication module (MX-AMX2) is required to use these functions.

€::.e To set a standard application in "Settings (administrator)":
94 In "Settings (administrator)", select [System Settings] — [Sharp OSA Settings] — [Standard Application Settings].

Tap the [Sharp OSA] key in the Home
n screen.

If no standard applications have been stored, the key cannot
be tapped.

CLOUD PORTAL

SIS If two or more standard applications have been stored, the
screen for selecting a standard application will appear. Tap
the standard application that you wish to use.

CLOUD PORTAL e o . If only one standard application has been stored, connection
to the standard application will begin.

n Select a standard application.

CLOWD
FORTAL

jun
ﬂ

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.

The External account module (MX-AMX3) is required to use these functions.

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 1-8)".

‘ To set up the external account application:
%13 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] — [Authentication Settings] and enable the [User Authentication]
setting. Next, 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 (administrator)", select [System Settings] — [Authentication Settings] and enable the [User Authentication]
setting.
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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.
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Sharp OSA Settings

In "Settings (administrator)”, select [System Settings] — [Sharp OSA Settings].

Condition Settings

Sharp OSA version
Displays Sharp OSA version supported by this machine.

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.

Accept remote access request from application
Select if using a Sharp OSA application of a type that uses remote access from external to the machine.

Application allowed to access
Register the application URL of the Sharp OSA application for which to allow remote access to the machine.

Approve remote access request on operation panel
Displays a permission dialogue on the printer operation panel when starting usage of the remote access function.

Accept Ul operation request from application
Select when using applications that control Ul of the multifunction machine.

Display dialog of connection in Sharp OSA mode

Displays a connecting dialogue on the printer operation panel during remote access.

Accept secondary send request from Sharp OSA application
Select when sending scan data processed by an application to an arbitrary destination through 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.

The application communication module is required.

Store Standard Application
When you tap the [Add] key, the registration screen appears. Up to 64 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.
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Settings

Application Name

Item Settings

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.

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.

Receiving Application Setting

The Fax or I-Fax Receive functions can be set in the Sharp OSA applications.

The application communication module is required.

Settings

Item 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.

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.

The external account module is required.

Item Settings

Server 1-4

Set to enable each of the servers.

Application Name

Enter an application name.

Use Embedded Application

Set to use the embedded application.

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.
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Item Settings

Extended Platform Set this option to use the expansion platform.
Data Size* Set the screen size of application.
Find My Address Search my address.

* This setting can be set in Server 1.

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.

The application communication module is required.

Install Embedded Application
When you tap the [Add] key, the registration screen appears. Up to 64 items can be installed.

installed. When installing from the Web page, the files in the computer are installed.

» The maximum area of the local drive that applications can use is 4 GB. If previously installed applications are already using
4 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.

The application communication module is required.

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.

1. Amisfeed 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 and the waste toner box.

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
4
j A §
A

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).

Open the automatic document feeder
and remove the glass cleaner.

Clean the document scanning area on
the document glass with the glass
cleaner.

Replace the glass cleaner.
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CLEANING THE FEED ROLLER OF TRAY 1

If the paper in tray 1 frequently misfeeds, press down the centre of the pressure plate until it locks, and wipe the surface
of the feed roller with a clean, soft cloth moistened with water.

CLEANING THE BYPASS FEED ROLLER

If paper misfeeds frequently occur when feeding envelopes or heavy paper through the bypass tray, wipe the surface of
the feed roller with a clean soft cloth moistened with water.

————/ /

CLEANING THE PAPER FEED ROLLER

If lines or other dirt appear on the scanned original when the automatic document feeder is used, wipe the surface of the
roller with a clean soft cloth moistened with water.
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CLEANING THE LASER UNIT

When the laser unit inside the machine becomes dirty, line patterns (coloured lines) may form in the printed image.

Identifying lines (coloured lines) caused by a dirty laser unit

* Coloured lines always appear in the same place. (The lines are never black.)

* Coloured lines appear in parallel with the direction of paper feeding.

* Coloured lines appear not only on output from a copier but also on prints from a computer. (The same lines appear on
both copies and print jobs.)

If conditions similar to the above occur, clean the laser unit as explained below.

Open the front cover.

Remove the waste toner box.

Tip the waste toner box forward and down, and slowly pull
up.

Take out the cleaning tool for the laser
unit.
The cleaning tool is attached to the front cover.

(1) Pull the right-hand side of the cleaning
tool to detach it from the hook.

(2) Putit over the hook to place it on the back
side.

(3) Turn the cleaning tool around the boss to
detach it from the left hand hook.
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Make sure that the cleaner at the tip of
the cleaning tool is not dirty.

4 If the cleaner is dirty, remove the cleaner from the cleaning
tool and replace it with a clean one. For the procedure for
replacing the cleaner, see steps 5 through 7. If the cleaner
is not dirty, go to step 8.

Cleaner

Take out a replacement cleaner from
the waste toner box.

Replacement cleaners are stored on the waste toner box.
Grasp the end of the cleaner and pull it out of the waste
toner box.

Remove the dirty cleaner from the tip
n of the cleaning tool.

ﬁ (1) Firmly grasp the tool where the cleaner is

i attached.

(2) Use your other hand to press down on the
hook that secures the cleaner, and
remove the cleaner.

Attach the new cleaner to the cleaning
tool.

(1) Align the cleaner hook with the
attachment hole in the cleaning tool.

(2) Hold the cleaner firmly and push the
cleaning tool in.
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Clean the laser unit.

(1) Point the cleaner down and slowly insert
the tool into the hole that you wish to
clean.

Be sure to point the cleaner down.
Labels similar to (A) are attached to areas that require
cleaning.

(2) Insert the cleaning tool all the way into
the hole and then pull it back out.

Pull the cleaning tool out until you feel the tip of the tool
leave the cleaning surface of the laser unit.

(3) Repeat step 2 two or three times and then
remove the cleaning tool.

Repeat steps 8 to clean all holes (4
holes) in the laser unit.

The laser unit is cleaned in four locations, including the
location cleaned in step 8. Clean all holes.

Replace the cleaning tool.

(1) Engage the cleaning tool onto the boss
and turn it around it, and then put the
edge (the cleaner side) on the left hand
hook.

(2) Put the right-hand side of the cleaning
tool over the hook to place it on the near
side.

(3) Turn the cleaning onto hook.
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Push the waste toner box into the

machine.

Push in until you hear a "click" sound indicating that the left
and right locks are engaged.

Close the front cover.
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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.

Replacement message

Toner Low (Do not replace cartridge X
until requested)

When this message appears, prepare a toner cartridge for replacement.

¥

If you continue to use the machine, the following message will appear when the toner runs out.
Colours that have run out of toner are indicated in (oooo).

Y: Yellow toner, M: Magenta toner, C: Cyan toner, and Bk: Black toner

Replace the toner cartridge with a one of the relevant colour.

Change the toner cartridge.(oooo)

Open the front cover.

Pull the toner cartridge toward you.
Gently pull out the toner cartridge horizontally.

(Example) Replacing the yellow toner cartridge
Hold the toner cartridge with both hands as shown and
slowly pull it out of the machine.

If the cartridge is pulled out abruptly, toner may spill out.
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5~6 Take out a new toner cartridge from its
package and shake it horizontally five
4y or six times.

Slowly insert the new toner cartridge
on the level.

Press in firmly until you hear a "click"
sound.

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.
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« If any one of the toner colours runs out, colour printing will no longer be possible.
@ If the Y, M, or C toners run out but a quantity of Bk toner still remains, printing is performed in black and white.

» Depending on your conditions of use, the colour may become light or the image blurred.

* Be sure to install four toner cartridges (Y/M/C/BK).

* 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. Additionally, if the toner quantity is displayed on the home screen, a" /\" will be displayed alongside colours
for which toner has run out.

: Set the toner cartridge to be removed with "Settings (administrator)" — [System Settings] — [Image Quality Adjustment] —
[Remove Toner Cartridge].

For more information, see "Remove Toner Cartridge (page 7-123)".

‘ To manually remove the toner cartridge
[ ]
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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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I 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

When you set the —Ié iﬁ‘i"a' Detail -ul— Change to normal mode.
original size manually, » NORMAL MODE
the size you set appears. 2-Sided Copy Copy Ratio (page 2-4)

» SELECTING THE v == Select function to be set u
ORIENTATION b
AND SIZE OF THE 100%

ORIGINAL (page
2-32)

] Change the function
display.

E

Reset all settings. i
Preview

Starts black and white or
colour copying.

Scans the original and shows a preview
image.
2nd screen » PREVIEW SCREEN (page 1-12

Enter the number of copies.

Original . >
A4 Detail

[Fins

Colour Mode Original Exposure
Select function to be set

up. &

Auto

Full Colour

CA ) Copies 1 o BW » Colour
Preview ® Start > Start

You can select these functions in easy mode.

* Paper Select »page 2-12 * Original »page 2-32

+ 2-Sided Copy »page 2-16 * Exposure »page 2-22
» Copy Ratio »page 2-25 * N-Up »page 2-43

* Colour Mode »page 2-19 * Card Shot »page 2-47

* To select a function in easy mode
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Easy Mode
Settings] — [Easy Copy].
* To cancel the warning message displayed when switching from easy mode to normal mode
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Easy Mode
Settings] — [Display a Confirmation Message when Selecting "Detail" in Easy Modes] to disable this setting.
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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.

Setting keys used for
copying. <

Displays the list of function
keys. Frequently used
[Others], programs, and
other settings can be
registered.

Check the current

L,
(" No. of copies 1 M) s Sendas wellas print
Colour Mode Call Program
Ui olour
4 5 6 U QUICk e
Store Data Temporarily
Auto A4
e ) File
' Paper Select 1 2 3 Store Data in Folder
Auto
P 2-Sided Copy Call Eco Program
1-Sided—1-Sided 0 C
Copy Ratio N =
100% @ )
- Exposure IE  Preview
ok Plain 1
ﬁ Sort/Group o A

Displays the functions that
can be utilized in copy
mode.

Scans the original and
shows a preview image.
» PREVIEW SCREEN
(page 1-12)

E| Reset all settings.

o BW o Colour Starts black and white or
maStart SiEi colour copying.

settings.

Display keys other than the
function keys indicated above.

Indicates the presence or absence of an original and the
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 easy mode or normal mode as explained in “CHANGING MODES (page 1-11).




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.

You can also restore the default copy settings before executing copying
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition 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.

Switch to copy mode.
» CHANGING MODES (page 1-11)

2 . 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 1-107)
=N A » DOCUMENT GLASS (page 1-109)

Display Warning Message when Original is not Detected
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Display Warning

Message when Original is not Detected].

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 2-32)

If necessary, you can refer to the following functions for the setting.

In Easy mode In Normal mode

_ Original

b i Send as well as print
£ T I No. of copies 1 » we pri

. Colour Mode
Full Colour

Call Program

Cal Registered sstings
Paper
Select

< 100%

1-1

2-Sided Copy Copy Ratio

Original Su\ck File

tore Data Temporariy
Auto A4
File

Paper Select Store Data in Folder

Auto

Call Eco Program

2-Sided Copy
1-Sided—1-Sided

Copy Ratio

o m—
oD ﬁSoﬂ/Gmup :::

Preview Copes F 5 Sfa'ﬂ”’
« Paper Select »page 2-12 + Colour Mode »page 2-19
» 2-Sided Copy »page 2-16 « Original »page 2-32
» Copy Ratio »page 2-25 * Paper Select »page 2-12
* Colour Mode »page 2-19 + 2-Sided Copy »page 2-16
« Original »page 2-32 + Copy Ratio »page 2-25
» Exposure »page 2-22 » Exposure »page 2-22
* N-Up »page 2-43 + Sort/Group »page 2-39
+ Card Shot »page 2-47 » Others »page 2-54
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Scan the original.

Tap the [Preview] key to scan the original.

In Easy mode In Normal mode

Send as well as print

[”l I

Original No. of copies 1

Colour Mode Call Program
" Full Colour Call Registered settings
F | ~—| Quick File
go! L Store Do Terrary
Auto Ad4
r File
o Seect et n Foier
Auto

Call Eco Program

A4 Detail - |

Paper
Select

2-Sided Copy Copy Ratio

100%

] 2-Sided Copy
1-Sided—1-Sided

Copy Ratio

e EXpOSUTE
Auto

oo o
Sort/Group
X : Auto
Copies 1 - BW « Colour
® Start Start

» To make 2-sided copies, configure the 2-sided copy settings before scanning the original.
» AUTOMATIC 2-SIDED COPYING (page 2-16)

» When not checking the preview image, tap the [Colour Start] or [B/W Start] key to start copying.

Check the preview image.

Display the preview image of the scanned original.
In the preview screen, check the settings such as colour mode and 2-sided copy.
» COPY PREVIEW (page 2-9)

In Easy mode In Normal mode
Preview L m Copies — [l i» Send as well as print
5 Colour Mode Quick File
Full Colour| Store Data Temporarily
Qe o Dt Pt
A4 A4 Ad
Scan Original Again
| Faper Select Without change Settings
Image Auto Image b

2-Sided Copy
' 1-Sided—1-Sided

Copy Ratio

100%!|

Exposure

Auto

B SoriGrovp
Auto

# Colour
Start

ST |



Tap the [Colour Start] or [B/W 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

Copies 1" Ad | Send as well s print

Colour Mode Quick File
Full Colour Store Data Temporarily
File

Store Data in Folder

=, Original
= Detail =

Paper .
Select

2-Sided Copy Copy Ratio Original =
- Scan Original Again
Without change Settings

A4

[P Poper Select
Auto Image I

i 100%

1-1

L ©
CA ) o BW « Colour
Preview ® Start Start

2-Sided Copy
1-Sided—1-Sided

i Copy Retio

Exposurt

Auto

o SoGrowp
Auto

o] o | o[of 8 =}
« 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:

Colour Mode

Configure default colour mode settings.

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.

Select magnification
automatically according to paper

size, when paper tray is selected.

Enable magnification automatically in default when changing the paper tray.

2-Sided Copy

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
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.

Output Binding

Set the output binding in 2-Sided copy.

Output

Set the print output method that is selected by default.

Separator Page

Separator pages can be inserted before or after jobs. Set the paper tray used for the
separator pages.

Factory defaults

This returns all items to the factory default settings.
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COPY PREVIEW

You can tap the [Preview] key before scanning the original to check a preview of the scanned image.

» PREVIEW SCREEN (page 1-12)

In normal mode

While viewing the preview screen, you can adjust the exposure or colour, and configure the preview in your image.

You can also drag the preview image to edit it, for example, changing, rotating, or deleting an original page.
» MANUAL ADJUSTMENT OF EXPOSURE AND ORIGINAL TYPE (page 2-22)

In Easy mode

Preview

D

= Colour
Start

In Normal mode

Copies 1 B L 1 Send as well as print

.+ Colour Mode Quick File
Full Colour| Store Data Temporarily

orginal o Dt Pl
A4
Scan Original Again

[P Peper Select  ihout change Setings

Auto

i s
1-Sided—1-Sided

i Copy Ratio

100%

Evpoure
Auto
i SorvGroup .
Auto E

ST o |




CHECKING THE ORIGINAL SIZE

Easy mode

Check the original size in the upper left corner of the screen.

If you did not set the original size manually, the original size set in “Default Original Size Settings” in the System Settings
(administrator) appears.

If you set the original size manually, the size you set appears.

When you place the original in the automatic document feeder, the original icon appears next to the original size.

Original
Detail =

2-Sided Copy

Copy Ratio

Select

A4 ;,

100%

E D
CA L{ Copies 1 o BW « Colour
Preview ® Start Start

Normal mode

Check the original size in the [Original] key display.

If you did not set the original size manually, the original size set in “Default Original Size Settings” in the System Settings
(administrator) appears.

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

Call Program

Call Registered setiings
Quick File

Store Data Temporarily

. Colour Mode
- F

File
Store Data in Folder

n Call Eco Program

B/W
® Start

] 2-Sided Copy
1-Sided—1-Sided

[ Covy Refio

e ExpOSUTe

Piain 1
& Sort/Group o M

Auto "/
= Colour
Start

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] — [Condition Settings] — [Original Size Detector Setting].

For standard sizes that can be detected, refer to “Original Size Detector Setting (page 1-105).

In this case, manually set the original size.
» SELECTING THE ORIENTATION AND SIZE OF THE ORIGINAL (page 2-32)

* 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.
On "Preview Screen", view the image orientation or preview image.
» COPY PREVIEW (page 2-9)

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 2-32)".

To disable copy when the size or orientation is different:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Disable Copy in Different
Size/Direction].

Disables copy when the original and paper are placed in different orientations or there is no paper that matches the size of
the copy.

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 the tray with the size of paper that is the same as the set original size. (Auto
Paper Select).
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.

* 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 m

In Easy mode In Normal mode

Paper Select

- Changs Type and Size of
Auto m No. of coples 1 Ib Tray Specified Currently

Paper Select Ongmal

zeiDirecton.
= | Paper T Copy Ratio
1= m 5. o
=] A4
2 5] M Type and Size = — Plain 1 % Pla in 1 2-Sided Copy
= Margin Shift
3 |E] 84 - Typeand Size % it oo o Have Margn
Plain 1 =

. E - -
& |—|P\am1
-

i l—l P\a\r\1

{5l ol
: Tray 1 : Plain (60 - 89 g/m?)
h BW « Colour
Preview ® Start Start om0 o Son

» 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 2-38)

* 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 [Auto] key.

®
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[1nng

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 1-107)

Detail -

Paper

Ad

=

Tray 1

Select

2-Sided Copy

Copy Ratio

100%

E

o ‘ Preview

Copies

Tap the [Preview] key.
> PREVIEW SCREEN (page 1-12)

2-13

Check the paper (tray) and colour
mode you want to use for copying, and
tap the keys for any other settings you
want to select.

 Paper Select »page 2-12
+ 2-Sided Copy »page 2-16
» Copy Ratio »page 2-25

+ Colour Mode »page 2-19
* Original »>page 2-32

* Exposure »page 2-22

* N-Up »>page 2-43

» Card Shot »page 2-47



Tap the [Colour Start] or [B/W 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.

Detail -

2-Sided Copy Copy Ratio

“' 100%

LA -
E
CcA ) 1 - ew « Colour
Preview * Start Start

USING THE DOCUMENT GLASS FOR COPYING

Place the original on the document glass.
» DOCUMENT GLASS (page 1-109)

Check the paper (tray) and colour
mode you want to use for copying, and
tap the keys for any other settings you
100% want to select.

 Paper Select »page 2-12
+ 2-Sided Copy »page 2-16

(]
Froview ) s « Colour Mode »page 2-19

* Original »>page 2-32

* Exposure »page 2-22
* N-Up »>page 2-43

» Card Shot »page 2-47

Original

Ad Detail -

Paper i
Select 2-Sided Copy

Copy Ratio
Ad

Tap the [Preview] key.
» PREVIEW SCREEN (page 1-12)
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COPIER» BASIC PROCEDURE FOR MAKING COPIES

Tap the [Colour Start] or [B/W 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
A4

Copy Ratio

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 1-107)

Tap the [2-Sided Copy] key.
» COPYING SEQUENCE (page 2-5

Select 2-sided copy mode.

(1) Select the 2-sided copy type.

(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.

2-Sided Copy
(M

HIrEd R
1

Original Binding (2) Output Binding (3)

El [ el

D

= Colour
Start

Copies

. B/W
Preview * Start

Check the paper (tray) and colour mode 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 2-32

» Paper Select »page 2-12
» Copy Ratio »page 2-25

» Colour Mode »page 2-19
* Original »page 2-32

* Exposure »page 2-22

* N-Up »>page 2-43

» Card Shot »page 2-47
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T

Tap the [Preview] key.

Tap the [Colour Start] or [B/W 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 1-109)

Tap the [2-Sided Copy] key.
> COPYING SEQUENCE (page 2-5)

P M Select the 2-sided copy mode.

11 % 2-2 21 3) (1) Tap the [1 — 2] key.
(R R . L FPRACE (2) When the output is set to "2-Sided", select "Tablet" or

"Book" in "Output Binding".
(3) After the settings are completed, tap m

Output Binding
I = (2)

Copies

= Colour
Start

Preview

The [2 — 2] key and [1 — 2] key cannot be used when copying from the document glass.
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Check the paper (tray) and colour
mode 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.

(+]
E & » Specifying the orientation of the original (page 2-32)
» Paper Select »page 2-12

» Copy Ratio »page 2-25

+ Colour Mode »page 2-19
+ Original »page 2-32

» Exposure »page 2-22

* N-Up »page 2-43

» Card Shot »page 2-47

Original
A4 Detail -

i

Paper & -
Select 2-Sided Copy ll Copy Ratio

Ad

Tap the [Colour Start] or [B/W Start] key.

Set the next original, and tap the

A4 "Place next original. Press [Start] Detail -

W e, press [Reas £l [Colour Start] or [B/W Start] key to
i scan the original.

it

Tap the same key you tapped in step 5.

Repeat this step until all originals have been scanned.
. (v}

cA Copies 1 S - coo
Start Start

Tap the [Read-End] key to start copying.
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COPY COLOUR MODES

Select the colour mode from Auto, Full Colour, B/W, 2 Colour, and Single Colour.

Auto The machine automatically detects whether each original is colour or black & white and switches the mode
appropriately (full colour for a colour original or black & white for a black & white original).

Full Colour The original is copied in full colour.

B/W The original is copied in black and white.
The original is copied in two colours by changing a specific colour used in the original to another colour. If red

2 Colour is set to a specific colour, reddish parts in an original are extracted, and changed to the specified colour to
make a copy.

Single Colour* The original is copied in any one colour regardless of the colours used in the original.

* Can be set in normal mode.

If any colour mode is selected, copying takes place in black and white when you tap the [B/W Start] key.

* To change the default colour mode:
In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Initial Status Settings] — [Colour Mode].

* To change the standard to detect Black & White and Colour:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Condition Settings] —
[Detect Standard in Auto Colour Mode].
When the colour mode is set to auto in copy mode, the discrimination point for detecting whether originals are colour or
black and white can be set to one of 5 levels. When set to [Closer to B/W], the originals are easier to recognize as black
and white. When set to [Closer colour], the originals are easier to recognize as colour.

&)

_ Original

Tap the [Colour Mode] key.

=W Detail "
Colour Mode Original Exposure N-Up
o Auto Off
Full Colour
L ]
c2 Preview CoPEs l . g{‘gt . (S:(oakr)lur
Golour Mode oK | Select the colour mode.

After the settings are completed, tap m .
Check that the specified colour mode is selected.

Full B/W 2 Colour
Colour
f} © ®

Copies

Preview

* When auto mode is used, there may be some originals for which switching between colour and black & white does not
take place correctly. If so, tap the [Colour Start] or [B/W Start] key to manually switch between colour and black & white.

» When [B/W Start] is selected, the [Colour Start] key cannot be tapped.
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Copying in two colours

The original is copied in two colours by changing a specific colour to another colour.

Tap the [Colour Mode] key.

Tap the [2 Colour] key.

Colour Mode

(2)
Auto Full Colour BW 2 Colour
- '.
: @ @ L
(3) Reddish Colour
E

CA Copi
Preview SLLs 1 - g{‘a":t

= Colour
Start

2 Colour

Selected colour Speciied Coour I Red

. HEN
ReddishCoIouﬂ = .

Except Black

[

Preview

Copies BIW
® Start

= Colour
Start

Tap the [Change] key.

Tap the key of the colour to be
extracted to specify the extract colour.

* [Except Black]:
Extracts black parts in an original, and changes non-black
parts to the specified colour.

* [Reddish Colour]:
Extracts reddish parts in an original, and changes them to
the specified colour.

Specify the colour to change the extracted colour to.

After the settings are completed, tap the m key on the [2 Colour] screen, and check that the changed setting is
displayed at the side of [2 Colour] key on the colour mode screen.

After you have checked it, tap m

Check that the specified colour mode is selected.
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Copying in single colour

The original is copied in any one colour.

Tap the [Detail] key to change to normal mode.

» CHANGING MODES (page 1-11)

Tap the [Colour Mode] key.

Tap the [Single Colour] key.

. Original
No. of copies 1 | I# | Change Size/Direcion.
i .
Colour Mode m; ARGy
-Up
Put Mullle Pages in A Page
Shift Positon o Have Margin
Full Colour e
Erase Shadow Around
(3) (4)

=T

Sigle Calour ) = |
= ! BW

= Colour
Start

o | Original
No. of copies 1 TS e —
Colour Mode ; ZEEEEICER
= N-Up
Single Colour Put Muliple Pages in A Page

Margin Shift

M Orange Navy B Light Green

BW * Colour
® Start Start

M Light Blue B Aquamarine H Yellow Green

Purple W Pink W Beige

Tap the [Change] key.

Tap a colour you wish to use.

After the settings are completed, tap m on the [Single
Colour] screen, and check that the changed setting is
displayed at the side of [Single Colour] key on the colour
mode screen.

After you have checked it, tap m on the [Colour Mode]
screen.
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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.)

This function automatically adjusts the image during black & white copying and full colour copying to obtain the most
suitable copy.

=] Original .
=l a0y Details =

Colour Mode Original

o)
Copies B/W « Colour
Prewew * Start Start

Exposure N-Up

Auto Off

* 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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. m| Tap - or slide the slider to

Auto adjust the copy exposure.
: : — After the adjustment, tap m
N m:_m This completes the procedure in easy mode.
ighten arken

Copies

Preview

To select more detailed settings, tap the [Detail] key to switch to normal
mode.
» CHANGING MODES (page 1-11)

Tap the [Exposure] key.

T B Tap the required original image type
., B semsenreou key to specify the original type.
' IA""’ . n.n ' :Ikg:ZAthmt Tap the key matching the original.
I oo LN

Copy of Copy

Copy Original with D
Highlighted Lines J g ew &
= [~ 1] Start Start

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.

Light Or |
o

» 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......uvvvveeeeeeeeenn. Use this mode to copy photos.

e Map . 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.
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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 using a copy or printed page from the machine as an original:

» To enhance the colour of a colour copy:
Tap the [Colour Tone Enhancement] checkbox so that E appears.
Set the [Colour Tone Enhancement] when you select an original type.
» When you want to make fluorescent marker parts more visible:
V#en using a page with highlitd lines as an original, tap the [Copy Original with Highlighted Lines] checkbox so that
v appears.

* [Copy of Copy] and [Colour Tone Enhancement] cannot be specified together.
* [Copy of Copy] and [Colour Tone Enhancement] cannot be combined with [Intensity] in "Others".

o N Tap KI Bl or slide the slider to adjust
eeesestit=ee T m Select Scan Resolution the copy exposu re.
; . " a Colour Mode
L me o ER— If you adjust the exposure with the original type selected to
B B e Erase [Auto], the original image type is automatically selected to
CIz. [Text/Printed Photol.
After the adjustment, tap m

Copy of Copy

Copy Original with
Highlighted Lines

L0
o BW. *Colour
® Start “ Start

2
[}

Guidelines for the exposure level when [Text] is selected for "Exposure/Original Type"
1to 2: Dark originals such as a newspaper

3: Normal density originals
4 to 5: Originals written in pencil or light coloured text
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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)
Auto Image

it Slightly Reduce
3% Reduction)
By Paper Size
+

E

Copies
Preview B 1 o B g Gl

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 2-12)

» AUTOMATIC DOCUMENT FEEDER (page 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Copy Ratio] key.
> COPY MODE (page 2-3)

Copy Ratio m Tap the [Auto Image] key-
100 o An enlargement/reduction ratio appropriate for the set
= Sighty Reduce original size and selected paper size is automatically
- EBE orghnal
zy,P.aperS'ze- The automatically selected ratio will appear in the ratio
+
display.

Copies o B * Colour
Start Start

* To cancel the Auto Ratio Selection setting:
@ Tap [Auto Image] to deselect it.

* To return the ratio to 100%:
Tap the [100%] key.
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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 Il 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.
[ After the settings are completed, tap .

100 o
% . . o
" Check that a paper size suitable for the ratio is selected.
-- 3% Reduction
By Paper Size

4+

Copies
i BW * Colour
Ricvicy * Start Start

* 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)

Cory Ratio [oK] Specify the original size (paper size of

100 5" the loaded original) and the copy size
-]+ ] (paper size of the copy output).

After the settings are completed, tap m .

4+

CA E Copies
i BW * Colour
AuED ® Start Start

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 1-11)

Tap the [Copy Ratio] key.

Voo R T e Tap the [by Size] key of the [Zoom] tab.

| Copy Ratio Original
Change Size/Dire
Zoom XY Zoom Change Paper Feed Tray
B4->B5 o DRl B5->A4 2-Sided Co
oo O g
Background Adjustment
BB
Ba>AL A4sB4
> i 100% . >/
o ’ —
- ] BW

* Colour
Start

. s [ s Specify the image size (dimensions of
@ ... the image to be enlarged or reduced)
T o s . ooy and the output size (dimensions of the
o enlarged and reduced images).

mm 0 %

Tap the area of image size and output size, and enter the
sizes using the numeric keys.
After the settings are completed, tap .

—

* Colour
Start

« 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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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 1-11)

Tap the [Copy Ratio] key, and then tap the [XY Zoom] tab.

Original

e o Tap the [X] key, and set the X
[ox] o ( P ) i
e e horizontal) ratio.
100 $%25~200) Background Adjustment
—

5~200)

Xl 100
-
Bn/

T
o B/W
= 3

 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 1 to 2 in Using the preset ratio ke age 2-27).

Tap the [by Size] key.

. oo Specify the X and Y dimensions of the
@ e image size and those of the output
EE:-;;:’:.':‘;2:.5:31.“::‘-;‘::'::3‘:?;':5: @ size.
i N'm“gp‘ _ NP“: CopyRate Check that a paper size suitable for the ratio is selected.
3 . =" After the settings are completed, tap m .

T Notinput Not Input o

P =

BW * Colour
L' Start Start

z9
]

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

You can check the original size setting in CHECKING THE ORIGINAL SIZE (page 2-10).
To change the original size, touch the [Original] key and set 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.

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.
Set the correct orientation of the original and then specify N-Up layout settings.

In Easy mode In Normal mode
original m No. of copies 1 . Colour Mode
Image Original m 2-Sided Copy
Orientation Image Orientation
n T | Background Adjustment
: : A4 | =1 Blank Page Skip
Skip Blar ge in Original
Inct Direct En ustom Size
o
‘ <I ‘ Enlarge/Reduce Copy

-
Q )
Ca Preview Ceptes 1

BIW
® Start

E
[}

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 1-11)

Tap the [Original] key.

Tap the [AB] tab or the [Inch] tab.
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[  Conrtios Tap the appropriate original size key.

e S | :s‘:wc"::d - After the settings are completed, tap 3.

i TR T
ee n =] Blank Page Skip
r— e T | St

A4R 216 x 340
Lh

e il i~ -l SN 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 1-11)

Tap the [Original] key.

Tap the [Direct Entry] tab.

No. of copies 1 i Colour Mode
Original m 2-Sided Copy
Image Orientation
" ] Background Adjustment
— Blank Page Skip
Skip Blank Page in Original
AB inch Direct Entry

Specify the original size.

Copy Ratio

EnargelReduce Copy

y 297 (25~297)
mm

X 420 (25 ~432)
2

=

: - B/W
4 A3 [ ® Start

* Colour
Start

» 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 1-11)

Tap the [Original] key.

Tap the [Custom Size] tab.

 m = Tap [Store/Delete Original Size] on the
"-Ongma\ I Colour Mod t' I
L. e action panel.
] 2-Sided Copy
AB | Inch Direct Entry Custom Size Blank Page Skip
Copy Ratio

(0]

*Colour
* Start

" : o o BW
V] o I *
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No. of copies

Original
Store/Delete

Select the size key to store/delete
the custom original size.

Others

2]

» Colour Mode
2-Sided Copy
Background Adjustment
Blank Page Skip

Skip Blank Page in Original

Copy Ratio
EnlargelReduce Copy

e

&

BW * Colour

. Start Start
L

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

Store/Delete

Select the s|
the custom {

in this location.

Acustom size has already been stored

Mode

d Copy
round Adjustment
Page Skip
ri Page in Origial
Ratio

No. of copies

Original
Size Input
Enter Size to Register.

g__

1 Colour Mode
2-Sided Copy

Background Adjustment
Blank Page Skip
Skip Blank Page in Original

Copy Ratio
EnlargelReduce Copy

Specify the original size.

Tap the areas displaying width and height sizes respectively,
and enter the sizes using the numeric keys.

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 2-34).

N Tap the key of the original size that

Ik Original Size

oK ; Colour Mode you Wish to retrieve-

2-Sided Copy

. After selecting the key of the original size, tap the key.
Bank Page sk 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, envelopes, and other special
media.

For precautions on loading paper into the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-97)".

For detailed information on paper that can be loaded into the bypass tray, see "APPLICABLE PAPER TYPES (page 1-90)".

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 1-97)
When you load paper in the bypass tray, the current bypass tray paper type and size appear. To change the paper type
or size, tap the [Type] or [Size] key.
For the settings, refer to "SPECIFYING A TYPE AND SIZE OF PAPER LOADED ON BYPASS TRAY (page 2-38)".
If paper is already loaded in the bypass tray and you want to change the tray to be used to the bypass tray, go to step 2.

Bypass Tray 10:15

Tl
Current Bypass Tray Settings are as follows.

Type: Plain Paper 1 .
(60 - 89 g/m?) v

Operation Enlarge Seftings  TotalCount  Brightness  Job Status.
Guide  Display Mode. Adjustment

Tap the [Paper Select] key, and tap the bypass tray key.

The bypass tray key shows the previously loaded paper size and type.
If the paper type and size are okay, go to the next step.
If you need to change the paper type or size setting to match the paper placed in the bypass tray, change as explained
in "SPECIFYING A TYPE AND SIZE OF PAPER LOADED ON BYPASS TRAY (page 2-38)".
» SELECTING THE PAPER TRAY FOR COPYING (page 2-12)

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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Colour Start] or [B/W Start] key to start copying.
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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 2-12)

Tap the [Type and Size] key, and tap the key that meets the type of the loaded
paper.

Paper Select

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 .

Type/Size of Bypass

Type: Plain 1 ' Size: Auto-AB '
|, Auo-a4 | AdoAB
A3W(12x18),A3,A4,A4R A5R,B4,B5,
B5R,11x17,8% x11
Auto-Inch

Auto-Inch
12x18(A3W),11x17, 8% x14,8% x11, 8% x11R,
7% x 10%4R 5% x87:R,A3,A4,B4,B5

CA Copies

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 millimetres.
After you have entered the paper size using the H key, tap the [OK] key.

Paper Select m
e x|
i' 207 (90 ~305)
£

xa20 297 | x420 v297 [ [ (w=car)
mm
X420 Y297 “

Copies
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OUTPUT
SORT/GROUP SETTING

This section explains how to select the sorting method when outputting the scanned original.

Auto Enables the sort mode when the original is placed in the automatic document feeder, and enables the group
mode when the original is placed on the document glass.
Sort Sorts the scanned original on a set basis, and o
outputs them. Finished
Originals
When 5 is set for the %@
number of copies
Group Groups the scanned original on a page basis,
and outputs them.
Originals Finished
When 5 is set for the
number of copies
Rotated Sorts the scanned originals into sets, and
Output changes the orientation (portrait/landscape). Originals Finished
[] =
When 4 is set for the
number of copies

Paper for Rotated Output

Rotated Output can only be selected when the following three conditions are met.

* Load one of the supported paper sizes.
*The only paper sizes that can be used for Rotated Output are B5, B5R, A4, A4R, 8-1/2" x 11", 8-1/2" x 11"R, 16K,
16KR.

* Load paper in different orientations (portrait and landscape) in at least two trays. Load the same size of paper.

* Load the same type of paper.

For example, load A4 size plain paper 1 vertically in tray 1, and load A4 size plain paper 1 horizontally in the bypass tray.
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Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-11)

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 2-32

n Tap the [Sort/Group] key.

Select the sorting method.
After the settings are completed, tap m .

If the checkbox is set to M when [Sort] is selected, the scanned originals are sorted into sets, and the orientation
(portrait/landscape) is changed.
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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

When this function is combined with Sort/Group, Sort/Group is not applied to the separator pages.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-11)

» Specifying the orientation of the original (page 2-32)

Tap the [Original] key and specify the orientation of the original to have the orientation be correctly recognized.

Tap the [Others] key, and tap the [Separator Page] key.
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a: COPIER» BASIC PROCEDURE FOR MAKING COPIES

oves o JEETI Specify the separator page insertion

CNU

B Pl PagesinAPage m()de
: .
[ Insert Top of Sets Bypass

Colour Mode

[ et Enaorsete —  To insert separator pages between sets of copies, set the
B e [Insert Top of Sets] or [Insert End of Sets] checkbox to
= W . Next, tap H to specify the number of copies in
Ao = each set.
« To insert separator pages between jobs, set the [Insert
T Before Job] or [Insert After Job] checkbox to |7 .
- « After the settings are completed, tap .

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].
Set the order and borders of N-Up by "Layout" or "Border".

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 1-107)
» DOCUMENT GLASS (page 1-109)

When using the document glass to scan multiple original pages, change the original and tap the [B/W Start] or [Colour
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 2-32
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Preview S

Copies * Colour

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 1-11)

Tap the [Others] key, and tap the [N-Up] key.

oK Covers/Inserts.

Others I» Insert Coversiinserts

N-Up } Booklet
Select Original Type to Arrange in 1 Page.
2-Sided Copy
I Layout
1 n Colour Mode
7 g m
| e Margin Shift
) Shit Positon to Have Margin

o

. -
- - B/W * Colour
* | v AT # Start Start

* To cancel the N-Up setting:
@ Tap the [Off] key.
* To cancel all settings:
Tap the [CA] key.

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.

Tap the [Colour Start] or [B/W Start] key to start copying.
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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 1-11)

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 2-12)

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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% COPIER» BASIC PROCEDURE FOR MAKING COPIES

Place the original on the document
glass.

» DOCUMENT GLASS (page 1-109)

Align the centre of the original with the appropriate size mark

Si k v
ize mar
v vY
Centreline of B4  Centreline of A3 Centreline of
original original 11" x 17" original
L J L~ The page on
this side is
copied first.
ne of original

To cancel all settings:
Tap the [CA] key.

n Tap the [Colour Start] or [B/W 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

i s ([ [M O
[]

Example of a portrait copy Example of a landscape 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.

* To use Card Shot in Easy mode:
In "Settings (administrator)", select [System Settings] — [Common Settings] — [Operation Settings] — [Easy Mode

Settings] — [Easy Copy].

Select the paper to be used for card shot.
Set a paper by referring to the "SELECTING THE PAPER TRAY FOR COPYING (page 2-12)".

In Easy mode, tap the [Card Shot] key and go to step 4.

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-11)

Tap the [Others] key, and tap the [Card Shot] key.
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o+ | P P—— Tap the [On] key, and specify the
G oo e original size as required.
TG ] s @220 e After the settings are completed, tap Bl and [Back] keys in
‘ sequence.
W s |22

-
[ e

Adjust to Paper Size

Size L
B/W # Colour

% .
R | * start Start

» 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 EIEd.

» When you set the [Adjust to Paper Size] checkbox to E , 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
[Colour Start] or [B/W Start] key.
» DOCUMENT GLASS (page 1-109)

Place a card face up on the document glass, and tap the [Colour Start] or
[B/W Start] key to scan the reverse side.

* To cancel all settings:

@ » Copy settings cannot be changed when scanning additional pages.
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.

* This function cannot be combined with Mixed Size Original or 2-Sided Copy.
@ * Photo Repeat cannot be combined with Image Orientation.
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Place the original.

Copy by automatically calculating the repeat count (Auto Repeat)

Place the original in the document feeder tray of the automatic document feeder, or on the document glass.
» AUTOMATIC DOCUMENT FEEDER (page 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-11)

Tap the [Others] key, and then tap the [Repeat Layout] key.

Tap the [Auto Repeat] key.

Others m Original
IF Change Size/Direction
Repeat Layout | Colour Mode
Auto Layout of Repeat Face Based on Original, Paper Size and Ratio. i
| Background Adjustment
Current Setting Exposure
| - m Auto Ad Select Type/Exposure
| Auto Repeat | Repeat
1 B Number
Paper Select # A4
Fixed Repeat
| Copy Ratio 65% 2
Photo Repeat
E Preview CA
[ECTIa l Layout w/o spacing
e o BIW = Colour
x|V [- Start Start

Others

Repeat Layout

Original
Change Size/Direction.

&3,
o]}

Colour Mode

Layout
Select Image Layout

| e |

Layout evenly
spaced

Background Adjustment

Exposure
Select Type/Exposure

= Colour

*  Start

Start
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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 2-32)
» MANUAL RATIO SELECTION (page 2-26)
» SELECTING THE PAPER TRAY FOR COPYING (page

2-12)

Set so that there are one or more repeat faces.

Tap the [Layout] key.
Tap the [Layout w/o spacing] key and [Layout evenly
spaced] key to select the layout.
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&, oo Specify the repeat partition line.
[ Repeat Layout T | Colour Mode : i
ot Rapt 3 oo Paer S i, | After the settings are completed, tap [l and [Back] keys in
Background Adjustment
Current Seting e sequence.
B 1 Original * Auto Ad
| AutoRepeat | i ,\T‘iﬁz‘[
~
2

Layout w/o spacing
\
I ] [ 7
v A |
L J B
[+ Aty

* Colour
L' Start Start

Tap the [Off] key.
» To cancel all settings:
Tap the [CA] key.

@ » To cancel the Auto Repeat setting:

Tap the [Colour Start] or [B/W 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 2-50).

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 2-32)
» SELECTING THE PAPER TRAY FOR COPYING (page 2-12)

&, oona Tap [No. of Faces] to set a repeat
. .Repea( Layout 7 ml Colour Mode c o u nt.
No. of Faces m Background Adjustment
Exposure After the settings are completed, tap m .
2 Repeat ] Select Type/Exposure i ) i .
= The automatic calculation result is shown as the copy ratio.
_ Repeat
.
o G
II BW 'CoI;ur
- [T~ L' Start Start

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.
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= &, o Tap the [Layout] key.

| Repeat Layout ~ Colour Mode

Tap the [Layout w/o spacing] key and [Layout evenly
spaced] key to select the layout.

Layout Background Adjustment

| | Select Image Layout

After the settings are completed, tap and [Back] keys in sequence.

n Specify the repeat partition line.

* To cancel the fixed repeat setting:
@ Tap the [Off] key.
* To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W 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 2-50).

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

], oo veee Tap the [Paper Select] key and select a
| Background Adjustment H
| i;?::iizfolRepea( Face Based on Original, Paper Size and Raﬂo.ml Expozme usiment pa per SIZG.
Select Type/Exposure
| Current Sefting o After the settings are completed, tap Bl and [Back] keys in
| BLE No. of sequence.
» Faces . . . .
| A1 ; The automatic calculation result is shown as the copy ratio.
| Photo Repeat Copy Ratio 100% -
| ] E  Preview
LI 1
| L)
[ BIW » Colour
. L. Start | Start

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 [Colour Start] or [B/W 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

Originals In booklet form

[

1=xl(WT§

ST B @

7

[l |

Binding side

Left Binding Right Binding

2 SN (RS

e

» COPYING A PAMPHLET (BOOK COPY) (page 2-59)

* 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.
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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.
» AUTOMATIC DOCUMENT FEEDER (page 1-107)
» DOCUMENT GLASS (page 1-109)

If the originals are 2-sided, place them in the document feeder tray.

Tap the [Others] key and then the [Booklet] key.

Select the binding edge.

To cancel the booklet setting:
Tap the [Off] key.

o Tap the [1-Sided], [2-Sided Booklet] or
B e [2-Sided Tablet] key as appropriate for
| == the original.
| et S _ When not inserting a cover, go to step 6.
|

S— | B * Colour
| ® start Start

When inserting a cover, tap the [Cover Setting] key, and tap the [On] key.

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 2-12)".

@ « If the cover will be copied on, label sheets and transparency film cannot be used.

* To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W 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

* The following paper sizes are available for booklet 2-Up or 4-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
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 or 16.

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 1-107)
» DOCUMENT GLASS (page 1-109)

If the originals are 2-sided, place them in the document feeder tray.
Tap the [Others] key, and tap the [Booklet] key.

Select the binding edge.

To cancel the booklet setting:
Tap the [Off] key.
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o] PR Tap the [1-Sided], [2-Sided Booklet] or

T - [2-Sided Tablet] key as appropriate for
| |cences . .

ﬁ e the original.

[ i Y When not insertin

L : . | g a cover, go to step 6.
|l

2-Sided

[

s BW
= | ® Start

» 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 2-12)".
» 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 and transparency film 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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e T Tap [Border], and select the border.
::;Zoﬁgina,,ymmgemPage ; ot A line can be inserted between pages arranged on a sheet.
. largin Shi
- Cayout _ After the settings are completed, tap twice, and [Back]
= keys in sequence.

To cancel all settings:
Tap the [CA] key.

m Tap the [Colour Start] or [B/W 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 O
— —
= == —_— —
[~ — [ ]
Back cover Cover Inside of cover 1st page 2nd page 3rd page 4th page Inside of
back cover
[ ] | [ ] | [ ] |
Place the original * * *
T T -2 0 |:::: 8 -==:d
ToIi N AN
e L SR et U |1 N
TTTO =z [ € < Sooooo IN
\ J

=

» Book Copy must be specified before scanning the original.
« 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.
* 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.

Place the original on the document
glass.

Place the opened pages of the "front and last sheets".
» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Book Copy] key.
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o Select a binding position.
0ok Coj mll  Erase
:‘kfopz. . ox When not inserting a cover, tap the m and [Back] keys in
Colour Mode
|' o] sequence. Then, go to step 5.
I ] Right Binding
V] e - | <

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 2-12)".

« If the cover will be copied on, label sheets and transparency film cannot be used.
* This setting is not available when the covers/inserts function is disabled in the setting mode.

Tap the [Colour Start] or [B/W Start] key to scan the first original page.

Scanning of the original starts.

Place the next opened original pages,
and tap the [Colour Start] or [B/W
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.

¥ 1))
= = = 3y

81 =

26[%3

flojojo|o

» 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.

-
o P Select the binding edge of the
¥ Book Divide = Blank Page Skip . =
Select Original Binding Edge. m :‘p St pa m p h Iet O I'I g I n a I .
taple
| enmnang | —
S
Right Binding 2 =
| D
Bl c
[ V] ] P SEE| o

* To cancel the Book Divide setting:
Tap the [Off] key.

* To cancel all settings:
Tap the [CA] key.

Check the preview image displayed in the screen, and make sure that the binding edge is correct.

Tap the [Colour Start] or [B/W 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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Blank Page Skip] key.
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Tap the [Skip Blank Page] or [Skip

i ox | ST
Q@) zomocm Blank and Back Shadow] key.
= ‘ C,MO:Q After the settings are completed, tap m and [Back] keys in
E— | sequence.

® Colour
Start

To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W Start] key.

€ (A (B)

Check the confirmation message, and
tap the [Execute] key to start copying.

‘ sheets of original (P2
e

3 pages
of the original.
Execute the job?"

P 1
/9
1

Ar

= 3 A [
* | v Others B o

Cancel Execute

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

| Off Exposure
L . TN R Select Type/Exposre
[I—-— | 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 1-107)

» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

n Tap the [Colour Start] or [B/W 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

« 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.
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.

‘ » Proof Copy must be specified before scanning the original.

Tap the [Others] key, and tap the [Proof Copy] key.

A checkmark appears on the icon.
After the settings are completed, tap the [Back] key.

To cancel the Proof copy setting:
Tap the [Proof Copy] key to uncheck it.

As necessary, specify the required functions such as "Exposure" and "Copy
Ratio".
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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.
» AUTOMATIC DOCUMENT FEEDER (page 1-107)

» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

AT Set the number of copies (number of
B, sets) using the numeric keys.

Quick File
Store Data Temporarily

File
| Store Data in Folder

.. Call Eco Program

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.

Make only one set of copies.

B Tap the [Colour Start] or [B/W Start] key.

2-67



Nooreopes 1 Check the copy result. If no problem is

IP | Register Current Setting:

. Colour Mode Call Eco Program H
78] : found, tap the [Start Print] key.
4 5 6 . .
g St 1 As necessary, change the settings and repeat proof copying
o == . o .
T : |Press [Start Print] to continue. until you are satisfied with the copy result.
P siged—1-sicea 0 To make a proof copy again,
[ CopY Rato - |press [Proof Copy].

Lo lain
5 SortGroup =
L Auto a
B )] 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.

Tap the [Colour Start] or [B/W Start] key.

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.

» The count result is displayed with 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 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 1-107)
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n Tap the [Colour Start] or [B/W Start] key.

o Reomon Check the number of original sheets.

ings

1 pages of original
have been scanned. -co Program
Copy the scanned 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
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.

B 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

—/ -

olojojo

2 sets of copies

]
N

___________________

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.

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] — [Operation Settings] — [Condition Settings]
— [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 [Colour Start] or [B/W

Start] key.
» AUTOMATIC DOCUMENT FEEDER (page 1-107)
» DOCUMENT GLASS (page 1-109)

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.

' No. of copies 1 ;s Sendaswellas print

. Colour Mode
a Full Colour ?
Original
2 Auto A4 4

Program Registration

Register Curent Settings
Quick File

6 Store Data Temporarly

File

Store Data n Folder

Call Eco Program

ol lo |
[}

' Paper Select
Auto

] 2-Sided Copy
1-Sided—1-Sided
00%

[ Copy Rato
1009

s EXpOSUre
= Auto

& Sort/Group
Auto
o

ul
ul

* Colour
" Start

« If an incorrect number of copies is set:
@ Tap the [C] key and then enter the correct number.

* To cancel all settings:
Tap the [CA] key.

Tap the number of copies key to
specify the number of copies.

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.

Tap the [Colour Start] or [B/W 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 UNAUTHORISED COPY PREVENTION DATA
(HIDDEN PATTERN PRINT)

Characters to prevent unauthorised 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 unauthorised 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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Hidden Pattern Print] key.
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.
Tap the [On] key, and specify each
— . - -
| ptenpatem P o g item in the [Default Settings] tab as
Default Settings Colour Mode - d
Black 2-Sided Copy reqUIre "
Font Size Y 48point
[~ -Q
BW *Colour
3 ® Start Start

» We recommend you to select the [Positive] option for the "Method".

» The black background pattern is printed in the following cases even when you set the [Print Colour] to "Magenta" or
"Cyan™:
If the colour mode is set to "B/W"
If the black and white mode is determined automatically

REC Specify each item in the [Print
T O] e Contents Setting] tab as required.

To specify print settings, you can select the required one

|
| Default Settings Print Contents Setting ‘ Colour Mode

[Frcoor - o) N 2-Sided Copy
g o | [EVSIRIIY s tandard N from pre-set text or use the soft keyboard. You can also print
: Fontsize Rl serial number and account job ID.
[~ ol After the settings are completed, ta and [Back] keys in
= g pleted, tap [ and [Baciq key

sequence.

CA

Camouflage -
'lf Function Rev.# ffatem! o
K =3 BW * Colour

* 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 [Colour Start] or [B/W 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 unauthorised 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 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Margin Shift] key.
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% COPIER» OTHER FUNCTIONS

Tap the image shift direction.

igit
ange Size/Direction.

§  Margin Shift 2-Sided Copy

Paper Select
Change Paper Feed Tray

Background Adjustment

=i

—

10 (0~50) 10 (0~50
mm mm

| 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 [Colour Start] or [B/W 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 :
T — | | —— — o —
=[] =L = =7 =07 =[]
|l— | - [ | | | |— | |— |
! | (| ! | | —
! | [ ! ! ! —
= ) == 1=
| | —_— ! ! | |—_—
! I P ' P I [ —
------ |

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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Erase] key.
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&, o Tap the checkbox of the edge that you
& o wish to erase, and specify the erase
E = position.
= o I =choroundAdcsiment Check that he tapped checkbox is set to @ .
bown If the [Outer Frame] key is tapped, the [Up], [Down], [Left],

E Frevew and [Right] checkboxes are set to [ .
If the [Specify Frame+Centre] key is tapped, all the
»Colour checkboxes are setto [/ .

r

- I ew
s m L | ® 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 erase width on the front side or reverse side, and enter the area using the
numeric keys.
After the settings are completed, tap ﬂ 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 H

* To cancel the erase setting:
Tap the [Clear] key.

* To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W 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.

=>

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 1-107)
» DOCUMENT GLASS (page 1-109)

Select paper larger than the output image

» SELECTING THE PAPER TRAY FOR COPYING (page 2-12)
» SPECIFYING A TYPE AND SIZE OF PAPER L OADED ON BYPASS TRAY (page 2-38)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W 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 [Colour Start] or [B/W 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

Originals

O] wp = -=p
AN

Printing paper) Position Image is not used
Top edge of —=======5)
paper

il

flojojolo

s

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.

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 2-32)
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Others

Position Image

Please designate print start position.

Side1 Side2
x| o (-432~432) 4 | ¢
mm

e

Yy o (-207~297) y o
mm

% Adjust 2nd pg value to 1st.

Original

Change Size/Direction.

Erase

Erase Shadow Arol

2-Sided Copy

Colour Mode

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 1-107)

To cancel the Position Image setting:
Tap the [Clear] key.

und

* Colour
Start

» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

2-82

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

« 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.

goes out and you can set sides 1 and 2 separately.

Tap the [Colour Start] or [B/W 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.

G~ = |~

* 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

+ Card shot

* Multi-Page Enlargement

* Full Bleed Copy

* 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 1-107)

Indicator
line

. .
Copies o Place the next set of originals and tap
.~ Colour Mode Press [Start] to scan original. e to BIW
. al [Change Setting] e the [Sta rt] key.
Change setting of next original . . . ..

R e I T Repeat this step until all originals have been scanned.
' 2-Sided Copy :VLCID(a\F;ITesmpofaf\\y

1-Sided—1-}

-
Auto

|
o Plain 1 e ——
[ -~ A
|
2 AL
3 B4
s a0

For more information, see "Changing the copy settings for each set of originals (page 2-85).

» 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 2-83)".

@ 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.
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SCANNING ORIGINALS OF DIFFERENT SIZES
(MIXED SIZE ORIGINAL)

This feature copies originals in different sizes at the same time even when A5 (5-1/2" x 8-1/2") size originals are mixed

with A4 (8-1/2" x 11") 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
_ —
A5 (5-1/2" x 8-1/2") —.S 5 (5-1/2" x 8-1/2") 30

-p

A4 (8-1/2" x 11) _[ A4 (8-1/2" x 11) —[

When mixed size original is combined with auto ratio selection
(Auto ratio selection and A4 (8-1/2" x 11") are selected)

Originals Copy

e L
_} Wy,

4 (8-1/2"x 11") _E 4 (8-1/2" x 11") _E

A5 (5-1/2" x 8-1/2") size original is enlarged
to A4 (8-1/2" x 11") size for printing.

A5 (5-1/2" x 8-1/2") —.QO

Mixed Size Original must be specified before scanning the original.

To set the machine to always scan mixed originals
@ * In "Settings (administrator)", select [System Settings] — [Common Settings] — [Device Control] — [Condition Settings] —
[Original Feeding Mode].
+ Output, N-Up, and other functions will have the same settings as the first page.
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Tap the [Others] key, and tap the [Mixed Size Original] key.
n A checkmark appears on the icon.

After the settings are completed, tap the [Back] key.

To cancel the mixed size original setting
Tap the [Slow Scan Mode] key to clear the checkmark.

Place the originals in
alignment with the guides. document glass.

i Orient the originals so that the widths match.

“//

A4 (8-1/2" x 11")
A5 (5-1/2" x 8-1/2")

n Place the original face up on the

E)

f —

==

n Tap the [Colour Start] or [B/W Start] key to start copying.

2-87



TR

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] — [Condition Settings] —
[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 1-107)

If the originals are inserted with too much force, they may crumple and misfeed.

Tap the [Colour Start] or [B/W Start] key to start copying.

When the document rolls in the original exit tray on the automatic document feeder, fix the paper fixing arm at the centre
to the top.
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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 black & white copy.

Tap the [Others] key, and tap the [Scan Resolution] key.

B Change SizelDirection.

@, = Select the resolution.

Exposure

Sean Resalution 0 | et . The resolution can be set to both the automatic document
This setting is applied to B/W copy with copy ratio set to 100%.

feeder and document glass.
After the settings are completed, tap m and [Back] keys in

Colour Mode

Document Document

Feeder Glass Background Adjustment

Erase
Erase Shadow Ar

m
0 . sequence.
s |
==

= o /W * Colour
4 A3 L Start

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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Colour Start] or [B/W Start] key to start copying.

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [High Quality Scan from
Document Feeder (B/W)]. The resolution for copying in black and white 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 600 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.
+ Do not copy in black and white with the [Colour Start] key.

Quick Scan from Document Glass (B/W)

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Quick Scan from
Document Glass (B/W)]. The resolution for copying in black and white 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.
+ Do not copy in black and white with the [Colour Start] key.

‘I * High Quality Scan from Document Feeder (B/W)
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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] — [Condition 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.
Centring Unlike a copy image that moves, the image will be printed in the position set in the stamp.
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.

Booklet

Book Copy Stamp items are printed for each page when compiling.
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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 1-107)
» DOCUMENT GLASS (page 1-109)

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 2-92)

&, oo Tap a key of the desired print position.
B Change Size/Direction.
Stamp m' c::t:?r’:; R'g:gzerea Images Tap any Of [1] to [6] keyS.
— Pattern Print
v owe
i |_ YYYYMMDD i 2-Sided Copy
Put Multiple Pages in A Page
o~
BW C \
* l v * Start * s

» 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 [Colour Start] or [B/W Start] key to start copying.

* If you select colour printing, tap the [Colour Start] key. Tapping the [B/W Start] key will print the stamp items in black
and white even if colour printing is specified.

« If colour printing is specified for the original in black and white, it is counted as a full colour copy.
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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.

Original
 Change Size/Direction.

Custom Image
Combine Registered Images

Pattern Print
Prevent Unauthorized Copy

Colour Mode

2-Sided Copy

NUp
Put Multiple 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
1P Change SizelDirectio

Custom Image
‘Combine Registered Images
Pattern Print

Prevent Unauthorized Copy

Colour Mode

2-Sided Copy
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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 (Full-colour 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.
Card Shot Makes a stamp copy by sheet.

Business Card Copy

Makes Business Card 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

2-93




Full Bleed Copy

Makes a stamp copy as normal.

Centring

Makes a stamp copy as normal without centring.

Colour Adjustments

Makes a stamp copy using the registered data.

Stamp

Makes a stamp copy on the Stamp menu.

Photo Repeat

Cannot be combined.

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.

» An image must be registered in advance from the printer driver to the machine.

» REGISTERING A CUSTOM IMAGE (page 3-50

« 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.

» 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.

* When you tap the [B/W Start] key, a monochrome copy is made even if you have selected a custom stamp.

« 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] — [Condition 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 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and tap the [Custom Image] key.

Tap the [Custom Stamp] or [Custom Watermark] key.
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Tap the [Image] key to select an image.

Select the required thumbnail image(s) from the available selection.

o Set [Print Page] or [Print Position].
e 0+ | pueer - After the settings are completed, tap Bl and [Back] keys in

Select Image to Operate. ( 4)

« (5

N-Up
Put Multiple Pages in A Page
ZIECERE First Page - 3

X:0mm
PrintAngle # [0}d

» To cancel the custom image setting:
Tap the [Off] key.
» To cancel all settings:
Tap the [CA] key.

sequence.

2-Sided Copy

‘ Colour Mode

* Colour
Start

Tap the [Colour Start] or [B/W 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

Print Colour Specify the image watermark colour. Black, red, green, blue, cyan, magenta or yellow.

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.

Specify a page(s) for stamp copy.

Print Page 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 2-104)".
» 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
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.
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.
1 3 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. A 1-sided copy is made on the fifth original page.
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 2 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 4 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.
‘ 1 |> ‘ 3 |> 5 N\ \>
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. 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 5 4 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.
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2-sided copying of 2-sided originals

1 3 5
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.

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.

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.
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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.

+ Before using the covers/inserts function, load insertion sheets in the tray.

» 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.
* One sheet can be inserted for each of front and back covers.

» 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 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].

Place the original in the document feeder tray of the automatic document feeder.
» AUTOMATIC DOCUMENT FEEDER (page 1-107)

Tap the [Others] key, and then tap the [Covers/Inserts] key.

Covers/Inserts

Paper Tray
Settings

# | Pagelayout » ]
P

o Tap the [Front Cover] key, and then tap

N-U
o | o R the [On] key.
o . -
Wargi shit When inserting a back cover, tap the [Back Cover] tab, and

Bypass
on yp:
Plain

Make No Copy

‘Shift Position to Have Margin

then tap the [On] key.

B/W

* Start
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o Tap the [Change] key.

| N-Up

Margin Shift
Shit Positon to Have Margin

Bypass

Make No Copy

|
w# Front Cover Back Cover Insert Sheet ‘ ColourMode

[

PaperTray
e

- BW

;

* Colour
Start

R Configure copy setting of a front cover
| Coversinsens EEIR & e sheet.
1 : — & Magnsnn When only inserting a cover, tap the [Make No Copy] key.
| Make No Gopy If you selected the [2-Sided Copy] key, tap the [Book] or
" ShED [Tablet] key for the front cover binding.
After the settings are completed, tap m and [Back] keys in
sequence.

= BW * Colour
4 A3 L ® Start Start

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 Coverl].
For more information, see "SELECTING THE PAPER TRAY FOR COPYING (page 2-12)".

* 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.

@ « If the cover will be copied on, label sheets and transparency film cannot be used.

Tap the [Colour Start] or [B/W Start] key to start copying.
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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 2-96)".

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 4 6
1-sided copy

Makes a 1-sided copy of the third original page on an insertion
sheet.
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COPIER» OTHER FUNCTIONS

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 copied.
sheet.

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.

‘ + Before using the covers/inserts function, load insertion sheets in the tray.

» 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.

+ 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 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 1-107)

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 Original
b Change Size/Direction.

Snanif Pano tn Incart and Dress Enter
Colour Mode

I ) Insertion
|_ Insertion Type A | & @ l Total 0 Margin Shitt
e i Poston o Have Margin

Before Back Cover

Front Cover Back Cover Insert Sheet ‘ 2-Sided Copy

Insertion Type B

Bypass

Insertion Type C (84 Plain
Make No Copy

= ] W * Colour
Start

« If you have entered an incorrect insert page number:

Tap the [Page Layout] key and change the page.

Enter the number of the page you want
to insert a sheet into using numeric
keys, and then tap the [Enter] key.

The total number of insertion sheets is displayed at the side
of [Enter] key. Repeat these steps for the number of
insertion sheets.

After the settings are completed, tap m and [Back] keys in
sequence.

» CHECKING, EDITING. AND DELETING THE PAGE LAYOUT OF COVERS AND INSERTION SHEETS (PAGE

LAYOUT) (page 2-108)

* To cancel insertion sheets:
Tap the [Cancel All] key.

Others m Original
1b | Change Size/Directon
Covers/inserts o m | Colour Mode
| Margin Shift
Front Cover Back Cover &7 Insertion Sheet Shit Posiion o Have Margin
Specify Page to Insert and Press Enter
| Insertion
|_ Insertion Type A | % “ firev

Before Back Cover il

| Insertion Type B

Bypass
iserion e ¢ IR
B Preview CA

Make No Copy

paperTray o M page Layout |
" || i
= 4 BW * Colour
EE| <

Tap the [Change] key.
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e When only inserting insertion sheet A,
i tap the [Make No Copy] key.

Margin Shift
Shift Position to Have Margin

[ Covers/Inserts

Insertion Type A

Bypass
Plain 1

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 .

To change an insertion sheet:
Tap the [Paper Tray] key, and select the tray with insertion sheets loaded.

@ » When copying on both sides of an insertion sheet, you cannot use label sheets and transparency films for insertion.

* To cancel all settings:
Tap the [CA] key.

n Tap the [Colour Start] or [B/W Start] key to start copying.
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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.

Others

CoverslInserts Cancel All

Front Cover Back Cover

Specify Page to Insert and Press Enter

| = -

Insertion Type B
|
Insertion Type C (84 Plain 1

Make No Copy

Before Back Cover

4 Insertion Sheet

Insertion
Total :1

_—
Paper Tray Settings #| Page Layout = § [|

m Original
IF  Change Size/Direction

BO|  colourmode

Margin Shift
‘ ShitPosilon o Have Margin

® Colour
Start

Tap the [Page Layout] key.

If the settings for the covers or insertion sheets are not configured, the [Page Layout] key is disabled.

Others

m I» Colour Mode

Covers/inserts [0k ] It Ao
i Pane | avant ) _E1
| Make No Copy
| <1 Insertion Type A Make No Copy
<1 Insertion Type B Make No Copy
| < Insertion Type C Make No Copy

* Colour
Start

Check the page layout.

To exit this job after checking the page layout, tap the ﬂ
key.

To edit or delete, tap the required key. When deleting, tap
the [Delete] key. When editing, tap the [Amend] key.
When setting consecutive insertion of different types of
inserts at the same page, you can tap [Replace Order of
Inserts] on the action panel to change the order.

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.

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 must be loaded in the bypass tray.

Place the transparency film face down
in the bypass tray, and load
transparency film sheets.

After loading the transparency film, configure the bypass
tray settings.
» MAKING COPIES USING THE BYPASS TRAY (page
2-37)

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 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Others] key, and then tap the [Transparency Inserts] key.
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a: COPIER» OTHER FUNCTIONS

e [, o Tap the [On] key.
ferspersny oot -"| Rt ok When making a copy on insertion sheets, tap the [Also Make
[t et Copy o rcrs Suishans Copy on Inserts] checkbox to set to [/
E] f"y = T T i After the settings are completed, tap Bl and [Back] keys in

e sequence.

T

A4
Plain 1 ¢

» To cancel the transparency inserts setting:
Tap the [Off] key.

* To cancel all settings:
Tap the [CA] key.

B Tap the [Colour Start] or [B/W Start] key to start copying.
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FUNCTIONS FOR SPECIFIC USES

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 @m. Tap the key of the size you want to
[ e o & enlarge the original to.
[ AB | IR The image orientation appears.
== y | e After the settings are completed, tap Bl and [Back] keys in
. sequence.
“ I ) |
Print Paste Position Mark ( @

' I | BIW

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 [Colour Start] or [B/W 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 1-107)
» DOCUMENT GLASS (page 1-109)

Tap the [Colour Start] or [B/W 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.

@ When this function is selected, you cannot use the [Colour Start] key.

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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [B/W Start] key to start copying.
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EASY ADJUSTMENT OF THE IMAGE QUALITY
(QUICK IMAGE QUALITY ADJUSTMENT)

You can easily adjust the colour 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.

After the settings are completed, tap m and [Back] keys in
sequence.

Quick Image Quality Adjustment
Adjust Colour Tone and Darkness.

n

1 2 3

Smooth H Sharp

Touch [+] to sharpen and [] to smoothen
overall colour tone and outline.

Or

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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W Start] key to start copying.
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ADJUSTING RED/GREEN/BLUE IN COPIES (RGB
ADJUST)

This function heightens or lightens any one of the three colour components R (red), G (green), and B (blue).

G|:I|(Green)+ > @
S(ET >‘& 5

RGB must be specified before scanning the original.

Tap the [Others] key, and tap the [RGB Adjust] key.

Tap the key of the colour you want to adjust.

oI Tap K or slide the slider to adjust
s Adgust o] gl the colouring

Any one colour can be adjusted. | -

This setting is only applied to colour. Colour Mode . .

of Bt After the settings are completed, tap and [Back] keys in

— 9 y

| R(Red) | e ﬁ S fﬁoj?tli;iarlfr::se sequence.

=

Touch [+] to darken and [-] to lighten
selected colour tone.

= BW
4 A3 L ® Start

» Only one colour can be adjusted. (If you adjust one colour and then tap another colour, the adjustment of the first
@ colour is cancelled.)

* Colour
Start

* To cancel the RGB adjust 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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour 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
Sharpness ox] Eif’;“é?iﬁfm the sharpness_
EPe Select [More Sharp] for sharper outlines, or [Less Sharp] for
[ o s ] = || comunese softer outlines.
i - | i | After the settings are completed, tap m and [Back] keys in

sequence.

= * Colour
4 A3 L Start

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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] or [B/W Start] key to start copying.
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ADJUSTING THE COLOUR (COLOUR BALANCE)

You can adjust the colour, tone, and density of copies.

Use the [Colour] tab for colour copy settings, or the [B/W] tab for black & white copy settings.

If you select the [Colour] tab, the densities of the colours yellow, magenta, cyan, and black are 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.

he e

Cyan+ M |[Magenta+
p |
4

Yellow+ Bk | Black+

Colour Balance must be specified before scanning the original.

To change the default colour balance setting:
Change the setting in "Settings (administrator)" — [System Settings] — [Image Quality Adjustment] —
[Copy Image Quality]— [Colour Balance (Colour)] or [Colour Balance (Black & White)].

©

Tap the [Others] key, and tap the [Colour Balance] key.

Tap the tab of the mode you want to adjust.
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Tap the IEEd key or slide the slider to

Others m o
H o st o e adjust the colour balance.

v " c B Colour Mode * If you want to adjust each colour individually on the

TRL i i 3% ort . [Colour] tab, set the [Set in a Batch] checkmark to | . If

0 8 B 4 you want to further adjust each range of each colour

M o e W e - - - individually, set the [Set in a Group by Colour] checkbox
I Preview CA !

_ I : to| .

- ~ __ i + To adjust each range on the [B/W] tab, set the [Set in a

‘m-! .gﬁzl\fvﬂ Start
L Batch] checkbox to F
« To adijust a slider individually with the Il keys, tap the
slider you want to adjust and tap the [l keys.

» To return the colour balance of the current tab to the default balance:

Tap the [Reset] key.

The values of all gradations currently being adjusted will return to their default colour balance values.
* To return all colour balances to defaults:

Tap the [Cancel All] key.
The default settings are the values set in "Settings (administrator)" — [System Settings] — [Image Quality Adjustment]

— [Copy Image Quality]— [Colour Balance (Colour)] or [Colour Balance (Black & White)].

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 1-107)

» DOCUMENT GLASS (page 1-109)

Tap the [Colour Start] or [B/W Start] key to start copying.
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ADJUSTING THE BRIGHTNESS OF A COPY
(BRIGHTNESS)

This function adjusts the brightness of a colour copy image.

Oo = O = O

Dark Originals Light

Brightness must be specified before scanning the original.

Tap the [Others] key, and tap the [Brightness] key.

o Tap the [ key or slide the slider to

e e @ adjust the brightness.

TR Ep After the settings are completed, tap m and [Back] keys in
on | 5 o Colour Mode sequence.

TS Dark Light
' " & ’ ]

!:
r

/W

= B
4 A3 L ® Start St

* Colour
tart

To cancel the brightness 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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour Start] key to start copying.

2-120



ADJUSTING THE INTENSITY OF A COPY (INTENSITY)

This function adjusts the intensity (saturation) of a colour copy image.

G = O~ O

Weakening the intensity Originals Strengthening the intensity

You must set the intensity before scanning the original.

@ This function cannot be combined with [Copy of Copy] or [Colour Tone Enhancement] in Exposure.

Tap the [Others] key, and tap the [Intensity] key.

— o Tap EE the key or slide the slider to
- o adjust the intensity.
This seting is only applied to colour. Brighiness
wosre After the settings are completed, tap Bl and [Back] keys in
e e o e sequence.
Lighter H Darker

. Preview
BW

= * Start S|

* Colour
tart

To cancel the Intensity 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 1-107)
» DOCUMENT GLASS (page 1-109)

To cancel all settings:
Tap the [CA] key.

Tap the [Colour 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.

Tap the [Interrupt] key.

No. of copies The interrupt mode screen appears.

.+ Colour Mode
- Full Colour
Original
- Auto A4
P roper Select
Auto

2-Sided Copy
P sided1.Sidea
[ oy Rato

w—EXpOSUre

oG
Auto

3 = Colour
4 Others 3 Start

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 1-107)
» DOCUMENT GLASS (page 1-109)

Configure copy settings.

@ To cancel interrupt copy, tap the [Cancel] key.

Tap the [Colour Start] or [B/W 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.

» User's Manual (Address Book Registration)

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.

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Disabling sending while

‘ Disabling sending while copying
copying].

Tap the [Detail] key to change to normal mode.
» CHANGING MODES (page 1-11)

No. of copies 1 " Send as well as print Tap [Send aS We" aS print] on the
O oo S L action panel.
.Or‘\gina\ y P z = N
preper Select - | 1 3 3
pz-sm?i%oe?; e | o n Call Eco Program
i Gy Retio o

Exposure

BW
* Start

Auto

- e

Auto

B Select a recipient from the address
— — - book.
N » User's Manual (Address Book Registration)
“ After you have selected the recipient, tap the [Enter
i ot Address] key.
T

* 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 1-107)
» DOCUMENT GLASS (page 1-109)
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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.

Tap the [Colour Start] or [B/W Start] key to start copying.

After the copy, the transmission starts.

@ After the copy, you cannot preview the settings before transmission.

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 "User's Manual (Touch Panel Operation)".

o = LINE @ PRINT]
. B> i File Retrieve [l Sharp OSA

No. of copies 1 » Send as well as print
e 78] oo Rosa ot
[ | P Auto Ad 4 5 6 g;i:ga@lreemnmamy
L} Paper Select 1 2 3 E.'.!i Data in Folder
2-Sided Copy Call Eco Program
' 1-Sided—1-Sided 0 n

i Cory Ratio
= EXpoSUTE

| O
Plain 1

* Colour
Start

o

B/W
® Start

Others
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PROGRAMS

Programs are set from the base screen of normal mode.
» SELECTING COPY MODE (page 2-4)

Programs cannot be stored in easy mode.

In "Settings (administrator)", select [System Settings] — [Copy Settings] — [Condition Settings] — [Disabling of

‘ Disabling of Registration/Deletion of Program

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 2-128)".

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.
* To close by file, perform margin copy.

A3 (11" x 17") size CAD drawings

=)

Set reduction from A3 (11" x 17") to A4 (8-1/2" x 11")

Change the exposure setting.

Set 2-sided copying.

Set margins.

Tap the [Colour Start] or [B/W Start] key.

Retrieve the stored program.

Tap the [Colour Start] or [B/W Start] key.

Considerable time is required to copy the drawings each
month because the above settings must be selected.

In addition, mistakes are occasionally made when selecting
the settings, so some copies must be redone.

The settings are stored in a program, so they can be selected
by the touch of a key. This is simple and takes no time.

In addition, the settings are all stored so there are no chances
for mistakes, and thus no need to redo copies due to setting
mistakes.
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* 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.

O , Tap an unused key.

s o Rogier i A key with a program stored is displayed in colour. Tap a key
with no program stored.

Pre-Setting —
Denoeom ID Card Copy

¥

&

o BW * Colour
Lb Start Start

If you do not set a name for the program, a serial number will be automatically assigned as the name.

Ipmgram T - Set a name for the program and tap the
| [OK] key.
/P S o ey o | cnarcirs [ A registration completion message appears.
izl el ajlollsllzfalolol-l=0e/Kl
gl £ 0 v ol Noctlpdl LU ¥

alsldlflielnlillkliol: NN
z Mol o lawl bl e s W
SR o |- -
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a: COPIER» CONVENIENT COPY FUNCTIONS

Program registration is

Select whether or not the program will
P oo be added to the home screen or the
favourites.

To specify print settings, you can select the required one
from pre-set text or use the soft keyboard. You can also print
serial number and account job ID.

When you have completed the settings, tap and the
[Back] keys in sequence.

« If user authentication is disabled, the administrator password entry screen appears. When the administrator

« If user authentication is enabled, the shortcut key for the program is registered in the user's home screen or favourite.
password is entered, the registration is completed.

@ The number of copies cannot be stored.
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COPIER» CONVENIENT COPY FUNCTIONS

RETRIEVING A PROGRAM

n Tap [Call Program] on the action panel.

n 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.
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DELETING AND RENAMING A PROGRAM

This section explains how to delete copy settings in a program and rename a program.

@ * A program that is already stored cannot be deleted.

* When "Settings (administrator)" - [System Settings] — [Common Settings] — [Enable/Disable Settings] — [Disabling of
Registration/Deletion of Program] is selected, a registered program cannot be deleted or renamed.

Deleting a program

Tap [Call Program] on the action panel.

Chanae Name

|/ \
C |

Register in Favorite

Register for Home

&

" No. of copies 1
Call Program
Call registered settings when touched.
[V] o

o BW = Colour
® Start " Start

Tap [Delete] on the action panel.

Tap the key of the program you want to delete, and tap [Delete].

Renaming a program

Tap [Call Program] on the action panel.

No. of copies 1 1| Change Name
Call Program m e
Call registered settings when touched N
Register in Favorite
Register for Home
= o BW * Colour
e [0 L 5

Tap [Change Name] on the action
panel.

Tap the key of the required program, and rename the program. Then tap the [OK] key.
After the settings are completed, tap B .
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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

BASIC PRINTING PROCEDURE. .............. 3-4
* PRINTER DRIVER SETTINGS SCREEN /
REFERRINGTOHELP ..................... 3-6
« SELECTINGTHEPAPER. .. .............. 3-7
* PRINTING ON ENVELOPES .............. 3-8
PRINTING WHEN THE USER AUTHENTICATION
FUNCTIONISENABLED..................... 3-9
FREQUENTLY USED FUNCTIONS. ............ 3-11
* SAVING SETTINGS AT THE TIME OF
PRINTING........... ... ... .. ... ... 3-11
* USINGSAVED SETTINGS. . .............. 3-12
* CHANGING THE PRINTER DRIVER DEFAULT
SETTINGS. ....... .. .. 3-13
BASIC PRINTING PROCEDURE. .............. 3-14
« SELECTING THEPAPER. ... ............. 3-15
* PRINTING ON ENVELOPES .............. 3-16
PRINTING WHEN THE USER AUTHENTICATION
FUNCTION IS ENABLED. .................... 317
SELECTING THE COLORMODE .............. 3-19
SELECTING THE RESOLUTION. .............. 3-21
@ 2-SIDEDPRINTING . ........ .t iiiiiiieeennn 3-22
FITTING THE PRINT IMAGE TO THE PAPER .... 3-23
@ PRINTING MULTIPLE PAGES ON ONE PAGE ... 3-25
@ PRINTING WHILE SKIPPING BLANK PAGES.... 3-27

CONVENIENT PRINTING FUNCTIONS

CONVENIENT FUNCTIONS FOR CREATING

PAMPHLETS ANDPOSTERS ................ 3-28
* CREATE A PAMPHLET (BOOKLET). ....... 3-28
* PRINTING WITH MARGIN SHIFT SETTING
(MARGIN). ... ..o 3-30
* CREATE A LARGE POSTER (POSTER
PRINTING). ...... ... 3-32
FUNCTIONS TO ADJUST THE SIZE AND
ORIENTATION OF THEIMAGE .. ............. 3-33

* ADJUST PRINT POSITION ON ODD AND
EVEN PAGES SEPARATELY (PRINT

POSITION). ... ... 3-33
* ROTATING THE PRINT IMAGE 180
DEGREES (ROTATE 180 DEGREES) .. .... 3-34

* ENLARGING/REDUCING THE PRINT IMAGE
(ZOOM SETTING/ENLARGE OR REDUCE) ... 3-35
» ADJUST THE LINE THICKNESS (WIDTH) ... 3-37

* PRINT A MIRROR-IMAGE (MIRROR-IMAGE
REVERSE/VISUAL EFFECTS) ............ 3-41
COLOR MODE ADJUSTING FUNCTION ......... 3-42

* ADJUST THE BRIGHTNESS AND CONTRAST
OF THE IMAGE (COLOR ADJUSTMENT/RGB

ADJUSTMENT) ...... ... .ot 3-42
* PRINTING FAINT TEXT AND LINES IN BLACK
(TEXT TO BLACK/VECTOR TO BLACK) .... 3-43

+ SELECTING COLOR SETTINGS TO MATCH
THE IMAGE TYPE (ADVANCED COLOR
SETTINGS) ......... . 3-44
FUNCTIONS TO COMBINE TEXT AND IMAGES. .. 3-47
+ ADDING A WATERMARK TO PRINTED

PAGES (WATERMARK) ................. 3-47
* PRINTING AN IMAGE OVER THE PRINT

DATA (IMAGE STAMP) . ................. 3-49
* REGISTERING A CUSTOM IMAGE .. .. .... 3-50
* OVERLAY A FIXED FORM ON THE PRINT

DATA (OVERLAYS). .......... ... .. ..... 3-51
+ ADDING THE NUMBER OF COPIES (COPIES

STAMP). ... 3-53




PRINTER

PRINT FUNCTIONS FOR SPECIAL PURPOSES. .. 3-54 PRINTER JOBS

* PRINTING SPECIFIC PAGES ON DIFFERENT

PAPER (DIFFERENT PAPER) . ... ........ 3.54 CHECKING THE PRINT STATUS ............. 3-83
- ADDING INSERTS WHEN PRINTING ON PRINTING AN ENCRYPTED PDF FILE . ........ 3-83
TRANSPARENCY FILM (TRANSPARENCY CHANGING TO ANOTHER PAPER SIZE AND
INSERTS) . ..o v 3-56 PRINTING WHEN PAPER RUNS OUT 2.84
- INSERTING SEPARATOR PAGES BETWEEN
JOBSORCOPIES . ..o 358
COPY) . . oo 3-59
. TWO.SIDED PRINTING WITH SPEGIFIC PRINTER DRIVER SPECIFICATIONS LIST. . . . .. 3-85
PAGES PRINTED ON THE FRONT SIDE SPECIFYING A BILLING CODE USING THE
(CHAPTERINSERTS). ... ...t 3-60 PRINTERDRIVER. ........ciiiiiiiennnnnn. 3-88
- INSERT PRESET DATA BEFORE OR AFTER
A PAGE (PAGE INTER e TTER s AUTHENTICATION BY SINGLE SIGN-ON ...... 3-90
- PRINT THE SAME IMAGE IN TILE PATTERN
(REPEATPRINT) ...\ 3-62
- PRINTING PATTERN DATA (HIDDEN
PATTERN PRINT). .. oo oo 363

* CHANGING THE RENDERING METHOD AND
PRINTING JPEG IMAGES (USE DRIVER TO

RENDERJPEGS)....................... 3-65
* MAXIMIZING THE PRINT AREA ON THE

PAPER (PRINTAREA) .. ................. 3-66
* PRINTING AT AN ENHANCED RESOLUTION

(SMOOTHING) ... 3-67

CONVENIENT PRINTER FUNCTIONS .......... 3-68

* USING TWO MACHINES TO PRINT A LARGE

PRINT JOB (TANDEM PRINT) .. ........... 3-68
+ SAVING AND USING PRINT FILES

(DOCUMENT FILING). .. ... ...t 3-70

+ AUTOMATICALLY PRINT ALL STORED DATA. .. 3-72

* PRINTING AND SENDING
SIMULTANEOUSLY ..................... 3-73

PRINTING WITHOUT THE PRINTER

DRIVER
EXTENSION OF PRINTABLE FILES............ 3-74
DIRECTLY PRINTING A FILE ON AN FTP
SERVER.......c0iiiiiiiiiiiniinianaenn, 3-74

DIRECTLY PRINTING A FILE IN USB MEMORY... 3-76
DIRECTLY PRINTING A FILE IN A NETWORK

FOLDER....... .. e 3-77
DIRECTLY PRINTING FROM A COMPUTER. .. .. 3-80
*SUBMITPRINTJOB..................... 3-80
*FTPPRINT . ... 3-81
*E-MAILPRINT. ... oo 3-81



PRINTER» PRINTER FUNCTION OF THE MACHINE

IPRINTER FUNCTION OF THE MACHINE

The machine is equipped with a full color printing function as standard. 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 (The PS3 expansion kit is required.)
« This printer driver supports the PostScript® 3™ page description language developed by Adobe.
« If it is desired to use the Windows standard PS printer driver, the PPD driver must be used.

* The User's Manual mainly uses PCL6 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.

macOS Environment

Printer driver type

PS (The PS3 expansion kit is required.)
PS This printer driver supports the PostScript® 3™ page description language developed by Adobe and uses a PPD file.

To install the printer driver and configure settings in a macOS 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 [BP-xxxxx]. ("xxxxx" 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 [ ew ——— WordPad.

Page setup
El Send in email
@ About WordPad
tﬁ Exit

Y 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
e Redy — window (usually [Property] or [Preferences]) may vary
e depending on the application.
Page Range
@A Mumber of copies
@] Page; /| Colate Ln
Bt e e e Yy
eply
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8 Proting Prelonces

-1

e T
(1) 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.

3-5
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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 Ty e é Job Handiing
Favorites: I
(2) ‘ Untitled V‘ ‘ Save ‘ ' Defaults ‘
(3) =—
Copies:
(4) L !
Original Size: 210 x 297 mm. Output Size 210x 297 mm.
‘ Ad w Same as Original Size ~
Orientation: Zoom Document Filing:
Portrait ~ Settings... None ~
(5)
2-Sided Printing: Color Mode:
‘ None ~ ‘ lﬂ Automatic w
[ @
(6) 1 2 (4
‘
(7) OK || Cance || 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 the folding function.
*[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 and inserts.
*[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 3-11)

(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.

3-6
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(6) Printimage
This lets you visually check how the current settings affect the print image. Finishing settings and the color mode
are 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.

* 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

* Help can be displayed for a setting by clicking the setting and pressing the [F1] key.
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 1 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.

For the procedure for loading paper in the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-97)".

Special media such as envelopes can also be placed in the bypass tray.

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].

* When "Print A3W (12x18) and 11x17 on A3 Size Paper" is enabled
If you print an A3W (12" x 18") or 11" x 17" size document and there is no A3W (12" x 18") or 11" x 17" size paper, printing
will automatically take place on A3 paper.
In "Settings (administrator)", select [System Settings] — [Printer Settings] — [Condition Settings] — [Print A3W (12x18)
and 11x17 on A3 Size Paper].
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PRINTING ON ENVELOPES

The bypass tray can be used for envelope printing.

* For the types of paper that can be used in the bypass tray, see "APPLICABLE PAPER TYPES (page 1-90)".
* For the procedure for loading paper in the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-97)".

* For more information on the procedure for loading paper, see "SELECTING THE PAPER (page 3-7)".
« After printing, there may be creases in the envelope depending on the envelope type and format as well as on the printing

environment. Before high-quantity printing, it is recommended that you conduct a test print.

» When using media such as envelopes that can be loaded only in a specific orientation, you can rotate the image 180
degrees. For more information, see "ROTATING THE PRINT IMAGE 180 DEGREES (ROTATE 180 DEGREES) (page
3-34)".

= Printing Preferences X

Printing Preferences (1 )

: \ﬁ Main B Feusome Frishing

Favorites:

i & nen ][]

Untitled ~ ‘ ‘ Save ‘ ‘ Defaults ‘

Output Size: 110x 220 mm. Note:

Thin Paper: 13 - 16 Ib. bond (55 - 59 g/m2)

Plain-1: 16 - 24 |b. bond (60 - 89 g/m2)

Plain-2: 24 - 281b. bond (30 - 105 g/m2)

Heavy Paper-1: 28 Ib. bond - 651b. cover (106 - 176 g/m2)
Heavy Paper-2: 65 b. cover - 80 Ib. cover (177 - 220 g/m2)

)

Paper Type:

Envelope ~ ‘

(1) Click the [Paper Source] tab.

(2) Select the envelope size from the "Output Size" menu.

When [Output Size] is set to envelope, [Paper Type] is automatically set to [Envelope].
When "Original Size" is set to envelope on the [Main] tab and "Output Size" is set to [Same as Original Size], "Paper Type" is
automatically set to [Envelope].

(3) Select [Bypass Tray] in "Paper Tray".

When [Enable Selected Paper Type in Bypass Tray] (disabled by factory default) is enabled in "Settings (administrator)", set the
paper type of the bypass tray to [Envelope].
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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.

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

To prohibit printing by users whose user information is not stored in the machine:
In "Settings (administrator)”, select [System Settings] — [Authentication Settings] — [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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SR ™) = Enter your user information.
e " (1) Click the [Job Handling] tab.
u—....;. ' = — (2) Enter your user information.
- - = » When authentication is performed by login name,
i pn select [Login Name] and enter your login name.

(3') » 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
i' * When the machine's authentication destination is
T Active Directory, [Single Sign-on] can be selected.
4 For information on single sign-on, refer to

"AUTHENTICATION BY SINGLE SIGN-ON (page
3-90)".

» 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 30 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 color 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 3-12)", 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.

EECErE=u |

(1) Configure the print settings on each tab.
(2) Click the [Save] button.

Defauts

B o (Z)F X Check and save the settings.
) e y (1) Check the displayed settings.
gﬁ ;-:"""" (2) Enter a name for the settings using up to
e = 20 characters.
_— - (3) Click the [OK] button.

()
=] =
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USING SAVED SETTINGS

You can specify the saved favorites through just one click to apply frequently used settings or complicated color 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.

b i < Select favorite settings.
I:‘i'ma towioms 1] wwes ([ e (@ e |2

(1) Select the favorite settings you want to
= - use.

=y (1) e m|

P PP o ' (2) Click the [OK] button.

“ o [t |

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].

In Windows 8.1/Windows Server 2012, right-click the [Start] button, select [Control Panel] — [View devices and printers]
(or [Devices and Printers]).

- © 1 & ConelPesel + Mardware snd Sound + Devices snd Pristers. w B Sewch) De P

e . = ® the machine and select [Printing

Devices (3)

b S preferences].

- Printers (6)

a4

n Pr——— — 5 = Right-click the printer driver icon of

For explanations of the settings, see printer driver Help.

n Configure the settings and click the [OK] button.
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IPRINTING IN A macOS ENVIRONMENT
BASIC PRINTING PROCEDURE

The following example explains how to print a document from the standard accessory application "TextEdit" in macOS.

* To install the printer driver and configure settings in a macOS environment, see the Software Setup Guide.
» The menu used to execute printing may vary depending on the application.

BTN ot Format view Select [Page Setup] from the [File]
ge;;.;“"""" _ig menu and select the printer.
Dm-;ecenl > If the printer drivers appear as a list, select the name of the
Closa s printer driver to be used from the list.
Save... %S
Duplicate {+38Ss
Rename...
Move To...
Revert To >
Export as PDF...

Show Properties 3P

(T )

R wwr)

n | Select paper settings.
B (1) (1) Make sure that the correct printer is
ErTrT— selected.
Paper Sizelj A4 .
210y 207 mm (2) (2) Select paper settings.
ety Paper size, paper orientation, and enlarge/reduce
Scalef[100 | % settings can be selected.
3) (3) Click the [OK] button.
? Cancel
Ty Ecit Format View Select [Print] from the [File] menu.
-—
Open... %0
Open Recent >
Close Bw
Save... %8s
Duplicate {+#S
Rename...
Move To...
Revert To >
Export as PDF...
Show Properties 3P
Dara Satin £+ 32D

Print... ¥®P
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Select print settings.

Pﬁmerl('a‘im—"a I
(1)

Presets: | Default Settings (1 )

Make sure that the correct printer is
selected.

Copies: 1 | Two-Sided
e (2) Select an item from the menu and

() From: |1 | ‘tat |1

Paper Size: | A4 B 2106y 287mm configure the settings as needed.
ovanason [¥] 1w (3) Click the [Print] button.

v TextEdit

(2) Layout

Color Matching
Paper Handling
Paper Feed
Cover Page (3)

Job Handling "

Image Quality .
Watermarks
Billing Code
Printer Features

Supply Levels

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 1 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 such as envelopes 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 1-97)".

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.

@ When [Enable Detected Paper Size in Bypass Tray] (disabled by factory default) or [Enable Selected Paper Type in Bypass

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

Changel].

‘ * To exclude the bypass tray from the trays that can be selected when [Auto Select] is selected:
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PRINTING ON ENVELOPES

The bypass tray can be used for envelope printing.

* For the types of paper that can be used in the bypass tray, see "APPLICABLE PAPER TYPES (page 1-90)".

* For the procedure for loading paper in the bypass tray, see "LOADING PAPER INTO THE BYPASS TRAY (page 1-97)".

« For more information on the procedure for loading paper, see "SELECTING THE PAPER (page 3-15)".

» When using media such as envelopes that can be loaded only in a specific orientation, you can rotate the image 180
degrees. For more information, see "ROTATING THE PRINT IMAGE 180 DEGREES (ROTATE 180 DEGREES) (page
3-34)".

« After printing, there may be creases in the envelope depending on the envelope type and format as well as on the printing
environment. Before high-quantity printing, it is recommended that you conduct a test print.

Select the envelope size in the settings of the application ("Page Setup” in many applications) and then perform the
following steps.

n B Select print settings.
Frinter:[ BP-xxxxx s
Procets: | Detauft Satiings (1) Sfele'c':t the envelope size from the "Paper
Coples; 1 [ Two-Sided Size" menu.
Pages: Ol ) (2) Select [Paper Feed].
" Erom: |1 | tei 1 |
pmsma 110 by 220 mm (3) Select the [Bypass Tray (Envelope)] from
Orientation: T@ ‘TB|‘ (2) the "All Pages FrOm" menu.
I Paper Feed

© All Pages From: I Bypass Tray(Envelope)

() First Page From: | Bypass Tray(Plain-1)

| (¢ lnl
—
w
=

Remaining From: = Bypass Tray(Plain-1)

cancl

When [Enable Selected Paper Type in Bypass Tray] (disabled by factory default) is enabled in "Settings (administrator)”,
set the paper type of the bypass tray to [Envelope].
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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 [System Settings] — [Authentication Settings] — [Disable Printing by Invalid User].

G it Format  view In the application, select [Print] from
Ne BN .
bani gl $a the [File] menu.
Open Recent >
Close Bw
Save... s
Duplicate {+#S
Rename...
Move To...
Revert To >
Export as PDF...
Show Properties 3P
Daria Satiin 3D

Print... ¥®P
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I Printer: | BP-xx0m

B) (1)

Presets: | Default Settings

Copies: 1 || Two-Sided
Pages: (! All
(IFrem: |1 | to: ‘1 |
Paper Size: | A4 < 210 by 267 mm
Orientation: 'm I@ (2)
l‘ Job Handling BI
Fetonon (3)

e ——— e—
(4)' © User Authentication Job 1D SR ()
Login Name: User Name:
Password: Job Name:
O User Number
| (Cancel |

(6)

Enter your user information.

(1) Make sure that the machine’s printer
name is selected.

(2) Select [Job Handling].
(3) 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) 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 32 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 COLOR MODE

The following three selections are available for the "Color Mode" (a set of colors used for printing):

The machine automatically determines whether each page is color or black and white and
prints the page accordingly. Pages with colors other than black and white are printed using Y
Automatic (Yellow), M (Magenta), C (Cyan) and Bk (Black) toner. Pages that are only black and white
are printed using Bk (Black) toner only. This is convenient when printing a document that has
both color and black and white pages, however, the printing speed is slower.

All pages are printed in color. Both color data and black and white data are printed using Y

Color (Yellow), M (Magenta), C (Cyan) and Bk (Black) toner.
All pages are printed in black and white. Color data such as images or materials for a
. presentation is printed using black toner only. This mode helps conserve color toner when
Black and White L . .
you do not need to print in color, such as when proofreading or checking the layout of a
document.

When "Color Mode" is set to [Automatic]:
Even if the print result is black and white, the following types of print jobs will be counted as 4-color (Y (Yellow), M (Magenta),
C (Cyan), and Bk (Black)) print jobs.
When you want such jobs to be counted as black and white jobs, select [Black and White].
» When the data is created as color data.
* When the application treats the data as color data even though the data is black and white.
* When an image is hidden under a black and white image.

Prirting Preferences
= T +
£ ﬂ Main ‘ ‘ a Paper Source Finishing Layout ‘ ‘ = Job Handling ‘
Favorites: (1 )
Factory Defaults ~ ‘ Save ‘ Defautts ‘
Copies N-Up:
1 + = ‘ |I| None ~
Original Size: 210x 297 mm. Output Size: 210 297 mm.
‘ Ad b Same as Original Size w
Orentation: []Zoom Document Filing:
Portrait ~ Settings... None v‘
‘ 4] ‘ (2)
2-Sided Printing: Color Mode:
‘ Long Edge v‘ | .H Automatic ~

(1) Click the [Main] tab.
(2) Select "Color Mode".

In addition to the [Main] tab, [Color Mode] can also be set on the [Image Quality] tab.
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" Image Quality Blm
(2)
Print Mode: Color Mode:
| 600 dpi (High Quality) B || color o
Screening:
Neutral Gray:
| Defauit B Black Only ~ — ~ Color
Sharpness: Y
| None B Pure Black Print:
~ Toner S Black Only _.Q._. Color
Trapping:

[ None B

(1) Select [Image Quality].
(2) Select "Color Mode".
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PRINTER» FREQUENTLY USED FUNCTIONS

SELECTING THE RESOLUTION

The following two 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 color photos and text are high.
= Printing Preferences X
Printing Preferences (1)
1L eme ‘ ‘ ] [‘ Image Gualty ‘ A, Detaled Settings ‘
Favorites:
| Factory Defautts w ‘ Save ‘ ‘ Defaults ‘
(2)
Print Mode Sereening: Color Mode:
0 ‘ lﬂ Automatic - ‘ Color Adjustment ‘
Graphics Mode: — . ﬂ Image Type [ _ |
(1) Click the [Image Quality] tab.
(2) Select "Print Mode".
(1)| | Image Quality
(2) Print Mode: Color Mode:
| 600 dpi (High Quality) | Color
Screening:
Meutral Gray:
 Datault Black Only ~ —_~ Color
Sharpness: Y
| None Pure Black Print:
[ ] Tarwar Save Black Only -.\_)._. Color
Trapping:
| MNone
| Cancel | Print

(1) Select [Image Quality].
(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 2
D
3
Short Edge Long Edge
Landscape % 2 5
& 1'3:“ 3
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.
= Printing Preferences X
Printing Preferences (1)
E ‘ﬁ Main = PaperSouce Firishing Layout ‘ ‘g Job Handing ‘
_Fa!oriles:
= ] e .
Copies: N-Up:
‘1 + ‘ None ~
Original Size: 210x 297 mm. Output Size: 210x 297 mm.
‘ A ~ Same as Original Size ~
Orentation: (2)|:|Zcom Document Filing:
‘ Portrait ~ ‘ Settings... ‘ None ~
2-Sided Printing: (3) Color Mode:
‘ .3 Automatic ~

(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

Layout )
Pages per Sheet; | 1
Layout Direction: % | E% | :_RE !_I __.

o Nme i ] e ..

Twc-smsfﬁ— )
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 an A5 or Invoice size document to an A4 or Letter size to make it easier to
view, or when printing a document on paper that is different in size from the original document.

-

—J
A5 (Invoice) —
— A4 (Letter)

0j|0|0 |0

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 A5 (or Invoice) size document on Letter (or A4) size paper.
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= Printing Preferences X

Prirting Preferences (1 )

E ) Main ‘ E TG H T

Favorites:

o g | ]

Untitled v ‘ Save ‘ ‘ Defautts ‘
Copies: N-Up:
‘1 + o ‘ ‘ None ~
Original Size: 148 x 210 mm Output Size 210x 297 mm
E | | mm—
(2) Unentauon: LI £oom (3) Document Filing:
['— 1 | | [

(1) Click the [Main] tab.
(2) Select the original size from [Original Size] (for example: A5).

(3) Select the actual paper size to be used for printing from [Output Size] (for example: A4).
If the output size is larger than the original size, the printed image will be automatically enlarged.

(1)

Paper Size: || A5 148 by 210 mm
Orientation: ﬁ@ I|t|
(2)
. Paper Handling
Collate pages

Pages to Print: | All pages

D ©

Page Order: | Automatic

Scale to fit paper size
Destination Paper Size| A4
|| Scale down only

(1) Check the paper size for the print image (for example: A5).
(2) Select [Paper Handling].
(3) Select [Scale to fit paper size].

(4) Select the actual paper size to be used for printing (for example: A4).

3-24



PRINTER» FREQUENTLY USED FUNCTIONS

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 macOS environment, the page orders are displayed as selections.

* In a macOS 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

3-62)".

@ 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

He = 5 == |5 =

Favortes:

‘Untitled ~

2-Sided Printing: N-Up: 7 Order:
‘ None ~
Booklet: (2)

‘ None ~

o Puazter Printing:

. None ~ (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 A5 size pages onto one A4 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.

Il Layout ](1)

o5 | =1(2)
ges per Sheet:| 4

Layout Direction: @ % ‘ (3)

Border:| Single Hairline 4)

Two-Sided: | Long-Edge binding

["| Reverse page orientation
[ Flip horizentally

Cance |

(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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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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I CONVENIENT PRINTING FUNCTIONS

CONVENIENT FUNCTIONS FOR CREATING
PAMPHLETS AND POSTERS

CREATE A PAMPHLET (BOOKLET)

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.

58|41
e N
N el
-
. ‘e
= :.‘:-.'-

=)
-
et

'
.

¥

< ‘ﬁ Main HE T S H o Layout é Job Handing ‘
Favorites: (1)

‘ Untitled ‘ ‘ Save ‘ ‘ Defauit ‘
o 2Sided Prirting: N-Up:

None w | None v‘
(2) )

Booldlet: Qutput Size: 297 x 420mm

e || E-

[ 5pit Binding: IB Paster Printing:

‘ Left v‘ = None

(1) Click the [Layout] tab.
(2) Select [Standard] in "Booklet".
The printed image will be enlarged or reduced to fit the paper selected in "Output Size".

(3) Select the specified output size and the binding edge.
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Orientation: @ ’@

[ Printer Features B

Feature Sets: | Output =

Binding Edge: | Left B

Margin Shift: | None [EJ

(2

~

(3)

' Cancel |
(1) Select [Printer Features] and then select [Output].

(2) Select "Binding Edge".
(3) Select [Off] or [2-Up].
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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.

By shifting the image, the part of the image that is outside the print area will not be printed.

=5 Printing Preferences X

(1)

Print Position 70X = 115
(3) (4) | oo | [ | e | & b Handing
Print Postion Margin Shit:
Wargin Shift v 0110 mm ‘ Defauts ‘
With [0..30 N-Up:
o— = v
Unit:
)
Posttion
Left hd Poster Printing:
: ‘ Noi w
(2)
oK Cancel ‘ PE— ‘

(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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Orientation: m I@

[ Printer Features B (1)
Feature Sets: | Output B

Binding Edge: (2)
Margin Shift: | 0.4in. B (3)
Booklet: =~ Off B

. Cancel |
(1) Select [Printer Features] and then select [Output].

(2) Select "Binding Edge".
(3) Select "Margin Shift".
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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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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
(O] 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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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 envelopes or paper with punch holes).

aogav | = | ABCD

= Printing Preferences X
Printing Preferences
< ﬂ Main E Paper Source ‘ ‘ Finishing Layout ‘ ‘g Job Handing
Favorites: (1 )
‘ Untitled “ ‘ Save ‘ ‘ Defautt ‘
Copies: N-Up:
‘1 + ‘ None ~
Original Size: 210x 257 mm. Output Size: 210x 257 mm.|
Ad ~ Same as Original Size ~
i ion: [ Zoom Document Filing:
ortrait (Rotatec ‘ Settings... ‘ ‘ None w
(
(2)

(1) Click the [Main] tab.
(2) Select [Portrait (Rotated)] or [Landscape (Rotated)] in "Orientation".

I|E'|

Orientation:
| Layout (1)

Pages per Sheet: | 1

o — .\I...l_.. ]
Layout Direction: % %% |@

Border: | None

Two-Sided: | Off

l ) Reverse page orientatin:l (2)
|| Flip horizontally

(1) Select [Layout]
(2) Select the [Reverse page orientation] checkbox so that appears.
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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.

=0

=

=0

proportions of the image.

When using the PS printer driver (Windows), you can set the width and length percentages separately to change the

(1)
(2)
()

Click the [Main] tab.

Enter the percentage.

= Printing Preferences X
Printing Preferences
N -, T +
< ﬂ Main E Paper Source Finishing Layout = Job Handling s
Fayorites: (1 )
Untitled v ‘ Sav ‘ |
Zoom Settings ? X
Copies: 0 HNlp:
\1 + al
©)]
Original Size: 210x 297 mm. Output Size: 210 297 mm. Zoom: 25_.400]
‘ 1Y w ‘ Ad » ‘ R ‘ .
Orientation ] Zoom ; I D Reference Point:
Portrait Settings... T
‘ IEI b ! 5. - l |_° ‘ Upper Left v‘
2-Sided Printing: (2) | Calor M
(4) I oK l Caricel

Click the [Zoom] checkbox so that appears, and click the [Settings] button.

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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Settings: l Page Attributes

Format For

Paper Size:

Qrientation

Scale

| BP-ooox

SHARP BP0

| Ad

210 by 297 mm

I 1)

(1)

100 %

Cancel

(2)

oK

(1) Select [Page Setup] from the [File] menu and enter the ratio (%).

(2) Click the [OK] button.
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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.

SN

s

N2

* 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

Printing Preferences (1 )

L inserts H Stamp Image Guaity || A, Detaled Settngs

Favorites:

R o e
Line Width 7 *x
Print Mode Screening: (3)
‘ 600 dpi (High Quality) v ‘ Defaut Defauls ‘ Color Adjustment... ‘
Line Width:
Graphics Mode:
[] Smoothing > L Faont ...
‘ Vector ~ (2)
[ Text To Black Uit \
|
Bitmap Compression: Line Width
[ Vector To Black ‘ Fixed Width e L
Very High Quality ~
[] Toner Save
[ ——— ] 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.

Select from the "Unit" menu.

* The units of line-width adjustment can be set to "Fixed Width" or "Ratio".
* To print all line data in the minimum line width, click the [Minimum Line Width] checkbox.
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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:
o e
- : o
Shade Pattem
‘ Custom Image Registration... Z Spool Data Format
Text/Line Knockout control
i -
of -
Other Seftings.. | Fitable ez
e
(2) :
=
RGE v
LI Fine Text
Duplex Style:

(1) Click the [Detailed Settings] tab.
(2) Click the [Other Settings] button.
(3) Select the [Thicken Fine Lines] checkbox ( ).

3-38



PRINTER» CONVENIENT PRINTING FUNCTIONS

Adjusting the thickness of text and lines

You can make text and lines thicker. You can also make edges smoother or sharper.

= Printing Preferences X

Printing Preferences

| =)

Favorites: (1 )
‘ Untitled ~ ‘ Save ‘ ‘ Defaults ‘
o Tandem Frint; Other Settings . x
off v
Disable Blank Page Print: Input Resolution
— —
o : e
Shade Pattem
‘ Custom Image Registration... ‘ e
Text/Line Knockou conirol
off v
‘ Other Settings... | Prrtable eca
2
(2) o e EEw— 3)
RGB v
[ Fine Text

(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.

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
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 Printer Features w2l )
Feature Sets: | Advanced? B] (2)
Text/Line control: | Thick (Text) B e
Text/Line Knockout control:  Thick (Text) |k
|| Fine Text
| | Photo Image
Image Enhancement: [ Off H

(1) Select [Printer Features].
(2) Select [Advanced2].
(3) Specify the settings.
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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: % I% !rmﬁ: l@
Border: None
Two-Sided:  Off 2)

[ | Reverse page orientation
B3 Flip horizontally

cencel

(1) Select [Layout].
(2) Select the [Flip horizontally] checkbox ([£3).
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COLOR MODE ADJUSTING FUNCTION

ADJUST THE BRIGHTNESS AND CONTRAST OF THE
IMAGE (COLOR ADJUSTMENT/RGB 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 (1 )

I

Favorites:

£
E

‘ Factory Defaults i

Print Mode: Screening: Color Mode:

‘ 600 dpi (High Quality) -

Graphics Mode: ! T
[ Smocthing € res- T [ Font.
‘ Vectar v ‘ 5| Toq

Bitmap Compression: [ Line Width...
[ Vector To Black
‘ Very High Quality ~ ‘ Advanced Coler... ‘
] Toner Save
Sharpness
| ..... | (3)I Object Adiustmert
[ Adiust at each object
Text
(4) Brightness: 50 Color Adjustment Color Balan: e
< ] Adiust at each col s 2
Cor 50 e
= . " reen Strength 50
Strength: 50
rati 50
[ G

(1) Click the [Image Quality] tab.

(2) Click the [Image Adjustment] button.
When using the PS printer driver, click the [RGB Adjustment] button. Proceed to step (4).

(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 Inserts ‘ ‘ Stamp A Detailed Settings
Favorites:
Untitled w ‘ Sa ‘ ‘ Defaut: ‘
Print Mode: Screening: Color Mode:
‘ 600 dpi (High Qualty) v Default v ‘ ™ Black and White v ‘ Color Adjustmert . ‘
Graphics Mode: | T
0 (] Smoothing @) O 1o Tiee ‘ o ‘
Vector w BE| g B
[] Text To Black —
Bitmap Compression: ‘ Line Width... ‘
[ Vector To Black —
‘ Very High Quality ~ ‘ Advanced Color... ‘
[ Toner 5ave
Shampness
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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SELECTING COLOR SETTINGS TO MATCH THE IMAGE
TYPE (ADVANCED COLOR SETTINGS)

Preset color settings are available in the machine's printer driver for various uses. These enable printing using the most
suitable color settings for the color image type.

Advanced color settings, such as the color management settings and the screening setting for adjusting the color tone
expression, are also available for meeting the needs of color image printing.

The following color management settings are available.

Windows ICM

Color management method in a Windows environment

ColorSync

Color management method in a macOS environment

Source Profile

Select a source color profile of color matching.

Rendering Intent

The selections below provide the ability to modify color image processing to suit specific
preferences. (Color matching method: Method of color converting RGB colors on the display,
etc. into CMYK colors in the printer)

Output Profile

Select a color profile for the image to be printed

CMYK Correction*1

Correct the image to obtain the optimum printing result when printing a CMYK image.

Screening

Select the screening to modify the image to suit specific preferences, according to the
appropriate image processing method.

Neutral Gray

Select a creating method of neutral gray.

Pure Black Print

Select whether you want to print black data area with only black toner.

Trapping

Select to prevent void area which may be generated around edge of colors.

Sharpness

This is used to sharpen an image or make it softer.

Black Overprint*2

Prevents whitening of the outline of black text.

CMYK Simulation*2

Adjusts the colors to simulate printing that would be obtained with the process colors used in
printing presses.

Preserve Pure CMYK
Colors*2

When using CMYK simulation, retain cyan, magenta, and yellow pure colours, and retain
black printer information.

Simulation Profile*2

Select the simulation target.

*1 Can only be used when using the PCL6 printer driver.
*2 Can only be used when using the PS printer driver (Windows/macOS).
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= Printing Preferences x
Prirting Preferences (1 )
I = N B
Favorites:
‘ Untitled ~ ‘ Save ‘ ‘ Defaults ‘
Print Mode: Screening: Color Mode:
‘ 00 dpi (High Quality) v ‘ Defaut v ‘ B Automatic v ‘ ‘ Color Adiustment... ‘
Graphics Mode: ) Image Type
[[] Smoathing ‘ — (2) ‘ Fort... ‘
Vector ~ ‘ Text ~
[[] Text To Black —
Bitmap Compression: ‘ Line Width... ‘
[] Vector To Black
‘ Very High Quality v ‘ Advanced Color... (3)
[ Torer Save
Shamness:
Advanced Color Settings 7 X
s FGB
O 1wndows i Neutral Gray:
: Black Crly Color
Source Profie: (]
|
o Fiendering Intent Pure Black Print
Perceptual Maiching v E=y caler
L
Qutput Profile:
Trapping
O ok corea
=

(1) Click the [Image Quality] tab.
(2) Select [Image Typel].

» Text: Data consisting mostly of text

* Presentation: Data with many photos or illustrations

* Photo: Photo data or data that uses photos

« CAD: Engineering drawing data

* Scan: Data scanned by a scanner

* Colorimetric: Data to be printed in colors as viewed on the screen
« Custom: Data to be printed with special settings

(3) Click the [Advanced Color] button and specify the settings.

To configure color management using the Windows OS ICM, set "Image Type" to [Custom] in step (2). Then, click the [Windows
ICM] checkbox so that the checkmark appears.
To configure "Source Profile" and other detailed color management tasks, select the desired settings from the menus.
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| Image Quality
|
[ | ColorSync 3)
Image Type:
| Custom
CMYK RGE (4)
[ cMYK Simulation Source Profile:
[ Preserve Pure CMYK Colors | Gamma2.2
Simulation Profile: Rendering Intent:
[ Default | Perceptual Matching
Output Profile:
[ Default
Black Overprint

(1) Select [Image Quality].

(2) Click the [Advanced] tab.

To use the macOS color management function, select the [ColorSync] checkbox so that the checkmark ﬂ appears. In this
case, you cannot select "Image Type".

(3) Select [Image Type].
To configure color management settings, select the desired settings from the menus. To select a "CMYK Simulation" setting,
select [Custom] in "Image Type", select the [CMYK Simulation] checkbox ( H), and then select the desired setting.
» Text: Data consisting mostly of text
* Presentation: Data with many photos or illustrations
* Photo: Photo data or data that uses photos
« CAD: Engineering drawing data
» Scan: Data scanned by a scanner
* Colorimetric: Data to be printed in colors as viewed on the screen
+ Custom: Data to be printed with special settings

(4) 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

X
Printing Preferences (1 )
ﬂ nete . R Previen ) V_:‘atermam
__nne ~
Favorites " .
d lete
Untitled ~ ‘ Save ‘
- ]
_— 2)
Stamp: Z
] v
— N ( O E—
Fostion: 0 v 0
Size: 100 Ange: 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.
Click the [Edit] button to edit the font color and select other detailed settings.

If you want to create a new watermark, enter the text of the watermark in the text box and click the [Add] button.
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(1)
(2)

Orientation: m @

(1)

I Watermarks I -
Watermark (2)
Text:
| TOP SECRET
| TOP SECRET |
Size: 48  Angle: 45
_|\_/' ‘-
Font: Font Color:
' Helvetica | Red [ |
[ | Outline Text Transparent Text:
|| On First Page Only | 50%

Select [Watermarks].

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 O .
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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.

P03 In "Settings (administrator)”, select [System Settings] — [Device Control] — [Common Settings] — [Enable/Disable Settings]

‘ To prohibit the registration of custom images:
[ ]

— [Disabling Registration of Custom Image] and configure the setting.

= Printing Preferences X
Printing Preferences
‘ﬂ Inserts H Stamp ‘ ‘ Image Quality A Detalled Settings
Favorites: ) (1 )
(3)
Untitled ~ Defaults ‘
Custom Image Registration ? X
o Tandem Print: Defauts
Off - [ Custom Image Registration
Disable Blank Page Print: Registered Type
Custom watermark ~
Off “
Registered Name
>
Custom Image Registration. .. I< ot
e
Incase of "Custom watemark”, i's registered as single
2 colorAransparent data
( ) In case of “Custom stamp”". s registered as ful
color/non-ransparent data

(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", a full-color, non-transparent stamp image is registered. When [Custom
watermark] is selected, a single-color, 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 oo \
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 )
ﬂ R ‘ Sers ‘ Ty H\ Detailed Settings ‘
Favorites:
‘ Untitled v ‘ Save ‘ ‘ Defaults ‘
Stamp:
‘ Image Stamp ~ ‘ Settings.. ‘ Copies Stamp... I
2)
)
7%
Preview [ Copies Stamp
Fourl Posiion
sas v [] tewerkont
Piint Ceor
Automatic [ EES
1 On First Only
TotalS On Coyers / 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.

p——

A L7
REN

#{;J

D|ojo|o

In a macOS 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

(1) Click the [Inserts] tab.
(2) Select [Covers/inserts] from [Inserts Option], and click the [Settings] button.
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(3) Select the paper insertion settings.
« Select the insertion position, paper source, and printing method from the corresponding menus.
« 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) I | Printer Features |

(2)I Feature Sets: Covers I

@) Cover Page: ID

papr g | uto el [
paver e | utoSeict [
Last Page: ID
paor T | Ao et |3
paverype, | Aosesct [

Gance

(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 )
< ﬂ Inserts ‘ Stamp ‘ ‘ Image Qualty ‘\ Detailed Settings ‘ >
(3)
Favorites:
Untitled v‘ ‘ P ‘ Transparency Inserts ? x ‘ T

- e O prirted

Inserts Option ‘ N

. _ Paper Tray
- e
]

Paper Type:

Please make sure that transparencies
are placed in proper tray.

(1) Click the [Inserts] tab.
(2) Select [Transparency Inserts] and click the [Settings] button.

Select the print setting, paper tray, and paper type for the front and back covers.

(3) 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.
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Orientation: 1M ’@‘

(1y
[I‘ Printer Features n

(2)[ Feature Sets: = Transparency Inserts B

Transparency Inserts: | Off H
(3) ] Paper Tray: " Auto Select B
Paper Type: " Auto Select B

cance

(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

Job 1 Job 2

@ This function is available in a Windows environment.

@ Printing Preferences

Prirting Preferences

< ‘ﬁ Main ‘ ‘E T S I
Favorites:

e ERE— .

@) cpaatorPage ’

1)

Friting

‘ Separator Page...

Paper Selection Insert Postion

Paper Tr

—
MAuto Select ~

Paper Type: 1 + -

Paper Type

Information
Insert Postion Paper Tray.

(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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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
e [ e S| === ]
1)
‘ Save ‘ ‘ Defaults ‘
Chapter Inserts: N-Up:
|Enter page numbers separated by | ‘ Nere e
mmmmmm 1
GOOKIET: (2) (3)

(1) Click the [Layout] tab.

(2) Select the 2-Sided Printing.
For information on the "2-Sided Printing" setting, see "2-SIDED PRINTING (page 3-22)".

(3) Enter the page numbers of the initial pages of the chapters, separating the numbers with
commas.
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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 3-51)" in "OVERLAY A FIXED FORM ON THE
PRINT DATA (OVERLAYS) (page 3-51)".

@ * 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
N P Wain ‘E Paper Source H Finishing Layout ‘ ‘g Job Handing
—1)

Favorites:

Untitled v ‘ Save ‘ ‘ e ‘

Copies: N-Up:

‘1 + 2-Up (Repeat)

Original Size: 210 x 297 mm. Output Size: 210 x 297 mm.

‘ Ad w Same as Original Size w

(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 unauthorised 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.

@
[Tt

= Printing Preferences X
Printing Preferences (1 ) (3)
& [ | — PT— 7 x .
Favorites: Fayories
‘ Urtitled ~ ‘ Save Jefaults 5
Stamp: [JHidden Pattem
Embedded Text Pattem Settings
Naone — Effect Patien
Character stand out .
Overdays: Test
Eieilags i
L None .
None .
Date/Time
e | Dark Light
Login Name/User Number
(2) Frint Calor:
Serial Number
[ S v
Accourt Job D
Sige:
48 ~
Angl
0 ~
Hali

(1) Click the [Stamp] tab.
(2) Click the [Hidden Pattern] button.
(3) Configure the settings for hidden pattern printing and click the [OK] button.
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 "Hidden Pattern" is a function provided for the purpose of deterring unauthorised 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.
* When the color mode is set to [Black and White] or when it is set to [Automatic] and the original is recognized as black and
white, a black background pattern is printed even if a cyan or magenta pattern is selected.
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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 (1 )
ﬂ Insetts H Stamp H Image Qualty 9 Detaled Settings ‘ >
Favorites:
Other Settings ? x
Untitled w
0 Tandem Print: input Resolutior:
e = e
Off ~ 600 dpi ~
‘Oﬁ V‘ I Fluse render JPEGs I
) ) Shade Pattem: (3)
Disable Blank Page Print:
Jor .
oo Dela Fomat Text/Line Knockout control
‘ Custom Image Registration... ‘ Printable Area:
Rp Style:
[ Thicken Fine Lines.
i
‘ | I [Fine Text
(2) Duplex Style:
=1

(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.

= Printing Preferences X
Printing Preferences
W 8w [H e [N e
(1
Favorites:
Untitled ~ ‘ Save ‘ Defouts ‘
0 Tz Prinl. Other Settings ? X
o v
Disable Blank Page Print: Input Resalution:
] [Jdob Name Shottening
‘ oF » 600 dpi >
Shade Pattem
:
‘ Custom Image Registration... ‘
ool Beta Fomat 7, /Line Knockout conrol
e Ep———
| OF
Other Settings... I Prrtable Ares
Maximum ==
(2
v [ Thicken Fine Lines
] Fine Text
Duplex Style:
(4)
e |

(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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PRINTING AT AN ENHANCED RESOLUTION
(SMOOTHING)

Resolution enhancement techniques (RETs) are used to smoothen the outlines of images. The images are printed at a
digitally enhanced resolution.

@ This function is available in a Windows environment.

= Printing Preferences x

Prirting Preferences

(1L Insetts ‘ ‘ Stamp ‘ Image Quaity | A, Detaied Setings ‘
Favorites: (1 )
‘ Untitled v ‘ Save ‘ ‘ Defaul ‘
Print Mode: Sereening:
‘ 600 dpi (High Quality) ~ ‘ Default ~ ~ ‘ Color Adjustment ‘
Graphics Mode: 2

EET=  m

‘ Vector w -

(1) Click the [Image Quality] tab.
(2) Select the [Smoothing] checkbox so that appears.
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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

m’|§é7

G| [[|*&

2 sets of = 2 sets of
copies copies

nopp
nopp

* In a Windows environment, this is accomplished automatically by clicking the [Auto Configuration] button on the
[Configuration] tab of the printer driver.
* In macOS 10.9, enter the IP address of the client machine.

' To use the tandem print function, the IP address of the client machine must be registered in the printer driver.

@ This function cannot be used in macOS 10.10 or later.
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= Printing Preferences x

Printing Preferences

@ e B e B e [N e

Favorites: (1 )

[ | .
o Tandem Print:

v

Digzble Blank Page Frint: (2)

o |

(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?".

(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".

3-69



PRINTERP» CONVENIENT PRINTING FUNCTIONS

SAVING AND USING PRINT FILES (DOCUMENT FILING)

This function stores a print job as a file on the machine's local 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 local drive without printing it.
* Hold After Print
This setting is used to hold a print job on the machine's local 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.

g

Filing".

* When printing from a PC, you can set a password (4 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 local drive, see "FILE PRINTING (page 6-25)" in "Document

= Printing Preferences *
Prirting Preferences (1 )
B +
<&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 (4 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 to always use the force document filing function in "Printing Policy" on the [Configuration] tab, the
selection of [Document Filing] is hidden from the "Job Handling" menu.

Orientation: '@ I|E|

Job Handling
(1)
(2) .Eﬂm 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 (4 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 [System Settings] — [Authentication Settings] — [Default Settings] and enable

' To use the Print All function, the following steps are necessary:
[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 macOS environment: PRINTING IN A macOS ENVIRONMENT (page 3-14)

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.

3-72



PRINTERP» CONVENIENT PRINTING FUNCTIONS

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 "User's Manual (Address Book Registration)".
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.
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Printing Preferences
- -, L ¥
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(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/ DOCX,
File Type TIFF JPEG PNG PCL PS™ Encrypt PDF/ XLSX,
Compact PDF™ PPTX"2
- _— ipeg, jpg, pcl, docx, xlsx,
Extension tiff, tif ipe, i png orn ps, prn pdf ppix

*1 The PS3 expansion kit is required.
*2 The Direct print expansion kit is required.

« Even if the print result is black and white, the following types of print jobs will be counted as 4-color (Y (Yellow), M
@ (Magenta), C (Cyan), and Bk (Black)) print jobs. When you want such jobs to be counted as black and white jobs, select
the black and white printing option.
* When the data is created as color data.
* When the application treats the data as color data even though the data is black and white.
* When an image is hidden under a black and white image.

» 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 3-83)

n Tap the [File Retrieve] key.
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E— [ 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 “¥ iconis 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.

Qualcomm® DirectOffice™ is a product of Qualcomm Technologies,Inc. and/or its subsidiaries. Qualcomm®is a
t